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Entering a Client Note 
 

After logging in, you should start on the Foster Kids tab. That’s the stick person icon in the 

menu on the left. Here, you should see listed all the kids placed in your home. Click the 

post-it note icon under Daily Notes. 

 
Your kids name should appear here next to ‘Client:’. You don’t need to enter anything for 

‘Agency/Outside Provider’. Don’t enter a ‘Provider E-signature’ until the rest of the note 

has been completed and saved. Enter a start and end date by clicking the calendars and 

choosing your date. Enter a start and end time as well. By clicking the ellipses to the right 

of the time boxes, it will automatically enter the current time and date. Note: Date and 

Time formats are strictly enforced. Date formats that are accepted are DD-MON-YYYY, 

MM/DD/YYYY, MMDDYYYY, & MMDDYY. The only Time format accepted is HH:MMAM or 

PM. Spaces will not be accepted and the : will autofill if the HH has been entered 

correctly. 
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Fill out the Progress Scale and enter Treatment Goals. Interventions Used Today are 

checkboxes, check all that apply. 

 
 

Delivery of Service are also checkboxes, check all that apply. 

 
 

 

 

 



3 
 

Once your note has been completed, scroll back to the top and click Save. Once it’s been 

saved at least once, enter your password in the box labeled Provider E-Signature, and 

click Save again. 

 
You should then be taken to the second tab, Signatures. You’ll see listed under Signatures 

Collected, the date and time and your name as a saved signature. If you need to add 

another signature from another user, you can choose the ‘Other Welligent User?’ radio 

button, type in the other user’s username and password, then click E-Sign. You’ll then see 

both signatures listed under Signatures Collected. 
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If you need to add the signature of someone who doesn’t have a username and 

password, you and choose the ‘Mouse Signature’ radio button, choose a signature title or 

remove the signature title, enter the name of the person, and use your finger or stylus to 

physically sign the box on the right under ‘Signature’. Click ‘Save Signature’ and you 

should see the new signature details appear under ‘Signatures Collected’. 
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