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This guide describes how to add a new episode to an existing client, from dashboard – which will create the episode in a new case group.

However if you want this client’s new episode to be part of an existing case group you should go to the Manage Episodes and Groups screen of a client in that existing case group, and create the episode from there. (See the user guide titled Adding a client to a case group)

Step 1. Screenshot shows the My Dashboard screen. Start from here by searching for the client: Enter the name of the client in the search bar, then press Enter or click the search icon

[image: ]
Figure 1: screenshot of My dashboard screen. 

Step 2. Screenshot shows the Client Search results screen. Double click on the row of the client you wish to add a new episode for. You will be taken to this client’s Client and Episode details screen. 
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Figure 2: screenshot of Client Search results screen
Step 3. Screenshot shows the Select the Client and Episodes details tab. Select New. Complete the relevant episode details then click on Save and Create. Note that fields with an asterisk are mandatory. You will now be in the Manage Episodes and Groups screen for this new episode.
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Figure 3: screenshot of Episode tab in Client and Episode details screen


Step 4. Screenshot shows the Manage Episodes and Groups screen and the client you have just created will have their new episode listed there.
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[bookmark: _GoBack]Figure 4: screenshot of Manage Episodes and Groups screen 
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First Name Last Name Gender Age Agency Case Service Type Program Type Episode Id Phase Progre... Phase
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Jennifer Wilson Female 33 Family Services Integrated Family Ser... EPS-1 Baseline  0/4 0 days
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