= Australian Government

Department of Social Services Data EXChange

Add a session

Task card
This task card discusses the following:

=  What is a session?
= Add a session
o Method 1 — From Add a case
o Method 2 — From Add a session
o Method 3 — From Find a case
= Enter session details
= Add clients and support persons to the session
= Add a session — Finish
= Copy a session
= Record Referrals to other services
= Special data entry fields

KEY HIGHLIGHTS

= A session must be created within the relevant reporting period for it to be counted in reports.

» Attendees to a session can be either a client or a support person.

= Referrals to other services can only be added to a client during the relevant reporting period.

» The use of special characters such as * & % # @ should not be included in the free text fields.
= Some programs have special data entry fields that apply to sessions.

What is a session?

A session records:

=  What service was delivered on a particular date within a reporting period
= The type of service delivered, and
=  Which clients attended.

Sessions are a critical part of the service record of an organisation and drive the reporting function of the
Data Exchange. They must be submitted in the reporting period they occurred. They cannot be reported in
a different reporting period.

At least one session must be recorded as occurring within a reporting period for the case and associated
clients to be counted in reports.

Add a session
There are three different methods to add a session.

1. At the case creation point where a session is immediately added to a new case.

2. From the home screen, Add a Session +‘"’“ Seesion

4
3. From the home screen, Find a Case L=

Note: All three methods will direct you to the Add a session — session details screen. Refer to Figure 5.
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Method 1 — From Add a new case

Add a new Case — refer to the Add a case taskcard.

Select Add a session to this case hyperlink under the What can you do now? heading. Refer to Figure 1.

Figure 1 — “What can you do now?”

Case ZB113355 successiully added
0 A session must be added for clients to be counted in reports
flg" Add a case - Finish

Case details

case D ZB113388
Cutlet  Catchment Team

Program activity Financial Crisis and Material Aid - Emergency Relief

Total number of unidentified clients 0
associated with case

Attendance profile Peer suppori group

Clients attached to the case «

What can you do now?

- Add 3 s¢
«  Add anoiher client i this case

to this case

Hame Chent ID Dale of Bir Gender Crealed on
L Lucy JONES L] I Female [0 Al
1 Fredsrich JAMIE 50N [+ [ IR ER] Mals 03082048
L Helen CRIGHTON 23] BEATAMD Female 030872048
L Henry NONDEN o4 1321598 Male 030872048
L Buby HENDERSON s 0081342 Female o0z
.L Thomas JEFFRIES [ 1TOEASEE Male 09082018

Retermal soace and
TEBAE0NS

+

"

A A A A A A

Method 2 — From Add a session

At the Data Exchange web-based portal home page select

Figure 2.

+JL, session

Figure 2 — The Data Exchange home page — Add a session action tile

MyDEX Dashboard

Goto| Q Fing

Find View

d =

Client Case SCORE

My Organisation

*  Manage organisation
+  Manage users

* Reference data

+ Manage action items reports

"* Client

i+ Case

| 1\ Session

+ Uploaded fies i Access MyDEX

SCORE

under the Add menu. Refer to
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Method 3 — From Find a case

v

At the Data Exchange web-based portal home page select L==1 under the Find menu. Refer to Figure 3.

Figure 3 — The Data Exchange home page — Add a session action tile

MyDEX Dashboard

Goto| Q Fing

Find

d =

Client Case

My Organisation

+ Manage organisation

= Upioaded files

+ Manage action items

View Add

'1 Client

ﬁ"’ Case

1’, Session

SCORE

SCORE

Access MyDEX

The Find a case screen will display. Refer to Figure 4.

Select the case hyperlink to add a session to the case.

Figure 4 — The Data Exchange home page — Add a session action tile

Home » Find a case

ri Find a case

Case 1D
Client 1D
Qutlet

Program activity

Clear Outiet and Activity

SEARCH Clear

| WANT TO...

Find a client

Find a case

View a client SCORE
Show Advanced Options Agd a client

Add a case

Add a session

Add a client SCORE

Manage organisation

Manage users

Reference data

Uploaded files

Go to home page

Results ¢
show| 10 m
Case IDS Oullet & Ended on & A d

[y 811285 Catchment Team Fin sis and Material Aid - ] 0910872018
Emes clie

l‘i- AZ0001 Bay Area Services Financial Crisis and Material Aid - 0 DYIOBIZ018
Emergency Relie!

li- Community Event1  Bay Area Services Financial Crisis and Material Aid . 2 DE/OBIZO1E
Emergency Reliel

ri Transport- Tuesdays Bay Area Services Community and Home Support 2 03082015
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The Case details screen displays. Refer to Figure 5.

Select the gFABIBESI=EISI[0)N| button under Sessions associated with the case heading. Refer to Figure 5.

Figure 5 — Case details — Add session button

Goto| Q rine

Home > Enda case * Case I0: ZB113355
[y Case details
oriere o

case D ZB113355
Outiet  Catchmen! Team

Financial Crisis and Material Ald - Emesgency Reliel

Peer Suppom groug

Chients attached to the case

ATTACHDETACH CLIENTS

Hama = Clent 05 Date of Brih 3 Sander Created ong
1 Lrasherick AAMEL SOH "I A My [0 ] 4
L tesacauon s seaanM0 Famaia e " 4
1 ety NONDEN oo [perare [ ouka0n . 4
1 Lucy JONES o LTt Fermake L35 4
L msoeson sos setenaa Famaia ovseTon 4
1 Themas ALTTRILS L] TR M [ 4

Sessions associated with the case

+ADD SESSION

No 5E55K0N5 AsS0Ckated W the case

< BACK

| WANT TO...

Fired & elient

Fined 3 case

View 3 chent SCORE
Add 3 clien

Add a case

Add a session

Agd 3 clien SCORE
Manage erganksaton
Manage users
Fsterence data
Upinace fies

G0 10 home page

Enter Session details

The Add a Session - session details screen will display. Refer to Figure 6 and Table 1 for more

information on the fields.

Figure 6 — Add a session — Session details screen

+LL Add a session - Session details

All fields marked with an asterisk (%) are required

Session details

Case|D: ZB113355

Session 1D: | |

Session date: ¥ | | [E] dd/mmsyyyy
Service type: * | Intake/assessment ~
Service setting | v
Interpreter Present: | ~ |

Cancel
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Table 1 — Session Details Field Descriptions (Refer Figure 6)

FIELD DESCRIPTION

Case ID This is the identifier (ID) of the case you are recording a session against.

Enter the session ID if your organisation has a session ID system, or leave it blank for

_ auto-generation.
Session ID _ _ _
Note: The use of special characters such as * & % # @ should not be included in the

free text fields in the Data Exchange.

Record the date the session occurred. Enter today’s date or a date in the past within the
Session date*  reporting period.

Note: Sessions cannot be entered for future dates or dates in a closed reporting period.

Each session can only have one service type.
Select the service type that best reflects the intent of the session.

Service type*  The service type choices are dependent on the program activity the case was created
under and are to align with the program intent.

Go to the Data Exchange program specific quidance for more information on which
service types apply to each program.

Select where/how the session took place. The options are:
= Organisation outlet/office

= Client’s residence

= Community venue

= Partner organisation

= Telephone

= Digital

= Healthcare facility

= Education facility

= Justice facility

Service setting

Enter Yes if an interpreter was present. This includes a professional interpreter, a
Interpreter bilingual support person or a bilingual staff member who interprets for a client. This also
Present includes Auslan or other sign language interpreters for the hearing impaired.
* Mandatory Fields

Once completed, please select \I=24ql.
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The Add a session — Client/support persons attended screen will display. Refer to Figure 7 for more
information). Definitions of client and support persons are included in Table 2.

Figure 7 — Add a session — Clients/support persons attended screen

+1l_ Add a session - Clients/support persons attended

Clients/support persons attended session

Name Client ID Date of Birth Gender Created on

O 1 Frederick JAMIESON 002 05111941 Male 03/08/2018 4
O 1 Helen CRIGHTON 003 05/121940 Female 03/08/2018 4
I:l L Henry NONDEN 004 131211939 Male 03i08/2018 4
O 1 Lucy JONES 001 01/08/2018 Female 03/08/2018 4
O 1 Ruby HENDERSON 005 08/061942 Female 03/08/2018 4
O L Thomas JEFFRIES 006 17/08M985 Male 00/08/2018 4

<BACK Cancel

Add clients and support persons to the session

The Add a session — Client/support persons attended screen will display all the clients linked with the
case.

When creating a session, only clients who attend the session are to be recorded.

Table 2 — Client and support persons definitions. Refer Figure 7.

TERM DEFINITION

Is an individual who receives a service as part of a funded activity that is expected to

lien
Client lead to a measurable outcome.

Persons who may be present at a service who do not meet the definition of a client.
Support These could include carers of clients and family members such as young children.
persons There is no requirement to record the details of support persons, however you can

record participants as ‘support persons’ to provide details of session attendees.

To add a support person, you must first create a client record in the Data Exchange and then add a
support person at the session level.

Note: if you are creating a session for the Community and Home Support program you must complete the

client details that display the icon before you can attach the client to a session. Refer to Figure 8.
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Figure 8 — Case details highlighting the warning icon for client

This case requines program specific data items 1o be added 1o each cient profile before a session can be added

I"i Case details

Case D Lo0z2
Outhed Bay Area Services

Total number of unidentified clients @
associaied with case

Altendance profie Family

End dals

Clients attached to the case o

Wy & Chanl 1D S Date of Birth &

1 [an LICRITOR oet ST Raa08

DELETE CASE | EDIT CASE DETAILS

Program aciivity Care Relatonships and Carer Suppan

ATTACH/DETACH CLIENTS

Falairal 3ouce and

Dandes & Créaled on s redsied

o ABOEPEE + 4

I Thoman JEFFRIES [ 110811885

e OROEPHE + 4

Sessions associated with the case

Mo Sessons assocried wilh the case

= BACK

+ ADD SESSION

1. Select client(s) you wish to add to the session using the tick box next to the client record

2. Select the YNNI ESI=R=(eg | SPXRISNIES button. Refer to Figure 9.

Figure 9 — Add a session — Clients selected

Name Client 1D
1 | L Frederick JAMIESON 002
| L Helen CRIGHTON 003
a L Henry NONDEN 004
O L Lucy JONES 001
O L Ruby HENDERSON 005
O L Thomas JEFFRIES 006

2 ATTACH SELECTED CLIENTS

<BACK Cancel

+LL Add a session - Clients/support persons attended

Clients/support persons attended session

Date of Birth Gender Created on
05111/1941 Male 03/08/2018
05112/1940 Female 0310812018
1311211939 Male 03/08/2018
01/08/2018 Female 03/08/2018
08/08/1942 Female 03/08/2018
17/08/1985 Male 09/08/2018

ATTACH SELECTED SUPPORT PERSONS

A A A A A A

3. Select support persons (if any) you wish to add to the session using the tick box to the session.

4. Select RNRPAX®ESI=N=eg = pXeIR|SNIES. Refer to Figure 10.
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Figure 10 — Add a session — Support persons selected

+*l, Add a session - Clients/support persons attended

Clients/support persons attended session

Name Client IDy Date of Birth Gender Created on
3 il 1 Henry NONDEN 004 13121939 Male 03082018 4
= L Lucy JONES 001 1082018 Female 0I0BZ0IE 4
[m) 1 Ruby HEMDERSON 005 08081942 Female 03082018 4
O L Thomas JEFFRIES W6 17081985 Male 091082018 4
m VW | ATTACH SELECTED SUPPORT PERSONS
Selected clients or support persons attended session
Participation type Name Client ID Date of Birth Gender Created on
O 1 CLIENT Frederick JAMIESON 002 05111941 Male 03082018 4
O l CLIENT Helen CRIGHTON 003 05121940 Female 030872018 4

<BACK Cancel

The client(s) and support person(s) selected will display under the Selected clients or support persons
attended session heading with their relevant Participation type. Refer to Figure 11.

Figure 11 — Client participation type
+LL Add a session - Clients/support persons attended

Clients/support persons attended session

Name Chent ID Date of Buth Gencer Created on
' Ruby HENDERSON 005 080811942 Female 030872018 4
. Thomas JEFFRIES 006 17081985 Male 09082018 4

Selected clients or support persons attended session

Parcipation type Name Chent 1D Date of Birth Gender Created on
] L CUENT Frederick JAMIESON || 002 05111941 Mate 030872018 “
. L CUIENT Heden CRIGHTON 003 06/12/1940 Female 03082018 <
R 1 SUPPORT Lucy JONES 001 01082018 Female 0308/2018 4
1 SUPPORT Henry NONDEN 004 13121939 Male 030872018 4

<BACK Cancel

Select [NI=4 B

The Add a session — Review screen will display. Refer to Figure 12.
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Figure 12 — Add a session — Review screen

+LL Add a session - Review

Case ID ZB113355
Session 1D
Session date 06 August 2018
Service type Intake/assessment
Service sefting Crganisation outiet/office

Interpreter present No

Clients attended session «

Farticipation type Name Chient ID Date of Birth Gender Created on
L CLIENT Frederick JAMIE SON 002 05M 11941 Male 03/08/2018 4
1 CLIENT Helen CRIGHTON 003 05121940 Female 03/08/2018 4
L SUPPORT Lucy JONES 001 B2 Femae 03082018 4
1 SUPPORT Henry NONDEN 004 131219339 Male 0302015 4
< BACK Cancel SUBMIT

Select KBACK]| to edit the details or Cancel to stop the process and remove the case.
If the details are correct, select S84V

Add a session — Finish

The Add a session — Finish screen will display with the following. Refer to Figure 13.

1. A message box to advise the successful creation of the session.

2. A summary of the session you have created. If you did not enter your own session ID, a Session ID

will automatically be created.

A listing of the clients attached to the session.

4. What can you do now? section where you can Copy session, Add another session to the case
and Add another session. Refer to Table 3.

5. lwant to... box where you can complete other tasks.

6. Go to... search field where you can search for clients, cases and sessions.

w

Figure 13 — Add a session — Finish screen

e .

+L!, Add a session - Finish

ZB113388 2

o001

Clients attended session «

- ey e eneagets

[ s Famaie oneeane

oy o awr e eaeagets

A A A A

- LI Famaie oneeanE

What can you do now? 4
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The What can you do now? field provides hyperlinks for you to copy and add more sessions. Refer to
Figure 13 (No. 4). Table 3 provides descriptions of these options.

Table 3 — What can you do now? section (Refer Figure 13 item 4)

FIELD DESCRIPTION

Copy a session Select the hyperlink to copy the last session created for the case.

Add another

. Select the hyperlink to add another session to the same case.
session to the case

Add another Select the hyperlink to add a session to a different case.
session

Copy a session

There are a number of ways you can copy a session.

1. Select the Copy session hyperlink found on the Add a session — Finish screen. Refer to Figure 14.
2. Select the [®@JAESISSII[O)\| button found on the Case details screen, after you have searched for your
case. Refer to Figure 15.

Figure 14 — Copy session hyperlink

Golal Q

I WANT TO...

Find & caent

Find & cirse

Q T iew @ chent SCORE
+ll,f\dd a session - Finish

EB11335%

G906

Clients attended session

L SURPOR Mascs NCMDEN - e [ Buesane 4
L o " e taase ey 4
‘L CLENT gk MACION 007 P - aeaane 4
‘_ - Lusin JOME " s1asron - ] 1

What can you do now?
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Figure 15 — Copy session button

"i Case details

CaselD
Outiet
Program activity

Total number of unidentified clients
associated with case

Aftiendance profile

End date

LL 2001

on IDS Session date & S

ZB113355

Catchment Team

Financial Cnsis ang Matenal Aid -

0

Peer support group

Clients attached to the case

Name % ChentiD$ Date of Bin &
l Frederick JAMIESON 002 05/11/1941
1 Helen CRIGHTON 003 05121140
* Henry NONDEN 004 13121939
L Lucy JONES 001 01082018
L Ruby HENDERSON 006 08081942
1 Thomas JEFFRIES 006 17081985

Sessions associated with the case

< BACK

Emergency Relief

EDIT CASE DETAILS

ATTACH/DETACH CLIENTS

Rederral source and

Gender$ Createdon  reasons

Maie 03/08/2018 + 4
Femaie 03082018 + 4
Mate 030872018 + 4
Female 031082018 + 4
Femate 03062018 + <
Male 09/08/2018 + 4

+ ADD SESSION

Total chent
Created on o attendance

10082018

The Copy a session — Session details screen will display. Refer to Figure 16.

Figure 16 — Copy session — Session details screen

Session details

Case ID

Service type

Interpreter Present

Cancel

+1!. Copy a session - Session details

All fields marked with an asterisk (%) are required.

ZB113355

Session D |
Session date: * | = ddmmiyyyy

o
| Intake/assessment

Service setting | Organisation outlet/office ~

|N0v

Complete the details as required.

Select NID4EN.

The Copy a session — Clients/support persons attended screen displays. Refer to Figure 17.
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Figure 17 — Copy a session — Clients/support persons attended screen

Clients/support persons attended session

Name Client 1D Date of Birth Gender
[l l Ruby HENDERSON 005 080811942 Female
O ' Thomas JEFFRIES 006 17/08/1985 Male

Selected clients or support persons attended session

Participation type Name Client ID Date of Birth Gender
O 1 SUPPORT Henry NONDEN 004 13121939 Male
D 1 CLIENT Helen CRIGHTON 003 0511211940 Female
D 1 SUPPORT Lucy JONES 001 01/08/2018 Female
[} 1 CLIENT Frederick JAMIESON 002 051111941 Male

< BACK Cancel

+1\ Copy a session - Clients/support persons attended

Created on

03/08/2018

09/08/2018

Created on

03/08/2018

03/08/2018

03/08/2018

03/08/2018

A A A A

NEXT >

Select the clients that attended the session.

= |f the same clients attended from the session you have copied, select [N|=4Bs
= Remove the clients that didn’t attend this new session by selecting the tick box next to their name.

Refer to Figure 18.

Figure 18 — Selecting clients that did not attend the session

Clients/support persons attended session

Name Chent 1D Date of Birth Gender
O l Ruby HENDERSON 005 08/08/1942 Female
(- . Thomas JEFFRIES 006 17/0811985 Male

Selected clients or support persons attended session

Participation type Name Client 1D Date of Birth Gender

I 8 L SUPPORT Henry NONDEN I 004 13112/1939 Maie
O CLIENT Helen CRIGHTON 003 05/12/1940 Female
1 SUPPORT Lucy JONES I 001 01/08/2018 Female

O L CLIENT Frederick JAMIESON 002 05/11/1941 Male

REMOVE CLIENTS / SUPPORT PERSONS

<BACK Cancel

+L{ Copy a session - Clients/support persons attended

Created on

03/08/2018

09/08/2018

Created on

03/08/2018

03/08/2018

03/08/2018

03/08/2018

A A A A

SEIEIMaREIREMOVE CLIENTS / SUPPORT PERSONSHjUjite]sR

The selected clients will move back to the Clients/support persons attended session heading. The
clients that did attend the session will remain under the Selected clients or support persons attended

session heading. Refer to Figure 19.
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Figure 19 — Removal of clients from created session

-Iil.Copy a session - Clients/support persons attended

Clients/support persons attended session

Name Client ID Date of Birth Gender Created on
O I Henry NONDEN 004 134211939 Male 03/08/2018 |
O L Lucy JONES 001 01/08/2018 Female 031082018 4
O ' Ruby HENDERSON o005 08/08/1942 Female 03/08/2018 4
O ' Thomas JEFFRIES 006 17/0811985 Male 09/08/2018 4
Selected clients or support persons attended session
Participation type Name Client 1D Date of Birth Gender Created on
O l CLIENT Helen CRIGHTON 003 0511211940 Female 03/08/2018 4
O ' CLIENT Frederick JAMIESON 002 05111941 Male 03/08/2018 4

< BACK Cancel NEXT >

Select N=4Bs.

The Copy a session — Review screen will display. Refer to Figure 20.

Figure 20 — Copy a session Review screen

+LL Copy a session - Review

Case ID ZB113355
Session ID
Session date 10 August 2018
Service type:  Food Parcels & Food Vouchers
Service setting Organisation outlet/office

Interpreter present No

Clients attended session o

Participation type Name Client 1D Date of Birth Gender Created on
' CLIENT Helen CRIGHTON 003 05/12/1940 Female 031082018
' CLIENT Frederick JAMIESON 002 051111941 Male 03/08/2018

< BACK Cancel SUBMIT

Select S{UEIVINES.

The Add a session — Finish screen will display. Refer to Figure 21.
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Figure 21 — Add a session — Finish screen

+1& Add a session - Finish

Case ID:
Session ID
Session date
Service type
Service setting

Interpreter present

ZB113385

0002

10 August 2018

Food Parcels & Food Vouchers

Organisation outlevoffice

No

Clients attended session ¢

Participation type Name Client ID Date of Birth Gender
. CLIENT Helen CRIGHTON 003 051121940 Female
' CUIENT Frederick JAMIESON 002 05/11/1941 Male

Created on

03/08/2018

031082018

What can you do now?

« Copy session
«  Add another session to this case

= Add apother session

Record Referrals to other services

You can add Referrals to other services to the clients attached to this session.

There are a number of ways you can add Referrals to other services:

1. Select the Session ID number hyperlink found in the Add a session — Finish screen after you have

created a new session. Refer to Figure 22

2. Select the Session ID number hyperlink found in the Case details screen after you have searched

for the relevant case. Refer to Figure 23.

Figure 22 — Add a session — Finish screen Session ID link

+LL Add a session - Finish

What can you do now?

2y

Date of B Garcet
13121959 Vi
* CLENT Mglen CRIGHTON L3 05121560 Female
1 CLENT [regerich JAMIE SON 002 LTIt Maie
L SUPPORT Ay JONES o cro8018 Female

s3ea0s

03082018

LA Tl

e3na 0
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Figure 23 — Case details screen Session ID link

Case ID:
Outlet:
Program activity:

Taotal number of unidentified clients
associated with case

Aftendance profile:

End date:

Session IDS  Session date &
B
< BACK

fi Case details

NSRS SECEIS EDIT CASE DETAILS

ZB113355
Catchment Team
Financial Crisis and Matenal Ald - Emergency Relet

0

Peer suppor group

Clients attached to the case «

ATTACH/DETACH CLIENTS

Riferral source and

Name Client D5 Date of Birth$: Genger £ Created ong:  reasons
1 Ereiferich JAMIE SON 002 05111841 Make 03/08/2018 + |
1 Heten CRIGHTON o003 05121940 Female 01082018 + 4
l Heney NONDEN 004 131211039 Male 03/08/2018 + 4
1 Lucy JONES 001 0BZNE Female 01082018 + 4
l HEMDER 005 BB 042 Female 03082018 + 4
1 Thomas JEFFRIES o0 1THB 085 Male 02/08/2018 + 4

Sessions associated with the case )

+ ADD SESSION

Tolal client
Service type & Created an attendance

— — .

The Session details screen displays. Refer to Figure 24. Table 4 includes descriptions of the icons on

this screen.

g

Select

found next to the relevant client.

Figure 24 — Session details screen

LL Session details

Case ID:
Session 1D
Session date:
Service type:
Senice setting

Interpretar present

1 Chent

Community SCOREs

No SCORES found.

< BACK

Clients attended the session

Participation bpe & Name 5 Chert DS Date of Bty Cogedar ERVICES Chents SCOREs
l Suppet Person Mgy HONDEN [-T) AMZHIME Mak . 4
' Chient Heben CRHGHTON 083 BEARAGES  Female 004 4
I Suppaet Person Lugx JONES 081 01087018 Female o -4

o0z 0SB Male

| DELETE session | copy session || EDIT sEssioN DETAILS

28113355

0007

anszms
Intake/assessment
Organisation outietiofce

Mo

EDIT ATTENDEES

Rafomais % cthar

+ ADD COMMUMNITY SCORE
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Table 4 — Icon descriptions for Referrals to other services (Refer Figure 24)

ICON DESCRIPTION

el
ey

1]
an’

1]
an

This icon indicates a referral for other services can be added for this client for this case.

This icon indicates a referral for other services can be added for this client’s record summary
attached to a session. One internal and one external referral type can be added per client,
per session.

This icon indicates the full quota of referrals to other sources is added to a client's record
summary, attached to a session.

The Add referral to other services screen displays. Refer to Figure 25.

Figure 25 — Add referral to other services screen

-lil_ Add referral to other services

Session details

Referral to other services

Cancel Clear

Case ID ZB113355
Session ID 0001
Session date 08 August 2018

Service type Intake/assessment

Client Frederick JAMIESON

Client ID: 002
Referral type: * v

Referral purpose(s) * [ Age-appropriate development
[[] Community participation and networks
[[] Employment

[[] Education and skills training

(] Family functioning

[C] Housing

[] Material wellbeing and basic necessities
[] Mental health wellbeing and self-care
[ Financial resilience

[] Personal and family safety

[ Physical health

[] Support to caring role

[] Other
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Select the relevant Referral type and Referral purpose(s). Refer to Figure 25. Table 5 has descriptions
for the referral type and purpose.

Table 5 —Field descriptions for the Add referral to other services screen (Refer Figure 25)

FIELD DESCRIPTION

Referral type

Referral purpose(s)

Select SAWI=.

Select the appropriate referral type for the client. This can be internal or
external.

Select the appropriate reason for referral to other services (including own
services).

More than one can be selected.

The Session details screen will display.

The Referrals to other services icon will display as

. Refer to Figure 26.

Figure 26 — Session details screen — Added referral to other services

l{ Session details

DELETE SESSION § COPY SESSION § EDIT SESSION DETAILS | WANT TO..

Case ID
Session 1D
Session date:
Service type:
Service setting

interpreter present

ZB11335%

0001

810872018
Intake/assessment
Organisation outietioffice

No

Clients attended the session

Fing 3 client
Find a case
View a chent SCOR
Add a client

A acase

Add a session

A4 a client SCORE

Manage organisation

Manage users

Participabon hype & Name & Chent ID & Date of Bith  Gender
1 Ciient Erederick JAMIESON 002 OSIAT  Male
L Support Person Henry NONDEN i 13124938 Male L |
l Chient Helen CRIGHTON 003 0512940 Female 4
l Support Person Lucy JONES 001 01082018 Female 4
Community SCOREs
+ ADD COMMUNITY SCORE

No SCORES found

< BACK
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Select

Figure 27 — Amending Referral to other services items

to view the referral(s) created for the client. Refer to Figure 27.

Clients attended the session
Referrals to other
Padicipation tvpe A Namea A Cliont ID A Dale of Birth nder candcas lionts SCORES
L Client Frederick JAMIESON 002 05111941 Male au v
Referrals SCORE details
Internal S T No SCORES found
Family functioning
Personal and family safety
Physical health
External S T
(:Olﬂn"lll".lt',' par’.w(.lpa‘..nn and networks
1 Support Person Henry NONDEN 004 13121939 Male :'- 4
1 Client Helen CRIGHTON 003 05121940 Female '_ :+ ‘
1 Support Person Lucy JONES 00 010872018 Female ;_- I+ 4
r
R _ [
Select to edit the referral. Select to delete the referral. Select

v

to collapse the field.

Select <KBACK] to go to the Case details screen, or the | want to... box where you can complete other

tasks. Refer to Figure 26.
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Special Data Entry fields

Some programs have special data entry fields display when a session is created for the program activity.
Go to the Data Exchange Protocols, program specific guidelines and the Add a case task card, Special
Data Entry Fields for more information.

Additional field for Family Law Services programs

Fees charged

This field applies to all Family Law Services programs from February 2020. Once a service type is
selected for the session, the mandatory Fees charged field will appear. Refer to Figure 28.

Figure 28 — Selecting a Session type and Fees charged field appearing

Session details

Case|D: 0316

Session ID: | |

Session date: * | 13/11/2019 | [=] da/mmsyyy

Service type'* [ Counselling V]
Service setting: | v ‘
Interpreter Present: | ~ ‘

Fees charged: * [ ]

The Fees charged field is a numerical field. Fees charged can contain up to six digits before the
decimal point and two digits after the decimal point. If no fee is charged, you need to enter a 0 (zero)
amount in this field to be able to continue entering data. Refer to Figure 29.

Figure 29 — Populating the Fees charged field

Session details

Case ID 0316

Session ID: | ‘

Session date: * | 13/11/2019 | [E] dd/mmiyyyy

Service type:* | Counselling w |
Service setting: | v |
Interpreter Present: | e ‘

Fees <:halrged:*'r [ 100.00 \
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https://dex.dss.gov.au/data-exchange-protocols/
https://dex.dss.gov.au/add-a-case/

Once the field is completed the next button can be selected to move to the next screen. Refer to
Figure 30.

Figure 30 — Select the next button

Session details

Case D 0318

Session ID ‘ |

Session date: ‘ 131112019 | & dammsyyyy

Ssenvice type: ¥ ‘ Counselling ™ |

Service setting ‘ w |

Interpreter Present: ‘ ~ |

Fees charged ¥ ‘ 100000.00

Cancel NEXT > |

Additional fields for Commonwealth Home Support Program (CHSP) cases

Go to the Data Exchange website for Program Specific Guidance on the Commonwealth Home Support
Programme (CHSP) counting rules in sessions. Information on the CHSP Organisation overview report is
available on the Department of Health website.

Go to the Data Exchange Protocols and the Training page on the Data Exchange website for information
on outlets, clients, cases and sessions.

For technical support; contact the Data Exchange Helpdesk by email
dssdataexchange.helpdesk@dss.gov.au or on 1800 020 283 between 08.30am — 5.30pm (AEST/AEDT)
Monday to Friday.
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https://dex.dss.gov.au/policy
https://agedcare.health.gov.au/programs/chsp-organisation-overview-report-guide
https://dex.dss.gov.au/document/81
https://dex.dss.gov.au/training
mailto:dssdataexchange.helpdesk@dss.gov.au

