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	[bookmark: _GoBack]SUMMARY:   
Use Add Case Notes page to record narratives of your client meetings
	 

	START:  CREATE CASE NOTES RECORD: 
· CLICK NEW
· SELECT CONSENT, COMPONENT AND ACTIVITY
· CLICK SAVE
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	NEXT:  CREATE CASE NOTE ON CASE NOTES TAB: 
· SELECT STAFF, DATE, UNITS; TIME IS OPTIONAL
· ENTER SUBJECT AND NOTE TEXT
· CLICK SAVE
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	OPTIONAL:  LINK TO MILESTONE ON MILESTONES TAB: 
· OPEN MILESTONES TAB
· CHECK WHICH MILESTONES WILL BE LINKED TO CASE NOTE
· CLICK SAVE
Multiple Milestones may be linked 
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	OPTIONAL:  RECORD ADDITIONAL SERVICES ON SERVICES TAB: 
· OPEN SERVICES TAB
· CHECK EACH SERVICE RECEIVED
· SELECT MILESTONE TO LINK TO SERVICE IN DROPDOWN
· CLICK SAVE
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	OPTIONAL:  SEND COMMUNICATION TO CLIENT ON COMMUNICATIONS TAB: 
· OPEN COMMUNICATIONS TAB
· CLICK NEW
· SELECT TYPE OF MESSAGE AND ENTER MESSAGE TEXT
· CLICK SEND
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	OPTIONAL:  VIEW HISTORY ON CASE NOTES HISTORY TAB: 
· OPEN CASE NOTES HISTORY TAB
· SELECT PROGRAM IN DROPDOWN
Matching Case Notes will be displayed in grid
Information of selected Note will be displayed beneath grid.
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