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Creating & Linking Family Groups

The “Social Groups” tool enables you to create family, social and other groups that can
be linked, unlinked, added, or edited.

Note: Clients can be members of multiple groups.
1. Open the appropriate client record for the lead member (head of household).
2. Select "Social Groups” from the task menu.

3. Select “Add New Group”.
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You must first search for an existing group.

4. Search for an existing group by title, status, and type.
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5. 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.
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7. After saving your group information, the current client will be listed as an active
member. Open the member record for the current client fo set the Member Type

and status. \

roup Member Detail

8. Then click

di Save & Close b | Cancel & Close |

Save & Close.
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9. To add Members, search for Clients that
may already be in the system.

10. If the Client is found, click “Link”. \

11. If the Client is not found, click “New Client”.
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12. Once you have linked an existing Client or added a new Client fo the family
group, repeat the previous steps to set the Member type, status, and basic

demographics. Then click Save & Close.
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When you have finished, the Family
Group will be listed on the upper
half of the Social Groups screen.
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All linked Family Group Members
will be listed on the lower half of the

Social Groups screen.

Group
Members:

Note: If a Member leaves the
household, they can be unlinked in
this same area simply by selecting
“Unlink” for that Member.
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