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Create an Individual Progress Note 

 
 

To create a progress note for a client you must first perform a client search 
(if the client is not already displayed). 

 
Enter the client’s last name and click Search or click Display All to find a 
client.  
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You may also search by SSN or Client Reference Number (Client Ref. #) by 
clicking on the dropdown arrow to select SSN or Client Reference #. 
 

 

 

 
 
 
 
 
 
 
Select the client for whom you wish to add a progress note and click “Add 
Individual Note”. A new screen will appear. 
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1. Select the Co-Facilitator (optional),  
2. Type of Session, Date, Time of Session 
3. Select the Diagnosis Icon to copy the client’s diagnosis to the note and View Tx 

Plans paste treatment plan to your note 
4. Enter your note in provided dialog box 
5. Use the [Statement] button to add or create reusable statements 
6. When done click the [Save] button 

 

 
 


