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Team: Inpatient / Outpatient/ Foster / Residential Program: Inpatient / Outpatient/ Foster / Residential Team: Inpatient / Outpatient/ Foster / Residential Program: Inpatient / Outpatient/ Foster / Residential 

1. Select Add Visit  from 
   a. Service Tab
   b. Client Nav Bar
   c. Employee Nav Bar
2. Select visit information from 
dropdown selections
3. Click Web Form

Yes

Has 
demographic 
information 
changed?

No
Select applicable 

form category 
button(s)

Document progress note2:
1) Required questions 
designated with a red 
asterisk
2) Use spell check when 
available

Yes

Documenting to 
treatment plan (Tx 

Plus)?

Select complete 
button at the end of 

each category to 
save data

Progress note 
completed?

Click Complete until 
you reach Sign & 

Submit screen

No

Data correct on 
Sign & Submit 

screen?

Select correct 
information from 

dropdowns

No

Enter password and 
sign and submit 

service form

Require 
supervising 
provider?

No

Select supervising clinician from the 
Supervising Physician field on and 

select Override w/ Supervising “Yes” 
radio button

Yes

Yes

All fields 
corrected?

Yes No

No

Scheduled visit?

No

1. Select Begin Visit from the 
scheduled appointment (from 
client or employee schedule)
2. Click Web Form 

Click Client 
Intake link to 
update client 
information1

Select category 
designated for Tx 

Plus and 
document under 

relevant elements

Yes

Make sure Complete is clicked on each 
category where data was entered. Then 
navigate away from visit note to save as 

an incomplete visit. 

To access the incomplete visit, click the 
Incomplete button on the Service tab or 

on the Service List screen off the 
employee nav bar

Process Decis ion Subprocess
Start/
End

Optional 
Process Alert DocumentsProcess Decis ion Subprocess

Start/
End

Optional 
Process Alert Documents

1. Best practice is to include Client Intake link in all forms where profile information is 
updated
2. Use the Complete button as a Save button

Start

End

Yes
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