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Writing Progress Notes – Individual and Nurse 
 
 

 
 
 
Click the Add Record tab to generate a new progress note.  If an existing note needs to be 
changed, find the desired note then click the Modify tab.  When a note is modified, a 
copy of the original is created so changes can be made.  There is no way to delete a note 
in Junction after it has been signed and saved.  
 
Select the date of service. 
 
Appt. Status Definitions: 
 
Appt. Kept – This selection is used when recording a billable service, e.g., individual 
therapy, case management, et al.  
Broken – Used when clients cancel or do not appear for a scheduled appt. 
Documentation – Select this option when writing notes that are not billable. 
 
Ignore all other options in Appt. Status 
 
Continue through the rest of the form by selecting the Cost Center, Start Time, Duration, 
Service and Location. 
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Page 2 is optional. 
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Page 3 is where the narrative is entered. 
 

 
 
 
Move the mouse pointer into the Problem Area Menu Items and click once with the left 
mouse button.  This brings up a menu that is tied to the Goals and Objectives listed on the 
Specific Change Plan.  From the menu, use the mouse to click one of the selections to 
copy it into the main text box.  Text can also be entered manually in the main text box.  If 
needed, Today's Presenting Problem and the Plan boxes can be filled out.   
 
Clicking the Save button will save the work so additional information can be entered at a 
later time.  Using the Sign and Save button locks the form electronically.  If data needs to 
be entered, the only option (after using Sign and Save) is to use the Modify tab.   
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Nurse Notes 
 
Select the Nurse-Note tab on the client chart cover 
 

 
 
Select an Appt. Status, Cost Center, Start Time, Duration, Service and Location. 
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Page 2 is optional 
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Select page 3 to enter narrative.   
 

 
 
Click the Notes button to bring up the template shown below. 
 

 
 
Click one of the two buttons at the bottom of the form when done.  On the Nurse Note 
form, click the Save tab if you plan to return to the note to add additional information or 
click the Sign and Save tab if you are finished with your work.   


