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	Video Transcript

	OFFICIAL



This video contains a short tutorial on how to perform the Early Closure function in the Enterprise Outcomes Tracking System. 

This function can only be performed by Team Leaders. 

On the dashboard screen, find the case that you wish to close. 

If the case is assigned to you, it will appear on the "My Cases" tab. If the case is assigned to another user within your agency, it will appear on the "My Agency Cases" tab. 

Once you've located the case you wish to close, click the "View" icon. This will take you to the "Manage Cases and Groups" screen. 

Once again, click the "View" icon for the case that you wish to close. 

Click the "Early Closure" icon, then select the reason for early closure from the dropdown menu. You may also add additional comments, if required. 

Once complete, click "Confirm Early Closure". 

You will then see under the "Status" column that this case is now marked as "Closed". 

When you return to your dashboard screen, the case you have just closed will no longer be listed, as it is no longer an active or open case. 

You will still be able to view the details of this early closure case within the system. For more information on this, please see the tutorial titled "Viewing Case History". 

Data from early closure cases is also available within reporting, accessed via Microsoft Power BI. Please see the reporting tutorials for more information. 

Thank you for watching.
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