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1. On the Main Menu click on 
the Group/Child Information 
Button 
 
 
 
 
 
 

2. On the Group Finder 
screen click on the Search 
Active Groups button. 
 
(In Order to add a 
placement, you must have 
added a child and group 
information to your COMET 
database) 
 

 
 
 
 
 
 
 
3. Select a group a from the list 

of Groups highlight and 
double Click 
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1. On the Group 
Information >screen click 
on Placement Screen button 
on bottom of Group (Family) 
information Screen.  
 
(Note you are entering 
placement for Child noted by 
black arrow next to Go To 
button) 
 
 
 
 
 
2. The Child Placement 
History Screen opens. This 
opens up the history of 
placements for child entered 
into COMET.  To add new 
Placement click on New 
Placement Button 
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3. Select Placement from 
Dropdown list – Enter 
Placement Date, Placement 
Reason. Press OK  
 
Note: If you are attempting to 
enter a child into a facility not 
in COMET.  Click on New 
Facility button and add 
facility before entering child 
into placement.   
 
 
 
 
 
 
 
Once the placement has been 
added a history of Placement 
and the Facility information 
will also be displayed.  
 
Click Back Button to go back 
to Group (Family) 
Information Screen 


