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How to enter ”Guardianship Information”  

All Guardians should be listed in the Guarantor section of Carelogic. Follow these instructions to 
enter this information. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Guardianship information can be found in the member’s IHP Face Sheet ( 1st page) as shown above. 

 
Step 1: 
In the Client Search field, enter the client’s full or partial name you will be adding a “Guarantor” for 
and PRESS ENTER. 
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How to enter ”Guardianship Information” (Cont.) 

Step 2: 
Click the ECR button that corresponds to your member. 

 

 

 

 

Step 3: 
Hover over Member Tab in the tab bar, then Hover over Financial Information and click on the 
“Guarantors” link. 

   

 

Step 4: 
Select Add a Guarantor 
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How to enter ”Guardianship Information” (Cont.) 

Step 5: 
Complete the information within this module. You do not have to complete the financial information 

unless the guardian has responsibility for finances. These items include receive statements for this client, 
self-pay, social security number and date of birth.  

 

 

Step 7: 
Click Submit 
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