Completing a CLS Note (Non EVV) in OnTarget
Desktop

Learn how to efficiently navigate the OnTarget portal to document clinical sessions.
This guide walks you through setting appointment times, filling out mandatory fields,
and saving your progress for streamlined record keeping.

1 Navigate to https://ontargetclinical.com/login.jsp#

‘b ‘ONtarget

Welcome back!

Enter your credentials to access your account.

Username care.giver

Password = ssesssssscses &

Forgot Password?
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2  Click "Login"

ONtarget

Welcome back!

Enter your credentials to access your account.

Username care.giver
Password B
Forgot Password? Login )

3 Click "Scheduling"

‘ONtarget ProCare Unlimited | Session Time Remaining: 60m |  Notclockedin Clockin | care.giver

@ configure Dashboard

@ Loc

Dashboard Paychecks © © © [ My Timeclock Records

View St.. Check Number | CheckDatew  Pay Period Start | Pay Period End Date » Scheduled Start | Scheduled End  Actual Start
03/27/2026 02:17 P
) 03192026 03:40 PM
Scheduling
0311912026 0719 AM
031912026 01:00 AM
E 03/18/2026 10:56 PM
03/18/2026 T1:33 AM
0318/2026 T8 A
Employees
0318/2026 08:00 AM
03/16/2026 09:00 AM
0313/2026 09:38 AM

rsgnecinspproedites oo

[ signed Notes Only

Cli.. | Service Date of Ser... | Caregiver Name Units Group Note Signed Client Name . Client Supervisor Last Service Date
- ® . T

] 5:;‘“' PCS non EVV-T1018 02/19/2026 Giver, Care 0 Gl ciient, Test Wiags; | stean LElfETI2050

P Eidl cLs, Test Wiggs, Lauren 03/30/2026
] Te';”' PCS EVV-TI019 03/18/2026 Giver, Care 0
B ™ pesewvion 03182026 Giver, Care 1
s Client, i
B T PesewvTion 03M6/2026  Giver, Care o
] ?;':l‘“' PCS EVV-TI019 03/13/2026 Giver, Care o
G 5™ pesnon evvTiong 032026 Giver, Care 2 -

9totalrecords | [ Export
oy o 000
® Add A Task O show Al
Tuoe Deserintion Created Date  Created Bv Assioned To Closed
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4  Click "Show all"

‘ONtarget ProCare Unlimited | Session Time Remaining: 60m |  Notclocked in Kin | care.giver

Calendar @ Grid

— @ Loc
. Dashboard « 4 » umpto: Go | School District v Day WorkWeek Week |M. | _
@ Cleds Fiters  Q Search
8= Clients | showban |
[J She Note Created
@ Scheduling [ Show Note Not Created
Caregiver =
E Notes
Open Shifts
. Employees
Cost Center
Client
Service
-
Statuses
‘Continulty of Care
5  Click on the shift you want to complete.
— ) e T S et A e Sttt e Sy
I [ Show Note Created Test Client PCS EVV-T1019 | Test Client PCS EVV-T1019
@ Scheduling [ Show Note Not Created 183t et EGS EVETION
-
E Notes
. Employses Test Client PCS non EVV-T1...| Test Client PCSEVV-T1019 [ Test Client PCS EVV-T1019 [ Test Client PCS non EVV-T1... | Test Client PCS EVV-T1019
Test Glont PCS EVV-TI0 Test Gt PGS EVV-TTOTS
Test Clent ECLS non EVV
Test Client PCS EVV-T1019 ][ Test Client PCS EVV-T1019
Test Client Resp EVV - $5150
Test Cliant PCS non EVV-T1...
+imore...
Test Gt PCS EVV-TI0D
Test Client PCS EVV-T1019 Test Client PCS EVV-T1019
- Test Client PCS EVV-T1018__ | Test Client PCS EVV-T1019
rE— Test Client PCS EVV-T1018__| Test Client PCS non EVV-T1...
Test Client PCS EVV-T1019 ][ Test Client PCS EVV-T1019
Continuity of Cal
Test CLS CLS EVV DD OP Test Client ECLS EVV - H20...

[51] Schedule

Caregiver: Giver, Care

Service : LS nonEVY DD OP | H2015 | 12/30/2026
When : 03/29/2026 - 00115
Click this record to odd/edit its note.

@ Menu Settings

S Refresh @
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6 Enter your Start Time (Ensure AM and PM are noted)

Scheduling

(m J ]

New Note

Note

E Note Information

This Service

7 Enter in the End Time of your Shift (Make sure to note AM or PM)

Scheduling
g Notes
B =

ool

New Note

Note

Bl Note Information

Duration: | 00:15 1
= 0 “

Resat Create Note i ke
= 8 his Service

Made with Scribe - https://scribehow.com

Schedule: | CLS nonEVV DD OF 0015 v
2= [Ga
DD OF | H2075 | 12/30/2¢ Supervisor:* | Wiggs, Laure
S Service Unit Utilization
e Total ~ | units v
Duration: | 00:15 1
Remaining
W Billed
M InProcess
3 Reset [= create Note

Sehedule: | CLS nenEVY DD OP 00715 v
or:" | Giver, Care
S * i
Su Wiggs, Lax
Billed
Stant Time: | 8:00am| Service Unit Utilization
End Time: | e g.: 08:00 A Tolal ~ || units Y

Remaining

M Biled

M In Process




8 Click "Create Note"

New N

Note »
Note Information

Schedule: | CLS nonEvy DD O 0015 =

Record Number | 2343

Insurance ID #

Date of Birth | 02/07/2026 Billed

Te cLs
Start Time: | 08:00 AM Service Unit Utilization
End Time: |B:15am Total ~ [ units -
Duration: 12:03 1
| Remaining
W Biled
M In Process
iy 0

Reset Create Note
= 8 This Service

9 Scroll down to the goals, complete the Intervention and the Assessment for each
goal by entering an "x" under the appropriate intervention type and then the

appropriate assessment as well. See Below:

> Sehedule: | CLS nonEVV DD OF 0015
Scheduling

E Notes
. Employees

Start Time: | 08:00 AM

End Time: | 08715 AM

Duration: | 0015

[0 overrige Automatic Assessment Values

Intervention Assessment
Outcomes Comment
IND VP G M PP HOH R N/A  SAM | IMP  DEC  N/A

GOAL ID: 0101 CLS staff will help teach Test money

management skills, such as making lransactions with a delit

card and oblaining proper change when making cash e
transactions. £ owed keys: X

GOAL ID: 0102 CLS staff will assist Test wilh her laundry

tasks. Staff will prompl Test Lo bring down difty laundry Lo the

laundry room, move laundry from washer to dryer, sort and

pul the laundry away.

GOAL ID: 0103 CLS staff will assist Test on meal preparation
and kitchen skills. Staff assist Test wilh remembering and
using the stove safely. Staff will guide Test to follow all steps
when cooking, read labels, slore food properly, practice

4

Member/Guardian Signature™ D s ure | Choose signature

S $ sign Note
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B save

1 1 &

—

Service Ur

Total
1

This §



10

(e

Service Date:"

Service:*

Client Record Number

Click here.

CLS, Test Schadule: | CLS nonEVY DD OP 00°15

DD OP | H2015 | 12

Insurance ID #
Date of Birth
Start Time:
End Time: | 0815 AM
Duration: |00:15

[ Gverrige Automaiic Assassmant Vaiues

Intervention Assessment
Outcomes Comment
IND WP G M PP HOH R N/A SAMST IMP BEC | N/A
GOAL ID: 01 01CLS staff will nelp laach Test manay
management skills, such as making ransactions with a debit
tard and oblaining proper change when making cash i .
transactions. Titwageys: X
GOAL ID: 01 02 CLS staff will assist Test with her laundry —
tasks. Staff will prompt Test to bring down dirty laundry 1o the
laundry reom, move laundry from washer ta dryer, sort and
pul the laundry away.
GOAL ID: 01 03 CLS staff will assist Test on meal preparation
and kitehen skills. Staff assist Tes! with remembering ana
using the stove safely. Staff will guide Test to follow al steps
wihen cooking, read labels, store food properly, practice
4
Member/Guardian Signature® Draw signature | Choose signature
4
> Reset
[
: Ciient." Schedule: | CLS nonEVV DD OP 0015
Scheduling
Service Date:™ | 03/29/2026 Caregiver:" | Giver, Care
Service:* oP | Hzo /30/202 Supervisor:" | Wigas, en
B Notes Servi DD O | H2015 | 12/30/2026 Supervi s, Lau
Client Record Number | 2343
B o
Date of Birth
Start Time: | 08:00 AM
End Time: | 0815 AM
Duration: | 00:15
[ override Automatic Assessment Values
Intervention Assessment
Outcomes
o WP G M PP HOH R N/A SAM | IMP  DEC  N/A

Made with Scribe -

GOAL ID: 0101 CLS staff will help leach Tesl money
management skills, such as making lransactiens with a debit
card and oblaining proper change when making cash
transactions.

GOAL ID: 0102 CLS staff will assist Test with her laundry
tasks. Staff will prompl Test to bring down dirty laundry 1o the
Taundry ronm, move laundry from washer to dryer, sort and
pul the faundry away.

GOAL ID: D103 CLS staff wil assist Test on meal preparation
and kilchen skills. Staff assist Test wilh remembering and
using the stove safely. Staff will guide Test to follow 2l steps
when cooking, read labels, store food properly, practice

4

1 Allows keys: X

B save

Comment

Service Unit

Tatal v | Units v
1
B Remaining
W Gilled

This Service

Choose signature

Membaer/Guardian Signature® D

> Reset

https://scribehow.com

W InProcess

»

B save

1 1 [

Service Ur

Total
1



12 Click here.

(e

Service Date:"

Service:" DD OP | H2015 | 12,
Client Record Number
Insurance 1D #

Date of Birth

Start Time:

End Time: | 0815 AM

Duration: |00:15

Schadule: | CLS nonEVY DD OP 00°15

[ Gverrige Automaiic Assassmant Vaiues

Intervention Assessment
Outcomes Comment
IND WP G M PP HOH SAM  IMP | DEC | N/A
GOAL ID: 01 01 CLS staff will nelp teach Test money r r
management skills, Such as making transactions with a debit | .
card and obtaining proper change when making cash
transactions.
GOAL ID: 01 02 CLS staff will assist Test with her laundry
tasks. Staff will prompt Tes to bring down dirty laundry 1o the A
faundry reom, move laundry from washer ta dryer, sort and
pul the laundry away. 2
5 | silowed key:
GOAL ID: 01 03 CLS staff will assist Test on meal preparation
and kitehen skills. Staff assist Tes! with remembering ana
using the stove safely. Staff will guide Test to follow al steps
when cooking, read Iabels, stare food properly, practice
4
Member/Guardian Signature® Draw signature | Choose signature
4
> Reset
[
: Ciient." Schedule: | CLS nonEVV DD OP 0015
Scheduling
Service Date:™ | 03/29/2026 Caregiver:" | Giver, Care
Service:* oP | Hzo /30/202 Supervisor:" | Wigas, en
B Notes Servi DD O | H2015 | 12/30/2026 Supervi: s, Lau
Client Record Number | 2343
.
Date of Birth
Start Time: | 08:00 AM
End Time: | 0815 AM
Duration: | 00:15
[ override Automatic Assessment Values
Intervention Assessment
Outcomes
o WP PP HOH R M/A  SAM | IMP  DEC | N/A
management skills, such as making lransactions with a devit
«card and oblaining proper change when making cash o
transactions.
GOAL ID: 0102 CLS staff will assist Test with her laundry r
tasks. Staff will prompt Test to bring dawn dirty laundry 1o the -
«

laundry room, move laundry from washer o dryer, sort and
pul the laundry away.

GOAL ID: 0103 CLS staff will assist Test on meal preparation
and kitchen skills. Staff assist Test wilh remembering and
using the stove safely. Staff will guide Test 1o follow all steps
when cooking, read labels, store food properly, practice
Kitehen safely and make heaithy choices.

4

Choose signature

Membaer/Guardian Signature® D

> Reset

Made with Scribe - https://scribehow.com

B save

Comment

Service Unit

Tatal v | Units v
1
B Remaining
W Gilled

This Service

W InProcess

Service Ur
Total
1
0
This §
a
-
13

B save



14 Click here.

(e

*

Ciient* | CLS, Test

Service Date:"

" D OP | H2015 | 12/30/

Service:

Client Record Number

Insurance ID #

Date of Birth

Start Time:

End Time: | 0815 AM

Duration: |00:15

[ Gverrige Automaiic Assassmant Vaiues

Intervention
Outcomes
IND | WP G M PP
management skills, such as making transactions with a debit
card and oblaining proper change when making cash
transactions.

GOAL ID: 1 02 CLS staff will assist Test with her laundry
Lasks. Staff will prompt Test 1o bring down dirty laundry o the
laundry room, move laundry from washer to dryer, sort and
pul 1he lundry away.

GOAL ID: 01 03 CLS staf wil assist Test on maal preparation

and Kilchen skills. Staff assist Test with remembering and

using the stove safely. Staff will guide Test 1o follow all steps o
when cooking, read labels, store food properly, practice F
kilchen safely and make heaithy choices.

CLS nonEVV DD OP 00715 -

Allowg keys: X

Service Unit

Tatal v | Units v
1
B Remaining
W Gilled

W InProcess

Comment

4

Member/Guardian Signature®  Dra

Choose signature

B save

5 The client/Guardian will need to sign here. They can either Draw the Signature or
simply type in their name by choosing "choose signature”

Date of Birth

Scheduling

Start Time: | 08:00 AM
B rsos

End Time: | 08715 AM

[ [—

[ override Automatic Assessment Values

Outcomes
IND
management skills, such as making Iransactions with a debit
card and oblaining proper change when making cash
transactions.

GOAL ID: 0102 CLS staff will assist Test with her laundry
tasks. Staff will prompl Tes! ta bring down dirly laundry (o the
1aundry room, move laundry from washer o dryar, sort and
pul the laundry away.

GOAL ID: 0103 CLS staff wil assist Test on meal preparation
and kitchen skills. Staff assist Test with remembering and
using tha stove safely. Staff will guide Test 1o follow 21 steps
when cocking, read labels, store food properly, practice
Kitchan safety and make heallhy chaices.

1 1 [

q

Member/Guardian Signature™ Dra Choose signature

> Reset

Made with Scribe - https://scribehow.com

Service Ur
Total
1
Assessment
Comment
SAM | IMP DEC  N/A
x -~ N
r
x 0
This §
A
-
3

B save



16  They will type in their name below

Date of Birth
Scheduling

Start Time: | 08:00 AM
Notes

1 1 .

End Time: | 08715 AM
.-
Service Ur
Total
1
[0 override Automatic Assessment Values
Intervention Assessment
Outcomes Comment
IND WP G M PP HOH R N/A  SAM | IMP  DEC | N/A
management skills, such as making transactions with a debit Y
card and oblaining proper change when making cash H o y
transactions.
r -’
GOAL ID: 0102 CLS staff will assist Test with her laundry
tasks. Staff will prompt Test to bring dewn dirty laundry 1o the o
% %
laundry ronm, move laundry from washer Lo dryer, sorl and 3
purt tha launelry away. This §
v v
GOAL ID: 0103 CLS staff will assist Test on meal preparation
and kitchen skills. Staff assist Test with remembering and
using the stave safely. Staff will guide Test 1o follow all steps x x
when cooking, read labels, slore food properly, practica
Kilchen safety and make heallhy chaices. -
4 >
Member/Guardian Signature™ Draw signature | Choo:
-
S
TUpe narhd here...
-
' Resat B save
17  Click "Save"
] Insurance ID # | 1234564
Date of Bi 0112026
Start Time: | 08:00 AM
End Time: A
Duration: |00:15
Service Unit
Total v | units v
1
[ override Automatic Assessment Values
Intervention Assessment —
Outcomes Comment B Remaining
IND VP G M PP HOH R M/A SAM  IMP  DEC | N/A
management SKills, such ¢ making transactions with 2 detit | % B W Billed
card and obtaining proper change when making cash I
transactions. M InProcess
GOAL ID: 01 D2 CLS staff will assist Test with her laundry r r
tasks. Staff will promot Test 1o bring down dirty laundry 1o the . - o
faundry reom, move laundry from washer to dryer, sert and ST
pul the laundry away. This Service
v v

GOAL ID: 01 03 CLS slaff will assist Test on meal preparation

and kilchen skills. Staff assist Test with remembering and

using the stove safely. Staff will guide Test to follow all steps * %
when cooking, read labels, store food properly, practice

kilchen safely and make healthy choices.

4

4

Member/Guardian Signature® Draw signature | C

%)

Member Signatiue Hlesnblen SW

Member Signatur  Aermber Sigruatur

Meraber Signatu

(%]
z

set B save

Made with Scribe - https://scribehow.com



18  Click "yes" to sign your note.

Note A
@ Ssuccess: Note Successfully

Scheduling

+
Appra)

|
Bille:

Service Unit Utiliz:

Comment
IND

ty f will guide
1, read labels, slore i

&

19 Type in your password to get into OnTarget (this is your signature), click "ok".

[ | Insurance 1D #

Dale of Birth

Start Time: | DB:00 AM

End Time: | 0815 AM

Duration: |00:15

Service Unit Uti

Digital Signature required (<]
Tatal ~ | Units *

| ATTEST that | am the staff member specified in 1

[ override Aulomatic Assessment Values this document and that it is my intent to place my
electronically binding signature onto this Bsaaat
Outcomes document. - Comment [ Remazining
IND WP DEC | N/A
I Billed
GOAL ID: 01 01CLS staff will help Leach Test maney = |
management skills, such as making ransactions with a debit —— M In Process
card and obtaining praper change when making cash 2 a
transactions. . = e
GOAL ID: 01 02 CLS staff will assist Test with her laundry 0

tasks. Staff will prompt Test to bring down dirty laundry 1o the THS Serdice
laundry reom, move laundry from washer to dryer, sorl and g
pul the laundry away.

GOAL ID: 01 03 CLS staff will assist Test on meal prepar.
and kilchen skills. Staff assist Tes wilh remembering and

using the stove safely. Staff will guide Test 1o follow all staps x %
wihen cooking, read Iabels. store food properly. praclice b
4 >
Member/Guardian Signature™ Draw signature | Choose signatu
4
Mermber S anttu’
'S Reset J~ sign Note Save

Made with Scribe - https://scribehow.com



