
                                                                                                       Individual Intake 
In Therap, it takes less than a minute to Intake in individual. Users assigned with the Individual 
Administrative Role will be able to enter Individuals into the Therap system. 
 
In order to Intake an Individual, please follow the steps mentioned below: 

1. In the Admin tab of the Dashboard, click on the New link beside the Individual Intake under 
the Care section. 

 
2. In the Individual Entry page, enter the Individual’s First Name and Last name and other 

necessary information 

 

3. Click on the Save button to save the Individual into the system 
 
 

Individuals within the Agency 
 

1. On clicking the  Save button; if the Individual’s details, the First Name, Last Name, Date of 
Birth and the ID Type match with Individuals already existing in the Provider Agency, the 
system will display a list of the existing Individuals 
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You may click on the Save Anyway button to enter the Individual into the system, or you may 
click on the Back button to change or modify the Individual’s details. 
 
2. On clicking the Save Anyway button, you will receive a success message. You may then 

click on the Open Individual Data Page link to view the Individual Data page, the Edit 
Individual Data link to edit the Individual Data page, or the Edit Program Enrollment link 
to enroll the Individual into Programs. 

 

 
 

Admit an Individual 

 
After you intake an Individual, you need to admit the Individual. On clicking the Open 
Individual Data page you will see that beside the name of the Individual, there exists 
Pending admission status.  
 

 
 
 In order to admit an Individual, please follow the mentioned steps: 
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1. Click on the ‘Admit’ button to admit the Individual into the system. 

 

 
 
 

 
 
2.  In the following Admit Individual page, you will need to enter the Admission Date and click 

on the Done button located at the bottom of the page. 
 

 
 
3. A success message will appear to confirm the admission of the Individual. If you want to go 

back to the Individual Data Form, click on back. 
 

  
 
4. If you go to the Individual Data Form, you will see that the status has been changed from 

Pending Admission to Admitted. 
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Enroll Individual into Program 

 
1. Open the Individual Data page. Now, click on the Edit Program Enrollment link in the 

Active Program and Site Information section.  
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2. You will be directed to the Program Enrollment page. Click on the Enroll link in the same 
row as the Program name to which you would like to enroll the Individual. 

 

 
  
 

3. The Enrollment Date window will then pop up where you will need to enter the date of 
admission in the Enrollment Date field. Next, click on the Enroll button. 
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4. This will enroll the Individual to the Program and the Program Enrollment page will display the 
Enrollment date that you just entered. 
 

 
 
5. Click on the Save button at the bottom of the page to save this enrollment information and 

after that you will be directed to the Individual Data page. 
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Filling up the Individual Data Form 
 
Once the Individual gets admitted, the User can edit the Individual’s name and other necessary 
information in the Individual Data if the User has the Individual Data Edit role.  
 
1. Click on the Edit Individual Data link at the bottom of the page if you want edit the 

Individual Data Form (IDF).  
 
 

 
 

2. The Individual Data Form (IDF) consists of many sections. Kindly note the fields marked with 
Red Asterisk (*) needs to be filled up, otherwise you will not be able to save the Individual 
Data Form. At first under the identification section, fill up Gender, Height, Weight Range, 
Hair Color, Eye Color, Characteristics, Address, and Birth Place etc. You can also add the 
photo of the individual if you want to.  
 
Please note postal code needs to be a 5 digit number and all phone numbers will need to 
be a 10 digit number. 
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3. Medical information section contains the emergency orders for the Individual's, adaptive 

equipments, blood group, Types and level of disabilities etc.  
 

 
 
4. In the Guidelines section, information like Guidelines, Eating Guidelines, Communications 

Modality, Toileting Status etc can be entered.  
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5. The insurance section is not relevant in context of Asia. So you can keep the section blank. 
 

 
6. In Behavior Management part under Behavior section, you can also note down the 

behavioural aspects of the Individual.  
 

 
 
 

 

 

 


