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Adding a Case Note

To add a basic case note, access the child’s Basic Demographics page and click on Case Notes from
the left-hand side.

. Child: Patrick Tropico 13 years 12-Feb-2008 (Ref: 2006003)

&l clA R

Any existing case notes will
- appear in this section. This

Personal Case Summary  No case summary has been recorded R

Additional » Update Case Summary example does not contain

Identity any case notes.

Portal ® Case Notes

Photos
Risks

4 Personal ® Case Summary

Free Text Filter | [Go | Reset | If there were many case
Individual's Factors notes, you can search for
Relationships — specific ones by typing key
Involvements » Add Case Note words into the Free Text
CiN ¥ Bulk Finalise All Case MNotes Filter bOX.

cp
CLA
Adoption Click Add Case Note.
Costs

History

Time Line

Chronology

Shared History

Forms

Documents

i

Complete as much detail as you can. Anything in red is mandatory.

Click in the drop-down menu next to Type of Contact to select the appropriate type.

e | —
Time
Type of Contact [ 1] I
| GRAFT Case MNote -

Follow-Lp Date
| GRAFT Supenvision

Incoming EHCP Postal Message

IRO — CLA Review preparation

IRO — CP conference preparation _
IRO - Quality Check s
IRO Case Note

TRO Case Supervision

[RO Child Pre-CLA Consultation Visit

IRO Child Pre-CLA Consultation Visit - Other Madium

IRO Child Pre-CLA Consultation Visit Refused -

RTINS AT T RS T T T TR TR T e

Contact Regarding
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In the Contact Regarding section, the checkboxes allow you to click on them once which will enter a
tick and add the word ‘Yes’. If you click on the same checkbox twice, it will place a cross in the box and
the word 'No’ will appear next to the checkbox.

From Context OF Tropico, Patrick (13 years)
Contact Date 09-Feb-2021 G
Time 10:00

Type of Contact IRO Case Note hd

Follow-Up Date E

| significant Event
| Add to Chronology
Contact Regarding Relation  Name Age At Contact  Interviewed?  Seen? Alone?  Bedroom?  Regarding Assessment

Children / Young People involved in this Case Note

» Self Patrick Tropico 13 years I ¥ Yes WYes [HENo [ None I

Adults also present / interviewed

You can add another person to the case note by clicking on the square box to the left of their name or
by clicking on the green plus symbol to the right of their name.

[T Add to Chronology

Contact Regarding Relation Name Age At Contact Interviewed? Seen? Alone? Bedroom? Regarding Assessment
Children / Young People involved in this Case Note
= Self Patrick Tropico 13 years Yes PlYes [ENo [ None
Brother  Thunder Tropico 13 years O () (m] O None
Adults also present / interviewed
& Mother Lois Tropico 28 years O O

ther relations you can add to this case note

D Carer Dean Barron 58 years

Carer Marie Barron 59 years )

Reason for Contact test of the test of the test

If you hover over the green triangle symbol, a pop-up will appear to inform you that the case note is
viewed from the context of the person that has the green triangle symbol to the left of their name.

Relation  Name Ane At Contact
Children / Young Pecple involved in this Case Ng
= Seff Patrick Tropico 13 years
S Case Mote viewed from the Context of this person
Adults also present ! interviewed

= Mother Lois Tropico 28 years

Carer Marie Barron 59 years
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You can change the context by clicking in the square boxes to the left of someone else’s name.

Children / Young People involved in th

»  Self Patrick Trapico 13 years

Brother  Thunder Tropico 13 years

—mp - - o -
Children / Young People involved in th

Brother  Patrick Tropico 13 years

F Self Thunder Tropico 13 years

After all information has been input, it is time to save the case note.

The options for saving the case note are on the top left-hand side of your screen.

)

| Finalise | Create | Create .':|‘I'I-|:| Close | Close |

This will save and
end the case note.
You will not be able
to edit it after
finalising.

This will save
your case note
and close this
screen.

This will save your case note and

This will close your

keep it open and remaining on your case note without

screen.

saving.

For this demonstration, we will click on Finalise.

You should now be back in the child’s demographics case notes section. From here, we can see that
the case note has been finalised. It would not be ticked as finalised if we had chosen Create or Create

and Close.

® Case Notes

Free Text Filter

» Case Note Report
» Add Case Note

Finalised? | Significant Event
[#] Yes [0 Mo

» Add Case Note
» Bulk Finalise All Case Notes

Contact Date
09-Feb-2021 10:00 [»] Yes IRO Case Note Patrick

|| Go | Reset |

Seen Type of Contact  Contag

Marie H
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If we click on the created case note, you will be presented with the following screen. If you wish to
add an attachment, you would click on the Attachments link.

Restricted Access From Context Of

A Contact Date

I Attachments (0) I e

Contact Type

Add to Chronology
Contact Regarding

Test Ehm

26-Jul-2021

10:00

Yulnerable Young Person Group
No

Relation Name Age At Contact  Inter|
People involved in this General Note

»  Self Test Ehm & vyears 8 years Yes

Adults also present / interviewed

In the next screen, click on the link to Add Attachment. You can then locate the document you wish

to attach to the case note.

Audit

General Note
Restricted Access

® Attachments (0)

There are no doouments.

I ¥ Add Attachment I
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