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.
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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, select the Add a session 1A sesson

4
3. From the home screen, select the Find a case L_°*= | tile..

tile.

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

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
A session must be added for clients 1o be counted in reports.

fly" Add a case - Finish

Case details

CaselD  ZB113388
Qutlet Catchment Team

Program activity Financial Crisis and Material Aid - Emergency Relief

vlified clients 0
ith case

Total number of un
as

Attendance profile Peer support group

Clients attached to the case «

Rederral sowce and

Mame Clent ID Diate of Birt Gender Crealed on reasons
L Ly JONES o i8S Female 3082018 ‘ 4
L Fredsrick JAMIE SON [--F] [ SRR ] Male 03082018 . 4
l Helen CRIGHTON [-5] [ FAELE] Femalg 030872018 4
1 Henry NONDEN 004 1321508 Mabs 03082018 + 4
L Buby MENDERSON 0L 08081542 Female 03082018 - ‘
L Ihomas JEFFRIES [} 17081585 Male 090372013 + ‘

What can you do now?

- Add a se55i0n to this case

«  Add anoiher client i this case
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Method 2 — From Add a session

41!. Session

under

At the Data Exchange web-based portal home page select the Add a session tile
the Add menu. Refer to Figure 2.

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

MyDEX Dashboard

Goto| Q Find
Find View Add
-1 Glient
L i+ Case
| 41{ Session
Client SCORE
SCORE

My Organisation

* Manage organisation

+  Manage users

Access MyDEX

Method 3 — From Find a case

v

Case

At the Data Exchange web-based portal home page select the Find a case action tile
menu. Refer to Figure 3.

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

MyDEX Dashboard
Goto| Q Fing enl Nameid Case Id. Sess
Find View Add
-l* Client
l r G’ cose
- -11\ Session
Client Case SCORE
SCORE
My Organisation
= Manage organisation
= Manage users
* Reference data
+ Uploaded files 2 Access MyDEX
- Manage action items

under the Find
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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

f‘i Find a case

Case 1D |
Client 1D |

Qutlet v

Show Advanced Options

| WANT TO...

Find a client

Find a case

View a client SCORE
Add a chient

Add a case

Add a session

Add a client SCORE
Manage organisation
Manage users
Reference data
Uploaded fies

Go to home page

Program activity ~
SEARCH Clear
Results ¢
show| 10 m
CaseIDZ Outlat s Program actiity & Endedong  Sessions Crealed on

!‘i 28112368 Catchment Team Financial Crisis and Material Aid - 0 09082018
Emergency Relief

R Bay Area Services Financial Crisis and Material Aid - 0 091082018
Emergency Relie!

li- Community Event1  Bay Area Services Financial Crisis and Material Ald - 2 DBI0B2018
Emergency Reliel

I Transport - Tuesdoys Bay Area Services Community and Home Support 2 03082018

The Case details screen displays. Refer to Figure 5.

Select the [\l 25151 [0])] button under Sessions associated with the case heading. Refer to Figure 5.

Figure 5 — Case details — Add session button

Goto| Q

boms > Enda case > Case |0 78113355

f‘i Case details

75113355
Cafchment Team

Frogram aciviy

Total nember of pnidenified chents 0
assodialed with Cade

AT Peei Suppom grous

Chents attached to the case

@
Nama = Chant 02 Date of Birth 2 Cander &
1 Lrechnich AAMEL SON " ALY Mae
1 ahen, CRIGHION 01 A0 Famai
1 ey NONDEN i [T [
1 Lisey JONES L MoeAnE Femaw
1 P MEMDERSON s seoasag Faman
1 Ihomas ALXTRICS L] ATRRNME Miv

Sessions associated with the case

Mo sessions associated with the case

< BACK

[oecre onse | com case oeras

Financial Crisis and Maleriall Ald - Emesgency Relie!

| WANT TO...

Find a client

Firad a case

View a chent SCORE
Add a client

Add a case

Add 2 sessen

AGd & clienl SCORE
Manage arpanisation
Maraige users
Reference gata
Upiasedd fhes

GO 1 o page:

ATTACHDETACH CLIENTS

Created on v
[ETe +
[RETE +
alaidb v
010EI0N +
o1ae700 4
a0t +

s

A A A A

+ ADD SESSION
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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

CaselD: ZB113355
Session ID: | |

Session date: * | |j da/mméiyyy

Service type: * | Intake/assessment A

Service setting: | v

Interpreter Present: | ~ |

Cancel

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 guidance for more information on which
service types apply to each program.
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FIELD DESCRIPTION

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

= Client’s residence

=  Community venue

Service = Partner organisation
setting = Telephone
= Digital

= Healthcare facility
» Education facility
= Justice facility

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 12241

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

+1!, Add a session - Clients/support persons attended

Clients/support persons attended session

Name Client ID Date of Birth Gender Created on

O L Frederick JAMIESON 002 05111941 Male 03/08/2018 4
O l Helen CRIGHTON 003 05/121940 Female 03/08/2018 4
[} 1 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

Client lead to a measurable outcome.
Support Persons who may be present at a service who do not meet the definition of a client.
persons These could include carers of clients and family members such as young children.
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TERM DEFINITION

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 Warning

Figure 8.

icon before you can attach the client to a session. Refer to

Figure 8 — Case details highlighting the warning icon for client

This case requires program specific data items to be added fo each client profile before a session can be added.

Mame £

| Bath FULLER

Ruby 50HD

ri Case details

Case ID:
Cutlet

Program activity:

Total number of unidentified clients
associated with case:

Attendance profile:

End date:

. Katerina KARAGIANNIS

Tuesdays
CHSP 2025 Onwards
Group social support

0

Clients attached to the case g

DELETE CASE § EDIT CASE DETAILS

DCate of Birth4:  Gender £

17041331

22111850

Hi12/1549

ATTACH/DETACH CLIENTS

Referral source

and reasons
Woman or 4 |
female e
Woman or 4 4
female ‘
Woman or N 4

female

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

2. Select the LYRPN® K158 Jog D N B |3 I ¥ button. Refer to Figure 9.
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Figure 9 — Add a session — Clients selected

+LL Add a session - Clients/support persons attended

Clients/support persons attended session

Name Client ID Date of Birth Gender Created on
1 ] 1 Frederick JAMIESON 002 051411944 Male 0310812018 4
] 1 Helen CRIGHTON 003 051211940 Female 0310812018 4
O 1 Henry NONDEN 004 13121939 Male 030812018 4
O 1 Lucy JONES 001 0110812018 Female 030812018 4
O 1 Ruby HENDERSON 005 0810811942 Female 030812018 4
O 1 Thomas JEFFRIES 006 1710811985 Male 09/08/2018 4

2 ATTACH SELECTED CLIENTS | ATTACH SELECTED SUPPORT PERSONS

<BACK Cancel

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

4. Select LRSS N{eq o R RS} K. Refer to Figure 10.

Figure 10 — Add a session — Support persons selected

+1l, Add a session - Clients/support persons attended

Clients/support persons attended session

Name Client D Date of Birth Gender Created on
3 il 1 Henry NONDEN 004 131211939 Male GN0RZ018 4
5 L Lucy JONES 001 01082018 Female 030ERIE 4
[m) 1 Ruby HENDERSON 008 8081942 Female 030RZ018 4
O L Thomas JEFFRIES W6 170811985 Male QOI0E2018 4
m VW | ATTACH SELECTED SUPPORT PERSONS
Selected clients or support persons attended session
Participation type Name Client ID Date of Birth Gendar Created on
lﬁl CLIENT Frederick JAMIESON 002 051171841 Male 03/08/2018 4
O l CLIENT Helen CRIGHTON 003 051121940 Famale 03082018 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.
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Figure 11 — Client participation type

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

Clients/support perso

Hamea

[ l Aulby HENDERSON
[ l Thomas JEFFRIES

ns attended session

Client 1D Deate of Birih Gender
nos CRDBAE4Z Female
(] ATHBMARES Make

Selected clients or support persons attended session

Farbcipation type Hame Client 1D Dabe of Birth Gender
l CLIENT Frederick JAMIESOM || 002 0511941 Male
; CLIENT Helen CRIGHTON o003 0521840 Femabe
l SUPPORT Lucy JONES o001 01082018 Femabe
1 SUPPORT Henry MONDEM 004 134214939 Male

= BACK Cancel

Crealed on

OH08IIE

AEEE

Crealed on

03082018

030872018

030e2018

030877018

A A A A

MNEXT >

Select N4k

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

Figure 12 — Add a session — Review screen

+LI. Add a session - Review

Case ID
Session ID
Session date
Senvice type
Service sefting

Interpreter present

ZB113355

08 August 2018
Intake/assessment
Organisation outiet/office

Mo

Clients attended session

Farticipation type Hame Client ID Date of Birth Gender
l CLIENT Frederick JAMIESON 002 051841 Male
L CLIENT Helen CRIGHTON 003 052940 Female
1 SUPPDRT Lucy JOHES [} 082018 Female
1 SUPPORT Hanry NONDEN 004 131219939 Male

<BACK Cancel

Crealed on

03082018

01082018

03/08/2018

03/08/2018

A A A A

Select to edit the details or Cancel to stop the process and remove the case.

If the details are correct, select SV 1L

Add a session — Finish

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

1.
2.

3.

will automatically be created.

A listing of the clients attached to the session.

A message box to advise the successful creation of the session.
A summary of the session you have created. If you did not enter your own session ID, a Session ID
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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.

Figure 13 — Add a session - Finish screen

|‘1 6
-~ . ‘ ﬁs

|0 Saotion Sutootely 000 1
'1!, Add a session - Finish

0001

ZB11E88 2

Clients attended session « 3

LI 28 38 ¥
H
i

4
F
3% ¢
‘BEEE

What can you do now? 4

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 (fol A @1S511[0])| button found on the Case details screen, after you have searched for your
case. Refer to Figure 15.

Task card — Add a session — April 2023 m



Figure 14 — Copy session hyperlink

Gata Q Fnd ol barmedd, Case id, Bessio
[ SR S p—
1 ] 4
& -
o
CaseiD ERI1ESS
G008
Session dse 08 Augasl 2018
Bervicotype  Inbakiassesment
-
Clients attended session «
Purtcosten s Mama Cat 10 o o e - F——
1 SumrORT Hasy HOMDEN ™ D e BuesanE
1 CLENT el CHGSHTON W3 e Vemain Iy
* cLEwT DR AMAEON 97 Froree s RO
1 SUPFORT Linie JOMES " auonme Veain ey
What can you do now?

Find & then

Find & case

Vieew & chént SCORE
A a et

A @ w0

A B RERSON

A B ciient SCORE
ARG DIANISAIGN
Manage users
Reterence data
Lipacaded ey

Ga l hime page

Figure 15 — Copy session button

f‘i Case details

Case D
Outhet
Program activity

Total number of unidentified clients
associated with case

Atendance profile

End gate:

Name

ZB113355
Catchment Team
Financial Crisis and Material Aid - Emergency Reliel

o

Peer support group

Clients attached to the case @

< BACK

EDIT CASE DETAILS

ATTACH/IDETACH CLIENTS

Retemal source and

Chent D& Date of Brh & Gendar g Created on g negsons
l Fredenich JAMIE SON ooz 051454 Male 03082018 +* “
l Helen CRIGHTON o003 V512140 Femalke 0308208 + ‘
. Henry NONDEM 004 RETETTET) Male DIVRAOME + 4
l Lucy JONES o1 DlBBEeE Famale DIOBZE [+ 4
L Buby HEMOER SOH ooE DRORB4Y Female ONOR201E + 4
l Ths FFRE 008 1TRRE Male 0W0RP0E + 4
Sessions associated with the case ()
+ ADD SESSION
Total cheni
SaswEon DS Session dabé £ Service type S Created on o aflendance
L 20 BI2016 10082016 4
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The Copy a session — Session details screen will display. Refer to Figure 16.

Figure 16 — Copy session — Session details screen

+L!, Copy a session - Session details

All fields marked with an asterisk (%) are required

Session details

Case ID ZB113355

Session D | ‘

Session date- ® | |j dd/mmyyyy

Service type * | Intake/assessment ~
Service setting | Organisation outlet/office ~
Interpreter Present | No ‘

Cancel

Complete the details as required.

Select |24kl

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

Figure 17 — Copy a session — Clients/support persons attended screen

+LL Copy a session - Clients/support persons attended

Clients/support persons attended session

Mame Client ID Date of Birth Gender Created on
D | Ruby HENDERSON 005 08/08/1942 Female 03/08/2018 4
[l l Thomas JEFFRIES 006 17/08/1985 Male 09/08/2018 ‘

Selected clients or support persons attended session

Participation type Name Client 1D Date of Birth Gender Created on
[l 1 SUPPORT Henry NONDEN 004 131121939 Male 03/08/2018 4
O 1 CLIENT Helen CRIGHTON 003 05/1211940 Female 03/08/2018 4
O 1 SUPPORT Lucy JONES 001 01/08/2018 Female 03/08/2018 4
O 1 CLIENT Frederick JAMIESON 002 051111941 Male 03/08/2018 4

< BACK Cancel NEXT >

Select the clients that attended the session.

» If the same clients attended from the session you have copied, select \|=2.4kq.
= Remove the clients that didn’t attend this new session by selecting the tick box next to their name.
Refer to Figure 18.
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Figure 18 — Selecting clients that did not attend the session

-iil, Copy a session - Clients/support persons attended

Clients/support persons attended session

Name Client 1D Date of Birth Gender Created on
O I Ruby HENDERSON 005 DEDEMS42 Female 03108/2018
- I Thomas JEFFRIES 006 1TI08M985 Male 09/08/2018 4

Selected clients or support persons attended session

Participation type Name Client 1D Date of Birth Gendar Created on
= I SUPPORT Henry NONDEN 004 131211939 Male 031082018 <4
: CLIENT Helen CRIGHTON 003 05121940 Female 03/08/2018 ‘
E I SUPPORT Lucy JONES | 001 011082018 Female 031082018 <4
; ' CLIENT Frederick JAMIESON ooz 05111941 Male 03/08/2018 ‘
REMOVE CLIENTS /| SUPPORT PERSONS
< BACK Cancel NEXT >

SEICWRUEIREMOVE CLIENTS / SUPPORT PERSONSHJ¥jiielsh

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.

Figure 19 — Removal of clients from created session

+1I, 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 031082018 4
O ' Lucy JONES 001 01082018 Female 031082018 4
O ' Ruby HENDERSON 005 08/081942 Female 030808 4
O ' Thomas JEFFRIES 008 17/0811985 Male 09/06/2018 4
Selected clients or support persons attended session
Participation type Name Client 1D Date of Birth Gender Created on
j I CLIENT Helen CRIGHTON 003 0511211940 Female 03/08/2018 ‘
O . CLIENT Frederick JAMIESON 002 05411941 Male 03/08/2018 4

< BACK Cancel m

Select N12.48.

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

Case ID:
Session ID
Session date
Service type
Service setting

Interpreter present

< BACK Cancel

+L!, Copy a session - Review

ZB113355

10 August 2018
Food Parcels & Food Vouchers
Organisation outlet/office

No

Clients attended session @

Participation type Name Client 1D Date of Birth Gender
I CLIENT Helen CRIGHTON 003 05/1211940 Female
' CLIENT Frederick JAMIESON ooz 05/1111941 Male

Created on

03/0872018

03/08r2018

SUBMIT

Select S14=11HES.

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

Figure 21 — Add a session — Finish screen

-iil Add a session - Finish

Case 1D
Session 1D
Session date
Sernvice type
Senvice sefting

Interpreter present

ZB113355

002
10 August 2018
Food Parcels & Food Vouchers

Organisation oulletoffice

No

Clients attended session ¢

Participation type Name Cliant ID Date of Birth Gender Created on
I CLIENT Helen CRIGHTON 0oz 05121940 Female 03082018 4
l CLIENT Frederick JAMIESON 002 05111941 Male 03ME2018 4

What can you do now?

= Copy SEssion
« Add another session to this case
= Add another 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.
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Figure 22 — Add a session — Finish screen Session ID link

+1!. Add a session - Finish

Case 1D

8112388

I Session 1D _1 I

S5 dale 08 Aisgirst 2018

Servale type it 3t S S S
Senvice Sl Cf}!!’t.‘i—&’_f_ﬂ Ot oMo

Inberpreded present MNa

Clients attended session

Parscpaion Byps L Clant 1D Diady of Bardy G
1 sPPOaT B RONDEN =2 131 EEY (TP
1 CLENT Bt CREMGHTON 3] [IRFEET Femade
1 CLIENT e o ] AL [rreny
l SUFPORT Ly JONE § 1) [ty Fomsa

What can you do now?

Coy Sesimn
i grcidher Sésseon o this case

b

b
t
=

it s

Creaiad on

ek 1A 4
BLOL T 4
L ] 4
St 4

Figure 23 — Case details screen Session ID link

i Case details

Case ID:
Qutiet:
Program activity:

Total number of unidentified clients
associated with case:

Attendance profile:

End date:

< BACK

SIS EDIT CASE DETAILS

ZB113355
Catchment Team
Financial Crisis and Matenal Aid - Emergency Relet

4]

Peer support group

Clients attached to the case «

ATTACH/DETACH CLIENTS

Referral source and

Name Client 1D Date of Birth 2> Genger Created ong:  reasons
l Frederick JAMIE SON o0z 0511844 Make 00201 +* 4
1 telen CRIGHTON 003 051421940 Female 0308048 + 4
1 Honey NONDEN 004 1IN0 Make 03082018 + 4
1 Luisy JONES o0 02018 Female 0X082M1E + 4
l Buby HENDERSON 008 0608842 Female 03082018 o 4
1 Themas JEFFRIES one 1THB BEE Make o208RM1E + 4
Sessions associated with the case o)

+ ADD SESSION

Total chent

Sescion IDS Session date 52 Service type Created on attendance
CAMER01E Intakeiasseasment 10/062018 4
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The Session details screen displays. Refer to Figure 24. Table 4 includes descriptions of the icons on

this screen.

Select the Add Referral source and reasons icon

Figure 24 — Session details screen

L!‘ Session details

Session 1D: D0O7
Session date: BOB20E
Service type:  Intake/assessment
Senvice seffing:  Crganisation outietofMce

Interpreter present. Mo

Clients attended the session

EDIT ATTENDEES
ar
Mame & Chent ID 2 Date of Brm  Gamdse Clants SCORE:
l Supgeoat Person Henry MONDEN oo AN Make 4
‘_ Cuent Hulen CRIGHTON 083 0SIPIME  Femake + 4
l Support Parson Lucx JONES (1] MOBI0IE  Female * 4
l Chent Frediarick JAMIESON 002 DEEIABH Mk Ais 4

Community SCOREs

+ ADD COMMUNITY SCORE

Mo SCORES found

< BACK

DELETE session | copy session || eoir session peTaiLs

Table 4 — Icon descriptions for Referrals to other services (Refer Figure 24)

found next to the relevant client.

ICON DESCRIPTION

per client, per session.

[ summary, attached to a session.

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
ﬂ"‘ summary attached to a session. One internal and one external referral type can be added

o0, This icon indicates the full quota of referrals to other sources is added to a client's record

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

Session details

Case ID.
Session 1D
Session date

Service type

Client

Client 1D

Referral purpose(s): *

Cancel Clear

Referral type: *

-1{ Add reterral to other services

ZB113355
0001
08 August 2018

Intakefassessment

Referral to other services

Frederick JAMIESON

002

e

[] Age-appropriate development

[C] Community participation and networks
] Employment

[[] Education and skills training

(] Family functioning

[*] 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

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

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

Referral type

Referral purpose(s)

external.

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

services).

More than one can be selected.
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Select SY:\=.

The Session details screen will display.

The Referrals to other services icon will display as the Referrals to other services icon

to Figure 26.

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

Case ID
Session 1D
Session date:
Service type:

Service setting:

'L Session details

ZB113358

0001

8/08/2018
Intake/assessment

Organisation outietioffice

| WANT TO..

Fing 3 client
Find a case
View a client SCOR
Aga a cient

A acase

Add a session

A4 a client SCORE
Manage organisation
Manage users

Reference data

. Refer

Interpreter present  No Uploaged fies

Ga'ta nome page

Clients attended the session

Panicpaton ype & Name g Client IDg Date of Bith  Gender
L Ciient Erederick JAMIESON 002 OSMIAS41  Male
1 Support Person Henry NONDEN i 13121938 Male 28 L |
l Chient Helen CRIGHTON 003 05121940 Female + 4
l Support Person Lucy JONES 001 CU082018  Female * 4
Community SCOREs

+ ADD COMMUNITY SCORE

No SCOREs found

< BACK

<4

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

Figure 27 — Amending Referral to other services items

Clients attended the session
Referrals to other
Faicipation tpe & Name = ClentiDS Dile of Bith _Gander anicas lients SCORES
L Client Frederick JAMIESON 002 05111941 Male ﬂv v
Referrals SCORE details
Internal L 0 Mo SCOREs found
Family functioning
Personal and family safety
Physical heaith
External Pl
f:[!ll’\ﬂ"lll’ll[',' pqmclpa':nn and networks
1 Support Person Henry NONDEN 004 1311211939 Male + 4
L Client Helen CRIGHTON 003 05121340 Female ¢ .? 4
1 Support Person  Lycy JONES 004 (1082018 Female 20 4
5 O
" k4 . _ il
Select the Edit icon to edit the referral. Select the Delete icon to delete the referral. Select

v

the Collapse button to collapse the field.

Select 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

CaselD: 0316

Session 1D:

13/11/2019 | & dammiyyy

Service type: * [ Counselling v l

Session date: * |

v |

Service setting:

Interpreter Present: | v |

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 | [&] dd/mmsyyyy

Service type % ‘ Counselling v

Service setting ‘ v

Interpreter Present ‘ v

Fees charged % ‘ 100.00
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https://dex.dss.gov.au/document/81
https://dex.dss.gov.au/document/336

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 ID 0316

Session ID

Session date: * | 13/11/2019 | & da/mmsyyyy
Service type: * | Counselling v ‘
Service setting v ‘

Interpreter Present v

Fees charged: * | 100000.00

Cancel NEXT >

Additional fields for Commonwealth Home Support Program (CHSP) cases

Please refer to the Department of Health, Disability and Ageing’s CHSP Data Exchange Guide for a
complete list of CHSP specific session fields.

You can find more information on outlets, clients, cases, and sessions on the Data Exchange Protocols and
the Training page.

For system support, email the Data Exchange Helpdesk or use our online contact form.
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https://www.health.gov.au/resources/publications/chsp-data-exchange-guide-from-1-july-2026
https://dex.dss.gov.au/document/81
https://dex.dss.gov.au/training
mailto:dssdataexchange.helpdesk@dss.gov.au
https://www.communitygrants.gov.au/form/community-grants-hub-online-cont
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