Copying Contacts, Exemplars and Case Notes

The Relationships panel provides functionality that enables the copying of Contact
Records, Exemplars and Case Notes — the Generate and Copy Forward buttons.
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Generate is available at the point of creation before saving a Contact, Case Note or
Exemplar. Copy Forward is available after a Contact, Case Note or Exemplar has

been saved.
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At the point of creation of the record the user can:

e Edit the Relationships panel

e Select the individuals who are listed in the Relationships panel to whom the
Case Note (Contact Record or Exemplar) will be copied and use the Generate
function

e Complete the Case Note (Contact Record or Exemplar), save and use the
Copy Forward function

Both Generate and Copy Forward will be demonstrated here, but the
recommendation, particularly with Exemplars, is to save first and then use the
Copy Forward function. This will ensure data is saved safely before attempting to

copy to siblings.

This guide demonstrates the use of Generate and Copy Forward within a Case
Note — the functionality remains the same with Contacts and Exemplars.




To use the Generate function

Important - Do not click Save
before selecting people from the
Relationships panel as this will
disable the Generate function

When a new Case Note (Exemplar or

Contact Record) is added there is an
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Note — at this point, the Case Notes for the three siblings have not been saved but
have been Generated (copied) and are stacked one on top of the other ready for
review and individual editing as required
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Note — when the Case Note is closed the next Case Note from the stack is
displayed - in this example, the Case Note for Claire Training, as shown below:
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When the original Case Note is displayed, in this example for Louise, click Save and
check the message in the bottom left corner Case Note Saved Successfully is

displayed

To use the Copy Forward function
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The Copy Forward function can be used when a Contact Record, Exemplar or Case
Note has been saved and then needs to be copied (cloned)

When the Copy Forward button is activated, the following screen is displayed:
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The Case Note for Robin is now displayed as shown below:
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When the Case Note for Robin is closed, the Case Note for Louise will be displayed

and needs to be closed

Please note — the Create New function can still be used to clone as in the previous

version of ICS




