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This video contains a short tutorial on how to add a Client and Case to a Case Group in the Enterprise Outcomes Tracking System.  

The group function makes it easier to manage Cases for one family by making them accessible in one place. In this video we will cover how to perform this function for both new and existing Clients.  

On the dashboard screen, locate a client from a group you want to add another Client or Case to, then click the "View" icon. 

This will take you to the "Manage Cases and Groups" screen for that Client and group. The "Case Group ID" number will appear at the top of the screen.  

If you would like to create a new Client and new Case to include in this group, please perform the following steps.  

On the "Manage Cases and Group" screen, search for the Client you wish to add to the group to ensure they do not already exist in the system, then click "Add New". 

For in depth instructions on how to create a new Client, see the tutorial titled "Create Client and Create New Case".  

Once complete, click "Next". This will take you to the "Case Details" screen.   

For in depth instructions on how to create a new Case, see the tutorial titled "Create Client and Create New Case". 

Once complete, click "Save and Create". 

You will then be returned to the "Manage Cases and Groups" screen and the Client you have just created will have their Case listed here.   

If you have another Client that you want to include in this Case Group, you can add them from this screen by repeating the steps you've just completed.  

If you would like to create a new Case for an existing Client to include in this group, please perform the following steps.  

On the "Manage Cases and Groups" screen, search for the Client you wish to add a new Case for to include in this group.   

On the "Client Search" results screen, click the "View" icon for the Client you wish to add a new Case for. This will take you to the "Client Details" screen.   

Click "Cases" on the top left-hand side of the screen, then select "New". This will take you to the "Case Details" screen.  

For instructions on how to create a new Case, see the tutorial titled "Create Client and Create New Case".  

Once complete, click "Save and Create".  

You will then be returned to the "Manage Cases and Groups" screen and the Case you have just created will be listed here. 

Thank you for watching.
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