Group Reporting

Open Group Reporting by clicking Group Reportimklon Portal.

}Gruup Header Information
Help {F1)

O[]

Group Information

crouptd: [T Group Name: |
Primary Therapist | Name: |
Co-Therapist 1: l— Name: |
Begining Date: | | Service Code: [ 7] CostCenter:] =]
Meeting Day: [ -] Meeting Time (hhemm): | AM/PM: | | Duration (Minutes):| |
Meeting Place: | = RoomNo: |

Group Summary

Back to Add a New Delete a gl.;ﬂr.l]gnid Add/Delete | Report Write Group
Clinical Group Group AltSndﬂnce Members Attendance | Summaries

|nstance: wmh-weber Database: WHSIS DB User dbo MT User fquan

Opening an Existing Group

If you know the group id number, enter that numhgy the Group ID box. If you need

to search the list for the desired group, enteamaicolon (;) in the Group ID box and a
list box appears.

&, Group Search [_[O] =]
Help (F1)

This search is ordered by the group Id Number.
You may refine the search by typing in a part of
the group name you are searching for.

1. Testing group -
10. special group
100. Training

101. Art Therapy Group

102. Wencor TE

103. Butterfly Group

104. my wencor group

105. Girls Self esteem group

106. child centered play therapy group

11. Melody's group

111. aadft

112. adfadiadfadf

116. the great Clubhouse get better group

117. Catherine Social Learning

118. who knows group LI

Cancel

Either use the text box at the top of the formnteethe name of the group or use the
scroll bar on the right side of the box to navigapeand down the list. Remember the
group id number and click OK when done to returtheomain screen. Enter the group
id number in the Group ID box to finish populatiing form.
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Creating a New Group

' Group Header Information [_ O] <]
Help (F1)

Group Information

(b Group Id: lm_ Group Name: I
Primary Therapist: Name: I
Co-Therapist 1: Name: I
Begining Date: ZI Service Code: lﬁ Cost Cenler:l e
Meeting Day: I_LI Meeting Time (hh:mm): l— AM{PM: l_Ll Duration {(Minutes): l—
Meeting Place: lﬁ Room No: l—

Group Summany

Back to Add a New Delete a g’:::;?lid Add/{Delete | Report Write Group
Clinical Group Group A Members | Attendance |S i

Instance: wmhweber Databage: WHSIS DE User dbo NT User fquan

To create a new group, click the Add a New Groufpdnuat the bottom of the form. The
software will automatically assign an id numberttoe group so there is no need to enter

anything in the Group ID box. Fill out the remaigiinformation, e.g., Group Name,
Therapist, etc. When a description of the grougnigred in the Group Summary box,

this will appear on each clients group note.

Recording Group Information

Click the Add/Delete Members button on the maimfdo create the initial list of clients

or to edit an existing list of clients.

. Select Group Members [_ O] =]

Help (F1}

Search For Clients
' All Active Clients (= |

Search: |

HALL , JAH =]
Hot ,A Client

OHE , CLIENT

SHARPLES MEL v

If your client does not appear on the list: check C5P for authorized services ADD To Group
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The top of the form can be filtered based upomeéilve clients or a provider's client list.
There's also a search function where the clientenean be entered. Find the client for
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the group and click the Add to Group button or painthe client name and double-click
the mouse.

&, Select Group Members [_[O]
Help (F1)

- Search For Clients
" All Active Clients  * User's Clients Search: |

{SHARPLES ,MEL

If your client does not appear on the list: check CSP for authorized services ADD To Group

e
Thivis xmﬁn&;&ﬁﬁ
WIHALL ,JAN {Cost Center:1)
W Hot ,A Client (Cost Center:1})

OHE ,CLIEHT ({Cost Center:1)

SHARPLES MEL {Cost Center:1)

s

o
i Change |0
e e ., i e Bemove From Group
L

B
ot i
e
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If a client needs to be temporarily removed frogr@up, remove the checkmark next to
the client name. If the client needs to be permtyneemoved from the group, select the
client name and click the Remove From Group buttGhck the OK button when done
and return to the main form.

On the main form, click the Report Attendance buttmreport who attended the group
and how long they were present for the group. Wthenbutton is clicked, the next form
that appears is the Select Group Members screerafs®/e picture). The group can be
edited or simply click OK to proceed to the nexniip Group Attendance Report.

. Report Attendance [_[O] =]
HEDIL Group Attendance Report
Group Id: 100 |Name:Training
Primary Worker: 606 Account,System . ‘ Program No: 1 Service Code: GT
r Emu Ak (i ldMurnber Mamelndes Duratioh | Cost Center A Stat
p (31971 NotA Client 90 1
Meeting Date: [i/22/2007 | 1009511 |SHARPLES.MEL 90 1 1
Time (hh:mm): [1:00 PM 1009512 |HALL.JAN 90 1 1
Location: | CMHC Place of Servic ~ il ] - L L

Co-Therapist: 1075

Quan.Francis .

Change Members

Cancel [Save |

Caution: The Meeting Date always defaults to the current date. Make sure to change the
date to the date the group met.
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The Time, Location, Co-Therapist and Therapist dagapulled from the main form.
Make any changes if necessary. If the clientslisthe right side of the form (see
below) needs to be edited, click the Change Memiatteon to return to the Select Group
Members form to add/remove clients.

To record individual attendance on the Group Atterod Report form, click the gray
button next to the client name to bring up a merth time options. If no changes need
to be made, click the Save tab at the bottom ofdha. NOTE:Use zero minutes and
select Broken to track how often a client fails to attend group.

. Report Attendance [_[O] =]
Help (F1

elp F1] Group Attendance Report

Group Id: 100 |Nﬂme: Training

Primary Worker: 606 Account System . Program No: 1 Service Code: GT
- Group Attendance Information

Namelndex
(931871 Not A Client

Meeting Date: [6/22/2007 -] ml ovin 0 :
| 15Min Canceled
Time (hh:mm): |1:00 PM 30 Min TLES.MEL 90 1 1
—  45Min
Location: I CMHC Place of Servicj | 1Howr il 90 1 1
1 Hr 15 Min LIENT 90 1 1
Co-Therapist: (1075 o= [
Quan.Francis . 1 B 43 Min
2 Hours
2 Hrs 15 Min
Change Members 2 Hrs 30 Min
2 Hrs 45 Min

3 Haurs
IMore than 3 Hours

Cancel I Save

Click the Save tab after entering the time for ecl@nt and return to the main form.

From the main form, click the Change Reported #dtce button. A screen appears
displaying data that was entered on the Group Atieoe Report screen. Use this screen
to check and fix errors before writing group sumiesr Entries can also be deleted using
this screen. Simply click the gray box next to ¢hent id and select Delete.

. Form1 [_ O] -]
Help [F1]
| [Id Humber | Name Date Time Duration [ Therapist |Co-Th i Service Code Cost Center
21971 Not.A Client B/22/2007 [1:00:00 PM |45 606 1075 GT 1
1009505 |DUCK.DONALD |6/22/2007 |1:00:00 PM |0 606 1075 GT 1
1009511 SHARPLES MEL |6/22/2007 |1:00:00 PM |60 606 1075 GT 1
[ 1009512 |HALL.JAN 6/22/2007 (1:00:00 PM |30 606 1075 GT 1
1009545 |OME.CLIENT B/22/2007 (1:00:00 PM | 45 606 1075 GT 1
[«1 | »
Date Time Duration
|5;2212uu7 j |1 -00:00 PM |45
{Back to Therapist Co-Therapist Service Code: Cost Center:
. Group
iHeader IBUB I-| 075 IGT j I1 j
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Changes can only be applied to one row at a timéhe example on the previous page,
client 1009505 actually was present for group sozééro duration needs to be changed.
To begin editing, click the gray button next to thenumber to select the row. Ignore the
delete button that appears (if the row actuallydsee be deleted — click Delete) and
make changes at the bottom of the form. Examplehainge the duration for client
1009505 simply click in the duration box at thetbot of the form, enter a new duration
and press the Tab key to make the change. Ieataas late for group, a different start
time can be entered. Compare the changes made dortn below against the original
form on page 4.

W, Forml !E E
Help [F1)
Id Number | Mame [Date [ Timi [Duration [T Co-Therapist | Service Code) Cost Center
672272007
(3] 1009505 | DUCK.DONALD |6/22/2007 1
1009511 |SHARPLES MEL |6/22/2007 |1:00:00 PM |60 606 1075 GT 1
1009512 |HALL JAN 672272007 |1:00:00 PM |30 606 1075 GT 1
1009545 |ONE.CLIENT 672272007 |1:00:00 PM |45 606 1075 aT 1
[4] | v
Date Time Duration
|6r22/2007 =] [r15:00PM 30
Back to Therapist Co-Therapist Service Code: Cost Center:
Group
Header | |506 [1075 [aT -] |1 |

Click the Back to Group Header button when doneratutn to the main form.

To write group notes, click the Write Group Sumreaibutton on the main form.

w. Group Note Manager !E
Help (F1}

Select date to appear in the Group Summaries: | 3

Group Summary - write your comments to apply to all group members here:

‘This is the training group

Select an individual from the list - repeat until all members are completed

IdNumber |Name Groupld |Completed By|Sign and Save? | Individual Progress
p (1009505 DUCK.DONALD 100

1009512 |HALL.JAN 100

31971 NotA Client 100

1009545 |ONE.CLIENT 100

1009511 |SHARPLES.MEL 100

Save | Sign and Save
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At the top of the Group Note Manager form (seeysgEbn previous page), select the
service date in the Group Summary. If recordingises that only need a weekly or
monthly note, use the last day of the week or mémtithe date. In the Group Summary
section of the form, the text that was originalhfexed in the main Group Report form
appears. Additional text for the group can be rexké desired.

To write narratives for individuals, click the grgx next to the client id number on the
Group Note Manager form to bring up the Group Sunyrfam.

Group Summary !E m

Groupld Client's Id Number | Name Meeting Date Time in Meeting
100 1009505 DUCK.DONALD 5/18/2007

1009505 DUCK.DONALD 572572007
1009505 DUCK.DOMNALD 6/1/2007
1009505 DUCK.DONALD 6782007
1009505 DUCK.DONALD 6/15/2007

1009505 DUCK.DONALD 62242007
1009505 DUCK.DOMNALD 62942007

NIPromote stabi
NPromote stabi
NPromote stabi

At the top of the Group Summary form notice hove tkample shows meeting dates that
span two months. Junction will not allow this suamgnto be saved. Summaries can
only be written for one month at a time. To remMaey dates from this example, click
the gray button next to the Group ID number anckdine Remove Attendance from This
Note button.

Remove attendance from this note 57252007
100 1009505 DUCK.DONALD 6172007
100 1009505 DUCK,DONALD 6/8/2007
100 1009505 DUCK_DONALD 6/15/2007
100 1009505 DUCK.DONALD 6/22/2007
100 1009505 DUCK.DONALD 6/29/2007

The middle section of the form are the goals from $pecific Change Plan. Move the
mouse pointer to the list and click on one of tbalg to bring up a menu of objectives,
interventions, outcomes, etc.
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The bottom third of the form is where the narraiwentered. If multiple dates within
the same month are listed at the top of the forchtha narrative is entered, it will be
applied to each specific date for the client. Heeveif the goal is to write a note for one
specific date, remove all rows until the desireteda left, then write the note and click
the Save tab.

The example below shows how to write a note forggeoup in the month of June.

A d - Please iemove any not iated with this note.
Client's |d Humber | N am: Meeting Date Time in Meeting | Cost Center
1009505 90

e
DUCK.DONALD 64172007

1009505 DUCK._DDMALD 67872007 90
1009505 DUCK.DDOMALD 61542007 90
1009505 DUCK.DDOMALD 642272007 30
1009505 DUCK_DOMNALD 6/29/2007 90

ime management lllmprove role functioning ate use of substancesliPromote st
ime e F ioni

role i b 1} ity through medication management

The example below shows a note written for oneifpatay. If other dates need to be
viewed after writing a note, click the Save taktlom Group Summary form, click either
Save or Sign and Save on the Group Note Manager f®ee picture on page 8) and
return to the main form. Click the Write Group Suaries button again, select the
desired client and repeat the process as desaribpdge 6.

Attendance - Please remove any attendance not associated with this note.
Groupld [Client's 1d Number | Name Meeting D ate | Time in Meeting | Cost Center
| 1009545 |ONE.CLIENT | 672972007 |90 1

is narrative will only appear on the note date X
ote used at month-end or a note work the end of a week]

Click Save when done.
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. Group Note Manager
Help (F1)

Select date to appear in the Group Summaries: IBIZZIZUUT Z[

Group Summary - write your comments to apply to all group members here:

This is the training group

Select an individual from the list - repeat until all members are completed
| |[ldNumber [Name Groupld [Completed By|Sign and Save? | Individual Progress
1009505 |DUCK.DONALD 100 606 Yes Hi everyone. This note
1009512 |HALL.JAN 100
(331971 Not.A Client 100 606 Yes This narrative will only g
1009545 |ONE.CLIENT 100
[1009511  |SHARPLES.MEL [100 | | |

Save Sign and Save

Notice the changes that appear on the Group Notealyer form. Clicking Save will
allow you to return to the form and make changebkcking the Sign and Save tab will

lock down changes for this group.

To view notes for a client, go to the client chaover and click the Group-Note tab.

Group Summary [_[O] =]

ONE.CLIENT

s the training group

his narrative will only appear on the note dated 6/29/07. Thi: an example of a date-specific note. a note used at
onth-end or a note for the end of a week.
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