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Creating a Group Case Record
Group Cases involving multiple Clients can used to represent a family or household.

A parent or head of household is generally the lead member for the Application and a
Case Record is initiated on behalf of all family or household members.

For example, a Case Record is created for the parent and then children are added.

After creating an Application/Case Record for the parent or head of household, click
the Group Case button on the Case Record Master Screen.

Case Record Master Screen

b4 Close
HMIs Program [Case Record Type]: Group Case ‘@ View, Add or Remove Clients
4 0501 HU D Homeless - 2005 (09-01-08) from Group Case
ﬂ[ Provider Instituition: ﬁ(ﬁ Active Client  View & Select Group Case Members
Bitfocus Demo Account G Johnson . James D

You must first search for an existing group.

Search for an existing group by title, status, and type.

Return to Previous

[1] Search for Exigtig Group [Search Must b¢ Made Before Creathig New Group]
Textin Title of up: Status: Type of Group:

@ |.aura Jones Family @ Active & @ ramily [+

Link Group e
to Client ﬂ L
earcl Clear

Search

[2] Link Client to Listed Group [if Appropriate Group Not Available, Create New Group]: 0 Records

;*\ |No Groups Found
<

Create

If an existing group is not found, select “Create New Group”.
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Review or enter group information (name, status & type). Then click Save.

Save ﬁ Save & Close )'2 Cancel & Close

[1] Review or Enter Group Information ;
Group Name: |Laura Jones Family @ @O G active ‘ﬁ 1@ % m ‘Q}
.C up

; | A"“'e‘ O Inactive 5 2 =
Grou Alerts for . .Gr Type: roup  Group Group  Add or View
Mast?ar Members €34 Member: e DL ___ Record Detsils Placs- Service Other Group
of Group | Laura Jones - Famil d| [Master ment History  Affiliations
Screen U Y u Soreen] for Client
[2] Review Members Linked to Selected Group To add Members, search for Clients and click "Link"
Listed Member Records can be edited by clicking the from list [if Client Not Found, Create "New Client"]
"Open" Icon or removed by clicking the Un-Link Icon: Last Name: First Name:
View:
X o Mothers Maidenname: Search Type:
Active Members for Date .| for |09/09/2009 EI g E ye
Clients Linked to Group: 1 Records Found .
) v ‘ : Gender: SSN:
|Members Linkedto |Member | . P ‘w
oDen"Grou : [Type: ‘Unllnk All V] s
= D Date of Birth: ; New
> Laura Jones (e [ Start ‘“ Clear Client
L Search | Search and
Member
Clients Matching Search: 0 Records
[Ne clients Found |

After saving your group information, the current client will be listed as an active
member. Open the member record for the current client to set the Member Type

and Status. \

roup Member Detail

Then click di Save & Close b | Cancel & Close |

SGVG & Close . o ' Dates of Active Membership: Status: il
. Type of Member: [Response Rﬂunred] Start Date: |09/09/2009 E ‘Yes |
I Mother [Head of Household [ @ End Date: = ONo g
To add Members, search for Clients and click "Link™
from list [if Client Not Found, Create "New Client"]
. Last Name: First Name:
To add Members, search for Clients that may jones bo|
. Mothers Maidenname: Search Type:
already be in the system. >
Gender: SSN:
1 1 H TH ” All [v]
If the Client is found, click “Link”. Date of Birth: -
Clients Matching Search: 1 Records
Linl |Open [Client Name
Jones, Bob 01/01/1960

If the Client is not found, click “New Client”.
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roup Member Detail

Once you have linked an 1@ Save & Close | % [ Cancel & Close
R . Dates of Active Membership: Status:
existing Client or added a new ) @ iemernesonse et oo asuvaons 5] Ovec®
. . v Son [of Head] & End Date: B Ono
CllenT To The me”y grOUp, LastName: First Name: Middle Name: Gender:
repeat the previous steps to set Jones Tommy vale [
Moth Maiden Name: Birthdate: SS Number:
the Member Type, status, and 530 | [11] [1111] Dcitizen
basic demographics. (el [Tl [ 3
Eye Color: Place of Birth: Native language:
. Unknown/Don't Ki [ Unknown/Dont Know >
Then click Save & Close. nSehoot: Oves  Work Status
OnNo Unknown/Don't Know [v]
When you have finished, the Family % [ Select, Link or Add Group: 1Records Fou
Group will be listed on the upper Se,ec‘,g_lrw%um&
. |Client | 2 g
half of the Social Groups screen. > ?r(():lIlDS‘LInKBd @ (5 LauradonesFamily Family  LauraJones Active
0 Clien
All linked Family Group Members T
. . eview Active Nembers o
will be listed on the lower half of the Seloctod Croup and Croate: bisbrreiond
Social Groups screen. Add or Edit Members: Last Nam
View:
\ Active Members for Dz [ for |09/09/2009 [77] | Mothers M
Group Clients Linked to Group: 3 Records Found
Members: |Members ‘ Gender:
Open:Linkedto ~ |Member Type: |Unlink Al
|Group: )
Date of Bir
. Sibling [Brotheror
o BobJones  gister of Heads] @'Q
- Mother [Head of o
o Laura Jones | jousehold] o® Clients Mz
. s Tommy Jones |Son [of Head] @':‘9 No Clients
Clients Linked to Group: 4 Records Found
Members Linked to
Group:
To link Members to the Case " Billy Jones
13 * ”
Record, select “Assign”. Bob dones
Laura Jones
(i0) #| | Assign | ~ Tommy Jones
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