Case Notes
All staff needs to email the GE administrator for any changes to Case Notes.

Can you fix my case note? 
Probably! 

Typos:
If it is just a typo, staff can add another note detailing that there was an error in the previous note. 

Wrong DropDowns:
For example, a health note may get put under case management in the case note drop-downs.
Email the GE administrator. If the note is piggybacked with other notes in a series, fixing it may take a day or two.

Wrong Child/Wrong Title:
Email the GE administrator with the child’s name, case note title, and date/number.
If the note is piggybacked with other notes in a series, fixing it may take a day or two.

Duplicate Note:
Email the GE administrator with the child’s name, case note title, and date/number.
If the note is piggybacked with other notes in a series, fixing it may take a day or two.



There isn’t a drop-down for my situation!
If none of the drop-down boxes apply, email the GE administrator.

