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How to Enter Census Information in NextStep 
 

Objective: Enter daily resident census information in NextStep 

User Security Access Requirements: Must have specific form added to login’s as needed by System Administrator 

Beacon Role:  District Directors, Home Managers, Direct Support Professionals, Admin Staff 

Timeline: Daily entry  

Motive: To ensure accurate census information is reporting to Vena/Finance for consumer billing purposes. 

How To: Please see necessary steps below. 

 

Go to https://www3.nextstepms.com/beacon/ 

Enter your credentials then click “Sign In” 

 

 

 

 

 

 

 

https://www3.nextstepms.com/beacon/
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You are now at the NextStep Home Page 

 

Under “Progress Notes” click on “Census Billing” 

 

Select location name from the “Buildings” dropdown menu and enter appropriate “Date of 

Census” 
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NextStep will auto-populate a list of all clients in NextStep on the date selected. 

 

 IF ALL CLIENTS PRESENT AT THE TIME OF CENSUS TAKING: 

Click the dropdown menu next to “All Clients” and select “Present”. 

 

 

All clients will populate with the “Activity Status” of “Present”. 

 

Click “Seal Census”  
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IF CLIENTS ARE IN DIFFERENT LOCATIONS AT THE TIME OF CENSUS TAKING: 

Click the dropdown menu next to EACH CLIENT’S NAME and select the appropriate “Activity 

Status”. 

 

Click “Seal Census”  

 

 

 


