Co'NNECT

Schedule Change in CR

Therapy Task Analysis
Step Task Visual
1 e Login into your CR account
e On your dashboard select $ Gy = =) Lt
“TASKS” (three lines symbol)
e Select “Add New Task”
+ Add New Task |-
1 e 2 My Tasks o) Tasks
Open Tasks
Overdue
Due Today
Upcoming Tasks
Aszsigned Tasks
| Re-assigned Tasks B
Activity &
Un-assigned from Me
Un-assigned from Others
4 Internal Tickets
IE Task Templates
2 Once the New Task window opens enter & = = = $ m = g
the following information: I E—
e Name (Subject): Schedule
Change Request e
e Description: Descrton
-Provider Change (from
provider A to provider B) e 5
-Cancellation (parent or S
provider cancellation, indicate if wnenisioue? ) 021162022 1100 m
less than 12h before session whok rots? | Yo .
start)
-Date Change (from date to date) e O @™
-Time Change (from time to time) st Ot s
e Enter the date and time the task is
due Attachments @ Upload  Or, search and attach existing files
e Choose the assigned case Drop e here to upload
manager of the client orlct s
e Choose the label “Schedule Altachments are visiole to anyone involved in the lask-chain
Change”
e Click “Create Task”

connectplustherapy.com

| 856-827-7630 |

info@connectplustherpy.com




C. NNECT Schedule Change in CR

Therapy Task Analysis
e This is an example of a completed
task form -
e Please see the visual-> .
escription
Whenisitoue?  [f] 02/21/2022 12:00 pm
Who is responsible? Choose someone. v
Find Person/Group Case Managers x

Is this task on behalf of a
person?

O Yes @ No

Add Labels ¥ zSchedule Requests  Click here fo add labels

Attachments & Upload  Or, search and attach existing files

Drop files here to upload
or Select Files

If you don’t know which case manager
to assign the task to:

e Check in the client’s profile

e Please see the visual->

k¢

Admin Client Admin

¥ sZxCase Managers

Click here to add labels. ..

Basics F
Client ID: 544254
Gender: Add gender
TO CheCk on the S"‘tatus Of”yOUI' taSk: D Tasks  Internal Ticket Al Open Overde Created
e Selecting “TASKS” from your
dashboard Select “All Tasks” b suns w0 & D Uptaed
e You'll be able to see your sent 0O %1 Uoming O ouickView ¥/ Upcoming 02212022 4 minutes ago
task in the list Assigned
e The “Status” column will indicate if Re-Assoned
the task was completed f—
Deleted
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Therapy

Schedule Change in CR
Task Analysis

To check all of your task:
e Find the widget with the dark red
line on your dashboard
e You can choose different options
from the drop down

=1

g~

] My Tasks Due Today

Activity & Call Log =
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