Case Notes
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Click on “My Families” on the user menu. [image: image8.png]Enroliment




Or Click on “Enrollment” on the user menu.




Click on “Quick Search” to find the child.

· Click on the student id (it’s the blue link) [image: image2.png]



This is the Child Summary page.
Click on “Case Management Tools”
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· If this is a NEW note

1) Click on “Create Case Note”
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2) Fill out a title
3) Fill out the comment in the large box
4) Select a “Program Area” from the drop-down menu
5) Select an “Activity” from the drop-down menu
6) Select a “Reason/Action” from the drop-down menu (will either be blank or “all”)

7) If sending a notification to a staff member, click on the ellipsis symbol [image: image5.png]


 (It’s three dots)

· Select staff member

· Click on Submit

8) Select which children will receive this note. (Useful for not having to repeat the same note for a whole class in case of head lice)
9) Click on Submit
· If this is a Reccuring note (For weekly data notes, etc)
1) Click on the Related note title, if one is present. [image: image6.png]\Weekly Data Notes




· If one is not, create one using steps 1-10 above for a new note.

2) Click on “Add Case Note” [image: image7.png]



3) Complete steps 3-9 above.
