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1 Using iMs Connexis

1.1 Login

Each person who has access to iMs Connexis should have a unique username and password assigned.
This Username will be used to determine what data the user will have permissions to view. 

To access the Login screen, enter https://connexis.georgiacourts.gov into the address bar in Internet
Explorer. 

https://connexis.georgiacourts.gov
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1.2 Navigation Elements

The iMs Connexis application utilizes the following four main navigation elements:

1. Main Links Toolbar - This Toolbar appears at the top of the screen and allows the user to navigate
between the main perspectives within iMs Connexis .

2. Client Links Toolbar - This toolbar appears below the Main Links Toolbar when the user selects the
"Clients" link. Users may navigate between the client specific sections of the Client perspective.

3. Menus - The Menus appear on the left side of the screen when the user selects certain sections of
iMs Connexis including the Client and Settings perspectives.

4. Tabs - The Tabs appear across the center of certain menu options within the Client perspective. The
user can navigate between tabs by clicking on the tab name. 
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1.3 Basic Functions

1.3.1 Viewing, Updating, and Deleting Records

Most screens within iMs Connexis allow the user to make changes to any record that has already been
added to the system. To update a record, select the View button and make the necessary changes to
the data on any or all tabs within that screen. Once all changes have been made, select the "Update"
button. 

The Revert button also appears when the user selects the View button to update an existing record. The
Revert button allows the user to revert new changes back to the data that was saved for this record
before the View button was selected. For example, Jon Smith's phone number was initially saved as
111-1111. Then, the user updated Jon Smith's phone number to 222-2222 and clicked the Update button
to save that change. If the user selects the View button again and starts to change the phone number to
333-3333, the Revert button only reverts the number back to the last number that was saved, which was
222-2222. The user can still make changes to a record after selecting the Revert button. 

The Cancel button also appears when the user selects the View button to update an existing record. The
Cancel button takes the user back to the list screen without making any changes. 

Most screens within iMs Connexis  allow the user to delete a record that has already been added to the
system. To delete a record, select the View button that appears to the left of the record. Select the
Delete button to permanently delete the item from the list.  
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1.3.2 Calendar Icon

Numerous screens within iMs Connexis require use of the Calendar Tool to save a date and/or time.
Dates can only be entered by clicking on the Calendar icon (circled below) that appears to the right of
the date field. The  Calendar Tool allows the user to move back or forward one month at a time by
clicking on the “<“ and “>” buttons or move the date back or forward one year by selecting the “<<“ and
“>>” buttons. The user can also click on the month or year displayed at the top of the Calendar Tool to
select the month or year from a list. Additionally, the "Today" option automatically selects the current
date and the "Clean" option clears the date and time selected.

There are some date fields within iMs Connexis that require a start time in addition to the date. Once the
user clicks on the correct date within the Calendar Tool, the time can be viewed in the bottom left corner
of the same Calendar Tool. The user can change the time by clicking on the time. This will open a
second window that allows the user to manually enter the time or use the up and down arrows that
appear to the right of the hour and minutes fields. Once the correct time is displayed, select the "OK"
button to save the time and then select the "Apply" option in the lower right corner to save the date and
time.

To Save a Date and Time:

1. Left click on the Calendar Icon next to the correct date field
2. Select the correct date using the calendar tool
3. The time field will appear in the bottom left corner of the Calendar Tool.
4. Enter the correct time.
5. Click on the "OK" button
6. Click on "Apply" in the lower right corner of the Calendar Tool.
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1.3.3 Export and Print Saved Data on a Screen

Many of the screens within the iMs Connexis application allow users to export data saved on a screen
into one of three file types: PDF, CSV, and Excel files. To save the data on a screen into one of these
file types, click on the correct icon which appears on the far right side of the screen. 

 Excel Icon - When this icon is selected, the data displayed on the screen is exported to a
Microsoft Excel Spreadsheet.

    CSV Icon - When this icon is selected, the data displayed on the screen is exported to a CSV
file (Comma Separated).

  PDF Icon - When this icon is selected, the data displayed on the screen is exported to a
printable PDF file.

1.4 Main Links Toolbar

The following are descriptions of each of the perspectives shown on the Main Links Toolbar in iMs
Connexis:

Home – Displays important information regarding a Treatment Professional’s clients

Calendar - Displays activities and scheduled events which the User is set to manage. 

Clients – Allows users to select and view client specific data

Activities – Allows users to manage attendance for group activities

Reports – Allows users to run global reports 

Settings – Allows users to create and manage activity schedules, drop down lists, user permissions,
and system preferences
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1.5 Initial Setup

1.5.1 OSPA: Client Data Filtering

The iMs Connexis application allows users to segment data based on four levels - Organization, Site,
Program, and Affinity Group. Each client entered in iMs Connexis must be assigned to at least one
Placement (also known as OSPA). Users will each be assigned to an OSPA level. Users will only be
able to view clients that fall under the placements that are on or below the user's assigned permissions
level. For example, if User Joe was only given permissions to view the "Mental Health Court" on the Site
level, he could see all clients whose placements are in the "Mental Health Court"; however, User Joe
could not see those clients that whose site placement was "Drug Court." Users may only have
permissions to view one OSPA level; however, they may have access to any options that fall within that
level.

Additionally, the Court, Treatment, and Notes sections of the Clients perspective are filtered according to
placement. If the client has more than one placement, the user must select which placement (OSPA)
should be active. All data entered for the client under one of the filtered sections will be tied to the active
OSPA selected in the Client Bar (indicated by the Green Box). If the user has permissions to view more
than one of the client's placements, he must select which OSPA should be active. Only users who also
have permissions to view that OSPA will be able to view the data entered while that OSPA was active. 

1.5.2 Users and Roles

Enter topic text here.
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1.5.3 Managing Assessment Tools

Before the user may create assessment records for a client, the Assessment Tool must be created
and managed in the Settings perspective.  An Assessment Tool must be created with  Assessment
Sections and Assessment Items. If these are not created, the assessment tool will not be available for
use in the Clients perspective. 

To Create an Assessment Tool:

1. Click on "Settings" in the Main Link Toolbar.
2. Click on the "Assessments" link located under the "Treatment" section on the Settings screen.
3. Enter the name and a description of the Assessment Tool in the provided fields.
4. Click on the "Create" button.

1.5.3 Create Assessment Sections

Each Assessment tool can be segmented into multiple sections. If the user sets the assessment tool
up to calculate scores, these scores can be tied to sections of the assessment. 

To Create an Assessment Section:

1. Click on the "Edit Sections" button next to the correct Assessment tool displayed in the List.
2. Enter the name and description of the Assessment Section in the provided fields.
3. Click on the "Create" button.
4. Repeat Steps 1  - 3 for each section of the Assessment Tool.

1.5.3 Create Assessment Items

To Create an Assessment Item:

Assessment Items are those questions that appear within each section of an Assessment Tool. The
user may indicate which position each Item should appear in the Assessment Section. For example, if
the user wished the question "How often do you read books for pleasure?" to appear as the first
question in a section, the user would enter a "1" in the field labeled "Position." The user would then
enter the question in the field labeled "Prompt."

1. Position - This field allows the user to indicate in what order each Item should appear in the
Assessment Section

2. Prompt - This field records exactly how each Assessment Item should appear on the screen when
administering the Assessment Tool.

3. Response Type - The user may select one of four different Response Types for an Assessment
Item. These response types allow the user to indicate what type of answer should be given for the
item. The four types are:

True/False - This response type is used for "Yes" or "No" questions. If this type is selected, the
user should add the appropriate responses ("Yes" and "No") in the "Responses" section with the
appropriate scores indicated for each response.
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Free Text - This response type is used for essay or open-ended questions. No responses and
scoring are necessary for this response type.
Single Selection - This response type allows the user to select one option from a response drop
down list.  If this type is selected, the user should add the appropriate responses in the
"Responses" section with the appropriate scores indicated for each.
Multiple Selection -  This response type allows the user to select multiple options from a list of
response check boxes. If this type is selected, the user should add the appropriate responses in
the "Responses" section with the appropriate scores indicated for each.

4. Response Required - This check box allows the user to indicate that a response must be
selected or entered for the Assessment Item before moving to the next Item. It is suggested that
this option be selected if the user intends to count the responses to this Item in the Assessment
score.

5. Count Response in Score - This check box allows the user to indicate that the responses to the
Assessment Item will be used to calculate the client's score. These scores are indicated in the
"Responses" section of the screen.

6. Responses - This section allows the user to indicate what response options should appear for an
Assessment Item and how much each response counts towards the final score of an Assessment. 

To Add A Response:

1.  Enter the correct position in which the response should appear.
2.  Enter the "Label." The label determines exactly how a response will appear in the response list. 
3.  Enter a "Score" for that response option. Each score should be entered as a positive or negative

integer. This score is used to determine the final score for an Assessment. 
4. Click the "Add" button to save that response. 

NOTE: Responses must be saved to the list before the user clicks "Create" for an Item. Any
responses that are not saved to the Response list WILL NOT appear as a response option for that
Assessment Item.
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1.5.4 Managing Activity Schedules

The iMs Connexis application filters each Activity Schedule by Site. In order to ensure that activities are
filtered correctly, each Activity Schedule must be assigned to a Site and an Instructor when created. The
user must also select the exact Start Date and Time and Duration for that Scheduled Activity. These
schedules can be set to recur in many different intervals by selecting from the options available in the
"Recurs" drop down list. For example, if the user wishes to create an activity that occurs on the first and
third Thursday of each Month, he should select the "Week of the Month" option from the "Recurs" list.
When creating a recurring activity, the "Interval" field requires the user to indicate how often the selected
recurrence type will occur. For example, if the user selects "Weekly" in the "Recurs" drop down lists
and enters "1" in the "Interval" field, the activity will be scheduled every week. If "2" is entered in the
"Interval" field, the activity would be scheduled every other week.The user may also indicate on which
day of the week the activity should occur by clicking on the check box(es) for the day(s) on which the
activity should be scheduled. The user may also select "Ad Hoc" from the "Recurs" drop down list if the
Activity does not have a specific schedule (ex. AA / NA Meetings and Community Service).

To Create an Activity:

1. Select the “Activities” link from the Main Links Toolbar.
2. Select "Activity Settings" from the menu that appears on the left side of the screen.
3. Click on the View button in the "View Schedules" column next to the correct Activity in the list.
4. Select the correct "Site" from the drop down list.
5. Create a name for the Activity Schedule.
6. Select the correct "Instructor" from the drop down list.
7. Use the Calendar Tool to enter a Start Date/Time for the Activity Schedule.
8. Enter the duration of the activity in minutes. (NOTE: This field only allows numeric characters.)
9. Select the correct type of recurrence for the activity from those available in the "Recurs" drop down

list.
10. Enter the correct interval related to the option selected in the "Recurs" drop down list.
11. Enter any other necessary information in the available fields.
12. Click on the "Create" button to save the schedule for an activity.
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1.6 Using the Home Perspective

This screen is intended to notify the user when one of the following occurs:

An Instructor has an activity occurrence that still requires the attendance be entered for participants
Any Recent Notes added to those clients which the user has permissions to see
Clients with Expired Treatment Plans
Clients with Expired Goals
Clients with Expired Objectives
Clients with Expired Activity Plans
Clients with Unscheduled Activity Plans

The user may click on the "View" link that appears to the left of each client or activity in order to view
and/or update the selected item.
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1.7 Using the Clients Perspective

The Clients perspective in iMs Connexis provides the user a place to manage a client's record. From this
perspective, the user can enter and manage the client's information regarding all of the following:

Demographics
Court Information including Cases, Charges, and Sanctions
Treatment Evaluations, Plans, and Team Meetings
Calendar of scheduled events for the Client
Notes
Activities and Activity Attendance
History 
Reporting
Account Balances
Documents
Drug Testing

1.7.1 How to Create a Client

Users can create a client by selecting the "Create Client" button on the Clients Search Screen. 

To Create a Client in iMs Connexis:

1. Click on the Clients link in the Main Links Toolbar.
2. Click on the "Create Client' button that appears in the bottom left of the Clients Search screen.
3. Enter all required information (indicated by red stars) including the Initial Placement.
4. Enter all other necessary information in the provided fields.
5. Click the "Create" button that appears in the bottom left corner of the screen.
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1.7.2 Client Placement

All clients must be assigned to at least one placement in iMs Connexis. When the client is created, he
or she is assigned to the Site level based on the "Initial Placement" option selected. Only users who
have permissions to view that placement will be able to view the client in iMs Connexis. Because the
initial placement only includes the Organization and Site levels, the user will be automatically placed in
a Program and Affinity Group named "Intake." The user MUST go into the Placement screen and edit the
existing placement to include the correct Program and Affinity Group before entering data under the
Court, Treatment, or Notes sections. If the user does not update the existing placement, the data could
be filtered to the Intake placement group rather than the correct placement. 

Additional placements can be created for the client. These can be used to allow other users to view and
enter data for a client without risk of displaying information which that user should not view. (See OSPA:
Client Data Filtering for more details.)
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1.7.3 Demographics Section

This section provides users a place to easily view and enter demographic data for a client. This data is
not filtered by the user's placement permissions to prevent the need for dual entry of data. 

The user may navigate to each of the menu options available in the Demographics section by clicking on
the title of the menu category. All sub-categories will display below the selected menu section.

1.7.3 Upload a Picture

The "Pictures" option in the Client Demographics Menu provides a place for users to upload pictures for
a client. The Pictures list will display all pictures that have been uploaded to this screen. The most
recent picture that has been uploaded will display in the Client bar. 

To Upload a Client Picture:

1. 

1.7.4 Court Section

The Court section of the Clients perspective allows the user to manage Court-specific data regarding the
client. This includes Case Information, Charges, Sanctions/Incentives, etc.

To View the Court Dashboard and Menu:



Using iMs Connexis 21

1. Click on the Clients link in the Main Links Toolbar.
2. Enter search criteria to select a client.
3. Click the "View" link that appears to the left of the client's name in the search results.
4. Click on the "Court" link that appears in the Client Toolbar.
5. Click on the correct Tracking Number link that appears in the list.
6. The screen will refresh to display the Court Dashboard and Menu based on the information saved

under that Tracking Number.

1.7.4 Tracking Number

Enter topic text here.

1.7.4     Tracking Number

To Create a Tracking Number:

1. Click on the Clients link in the Main Links Toolbar.
2. Enter search criteria to select a client.
3. Click the "View" link that appears to the left of the client's name in the search results.
4. Click on the "Court" link that appears in the Client Toolbar.
5. Click on the "Add Tracking Number" link.
6. Enter all required information (indicated by red stars).
7. Enter all other necessary information in the provided fields.
8. Click the "Create" button that appears in the bottom left corner of the screen.
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1.7.4     Tracking Number

1.7.4 Obligations
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1.7.4 Referral Contracts
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1.7.5 Treatment Planning

1.7.5 Clinical Diagnosis

The Clinical Diagnosis screen allows the user to create and save multiple diagnoses for a client. This
diagnosis can be tied to Problems listed on the client's treatment plan.

To Create a Clinical Diagnosis:

1.  Click on Client in the Main Link Toolbar.
2.  Search for and select the client.
3.  Click on the Treatment link in the Client Toolbar 
4.  Select the "Treatment Planning" category from the Treatment Menu
5.  Click on the "Clinical Diagnosis" option that appears on the treatment menu.
6.  Select the Diagnostician from the provided drop down list.
7.  Use the Calendar Tool to select the Date and Time when the client was diagnosed.
8.  Enter all necessary information in the remaining fields.
9.  Indicate if the diagnosis is primary by clicking on the "Primary" check box
10. Select a Severity type from the drop down list
11. Select a Diagnosis from the drop down list.
12. Click on any applicable specifiers that may appear once the diagnosis is selected.
13. Click on the "Add" link that appears to the left of the "Diagnoses" section
14. Repeat steps 9 - 13 to add any additional diagnoses.
15. Click on the "Create" button
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1.7.5 Problems

The Client's Treatment Plan requires Problems be identified. To allow treatment professionals to track
traceability, each problem can be tied to a clinical diagnosis, assessment, assessment section, and a
supporting document. The problem requires a common problem name be selected from the drop down
list and additional information regarding that problem can be added to the "Description" field which allows
free text. To track the client's progress with each problem, the user is required to select a problem type
and status. When a client's problem has been addressed as required by the treatment plan, the user
may edit a problem's status and select the "Resolved" option.

To Create a Problem:

1. Click on Client in the Main Link Toolbar.
2.  Search for and select the client.
3.  Click on the Treatment link in the Client Toolbar 
4.  Select the "Treatment Planning" category from the Treatment Menu
5.  Click on the "Problem" option that appears on the treatment menu.
6.  If applicable, enter any necessary data in the "Traceability" section of the screen.
7.  Select the Problem from the drop down list.
8.  Enter a more detailed description regarding the client's problem.
9.  Select a Problem Type from the drop down list
10. Select a Status from the drop down list.
11. Click on the "Create" button



iMs Connexis User Guide26

1.7.5 Goals

The Client's Treatment Plan requires the user to identify Goal and Target Dates for the client to complete
during treatment. To allow treatment professionals to track traceability, each goal must be associated
with an existing problem. The goal requires a Target Date. When a client's goal has been completed as
required by the Treatment Plan, the user may edit the goal's status and select the "Resolved" option. If
the status of a Goal has not been changed before the Target Date, the client's goal will appear under the
"Expired Goal" section of the Home Dashboard.  

To Create a Goal:

1.  Click on Client in the Main Link Toolbar.
2.  Search for and select the client.
3.  Click on the Treatment link in the Client Toolbar 
4.  Select the "Treatment Planning" category from the Treatment Menu
5.  Click on the "Goal" option that appears on the treatment menu.
6.  Use the Calendar Icon to select a Target Date for the Goal.
7.  Enter a detailed description regarding the client's Goal.
8.  Select one or more existing Problems with which the objective should be associated
9.  Select an Goal Type from the drop down list.
10. Select a Status from the drop down list.
11. Click on the "Create" button
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1.7.5 Objectives

The Client's Treatment Plan requires the user to identify Objectives and goal dates for the client to
complete those objectives. To allow treatment professionals to track traceability, each objective must be
associated with an existing goal. The Objective requires a Target Date. When a client's Objective has
been completed as required by the Treatment Plan, the user may edit a problem's status and select the
"Resolved" option. If the status of an Objective has not been changed before the Target Date, the client's
objective will appear under the "Expired Objectives" section of the Home Dashboard.  

To Create an Objective:

1.  Click on Client in the Main Link Toolbar.
2.  Search for and select the client.
3.  Click on the Treatment link in the Client Toolbar 
4.  Select the "Treatment Planning" category from the Treatment Menu
5.  Click on the "Objective" option that appears on the treatment menu.
6.  Use the Calendar Icon to select a Target Date for the Objective.
7.  Enter a detailed description regarding the client's Objective.
8.  Select an existing Goal with which the objective should be associated
9.  Select an Objective Type from the drop down list.
10. Select a Status from the drop down list.
11. Click on the "Create" button
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1.7.6 Activities Section

1.7.6 Client Activity Plans

The Activity Plan screen allows the user to specify which activities the client is required to attend and
the number of participations required for that activity. The iMs Connexis application will calculate the
number of participations completed as the activity attendance is entered for the client. This screen
requires that the user select an Expected Completion Date for the Activity Plan. When the requirements
for an Activity Plan are not met before the Expected Completion Date, the client will appear under the
"Expired Activity Plans" section of the Home Perspective. 

NOTE: The user must create an Activity Plan before enrolling the client in Activities. 

To Create an Activity Plan:

1. Click on Client in the Main Link Toolbar.
2.  Search for and select the client.
3.  Click on the Treatment link in the Client Toolbar 
4.  Select the "Case Management" category from the Treatment Menu
5.  Click on the "Activity Plans" option that appears on the treatment menu.
6.  Select an Activity from the drop down list
7.  Enter the number of required participations
8.  Use the Calendar Tool to enter the Expected Completion Date for the Activity Plan
9.  Select the applicable Frequency from the provided drop down list
10. Enter the Duration in minutes
11. Select the user that will be responsible for managing the client's attendance for that activity  
12.  Click on the "Create" button 
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1.7.6 Activity Enrollment

The Activity Enrollment Screen is organized into three sections:

Planned Client Activities – Displays the Activity Plans that have been created for a Client. 

Currently Scheduled Activities – Lists each activity schedule in which the client is enrolled. 

Available Schedules – Lists all available schedules for each planned activity. Clients are enrolled
in a schedule by selecting the “Add” button next to the desired schedule.
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1.7.6 Scheduled Activity Attendance

Users can use the Activity Attendance screen in the Clients view to manage the client’s attendance for
scheduled activities. When the user selects the View link for an Activity, the correct attendance status
can be selected from the available drop down list. The user may also enter a comment regarding the
Client’s participation in the Activity. 

When the client completes all requirements for the activity as set in the Activity plan, the user may click
on the "Completed" check box to indicate the requirements have been met. This will remove the client
from any future occurrences of that Activity schedule and the activity will appear in the Activity
Completions screen.

The Activity Attendance numbers that appear on both the Activities and Treatment Dashboards reflect
the requirements set in the Activity Plan. When the user changes the attendance status for an Activity
occurrence, these numbers will calculate accordingly.

To Save an Attendance Status for a Scheduled Activity:

1. Click on Client in the Main Link Toolbar.
2. Search for and select the client.
3. Click on the Activities link in the Client Toolbar 
4. Click on the "Activity Attendance" option that appears on the Activities menu.
5. Click on the View button next to the correct Activity and Meeting Date/Time
6. The Activity can be edited in the top portion of the Activity Attendance screen.
7. Select the Status from the drop down list
8. Enter any notes related to the client's participation in the activity
9. Click on the "Save" button 
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1.7.6 Ad Hoc Activity Attendance

In addition to scheduled activities, iMs Connexis allows users to manage the client’s attendance for
unscheduled activities such as AA Meetings or Community Service hours. These unscheduled activities
are called Ad Hoc Activities. The user may enter attendance records for Ad Hoc Activities by clicking on
the activity's link that appears in blue on the Activities Dashboard in the Clients view.  

When the client completes all requirements for the activity as set in the Activity plan, the user may click
on the "Completed" check box to indicate the requirements have been met. This will remove the client
from any future occurrences of that Activity schedule and the activity will appear in the Activity
Completions screen.

The Activity Attendance numbers that appear on both the Activities and Treatment Dashboards reflect
the requirements set in the Activity Plan. When the user changes the attendance status for an Activity
occurrence, these numbers will calculate accordingly.

To Save an Attendance Status for an Ad Hoc Activity:

1. Click on Client in the Main Link Toolbar.
2. Search for and select the client.
3. Click on the Activities link in the Client Toolbar 
4. Click on the blue link for an activity showing in the Activities Dashboard.
5. Enter the Meeting Date/Time for the activity.
6. Select the Status from the drop down list.
7. Enter any comments related to the client's participation in the activity
8. Enter the correct number of occurrences for the activity.
9. Click on the "Save" button 
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1.7.6 Activity Completions

After the client completes the required participations listed for an activity plan and the user selects the
"Completed" check box on one of the attendance screens, that activity will appear in the list on the
Activity Completions screen. This will allow users to review a history of all activity requirements the client
has completed to date.

1.7.7 Calendar Section

The Client Calendar displays a list of each activity or important Target Date scheduled for a client. This
includes target dates for Goals and Objectives, Treatment Plan Revision Dates, scheduled court
activities, as well as all other activity dates. This calendar can be viewed in one of three formats - Day,
Week, or Month; however, the Calendar defaults to the Month format. The user can navigate back and
forth within any given format by clicking on the forward and back arrows that appear in the top left corner
of the Calendar screen.
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1.7.8 Notes Section

1.7.8 Create a Note

Enter topic text here.Users can create treatment notes from all Client-specific screens in iMs Connexis
by selecting the Universal Note icon which appears in the Client Bar across the top of the screen..
Treatment notes can be associated with any existing Problem, Goal, and/or Objective. The most recent
note associated with a problem, goal and objective will appear on the Client's Treatment Dashboard.
Notes can be set as "Private" which limits access to this note to only the user who created the note; all
other users can open the Notes screen and see that a note was added but cannot view the note itself.
Users can also set notes as "Exportable" which means they can be viewed by any user who has
permissions to see the client regardless of the selected placement. 
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To Create a Note:

1. Select the Universal Note Icon labeled "Add Note" in the Client Bar.
2. Select the Note Type from the provided drop down list.
3. Enter a Date/Time using the Calendar Tool.
4. If applicable, select a Problem, Goal, and/or Objective with which the note should be associated.
5. Select "Exportable" or "Private" if applicable.
6. Enter the note in the provided field using any formatting options where appropriate.
7. Left click on "Add."

NOTE: If the user has permissions to see more than one placement for a client, the user must
select which Placement should be active for a note by clicking on the "Make Active" link that
appears below a placement in the Client bar. The green border indicates which placement is
active. Users that do not have permissions to see the selected placement will not be able to
view that note unless the "Exportable" box is selected when adding the note.
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1.7.8 View and Print Notes

The Notes screen displays a history of all notes that have been entered for the client. This list will be
filtered according to the user's permissions. The user may print a note by clicking on the Printer icon
next to the correct note.

1.7.9 History

The History section of the Clients perspective allows the user to review a history of all notes, records,
activities, etc that have been entered for a client. The user may use the provided "Start" and "End" fields
to filter the entries to only those items created during the specified date range. 

1.7.10 More

Enter topic text here.

1.7.10 Accounting

The Accounting section in a client's record will be separated into accounts based on the client's
placements. Each site will have its own account. To view or manage fees and payments for a client, the
correct account must be selected. The user may enter fees in one of three ways - ad hoc fees, sanction
fees, and activity fees. 

If the user enters a fee associated with a sanction or activity which is assigned to a client, that fee will
automatically show in the correlating site's account. Ad Hoc Payments (those not associated with a
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sanction or activity), all fees, and any account adjustments must be added on the Accounting screen.
Users cannot edit or delete a fee; if an adjustment should be made, the user should select the correct
adjustment type from the provided drop down list. The user may print a ledger that displays a history of
all fees, payments, and adjustments created for a client. The balance will automatically be calculated
based on the entries made in the client's account(s). This balance will always display in the Client bar.
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1.7.10 Assessments

The Assessments screen allows the user to record information regarding the client's assessments
scores. Assessment types and sections are created and managed in the Settings perspective. If the
assessment has been created in the Settings, the user can choose to save the client's scores only or a
record of the client's answers for which iMs Connexis will calculate the assessment scores for the user.
This screen also allows users to view and print the client's saved assessments.

To Save Assessment Scores Only:

1. Click on Client in the Main Link Toolbar.
2. Search for and select the client.
3. Click on the Treatment link in the Client Toolbar 
4. Select the "Assessments" category from the Treatment Menu
5. Click on the "Assessments" option that appears under the "Assessments" category heading.
6. Click on the "New Client Assessment" button.
7. Select the Assessment from the provided drop down list.
8. Select the name of the Proctor from the drop down list.
9. Use the Calendar Tool to select the Date and Time the Assessment was taken.
10.Click on the "Enter Scores Only" if applicable.
11.Click on the "Next" button
12.Enter the Score for each Assessment Section
13.If applicable, select the browse button to locate and select a supporting document.
14.Click on the "Next" button
15.Click on the "Save" button

To Enter Answers and Score Assessments:

1.  Click on Client in the Main Link Toolbar.
2.  Search for and select the client.
3. Click on the Treatment link in the Client Toolbar 
4. Select the "Assessments" category from the Treatment Menu
5. Click on the "Assessments" option that appears under the "Assessments" category heading
6.  Click on the "New Client Assessment" button.
7.  Select the Assessment from the provided drop down list.
8.  Select the name of the Proctor from the drop down list.
9.  Use the Calendar Tool to select the Date and Time the Assessment was taken.
10. Click on the "Next" button
11. For each assessment question, select the correct answer(s) and click on the "Next" button.
12. Click on the final "Save" button.
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1.7.10 Drug Tests History

The Drug Tests screen will display a history of all the client's drug test information; this includes both
manually entered drug test results as well as the results imported from the WinTOX lab. 
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1.7.10 Summary Note

The Summary screen provides a place for Treatment Professionals to create a treatment plan update
note. Each of the client's Problems, Goals and Objectives will display on the Summary screen with a
notes box below each. The user may enter a note in the provided notes box which will be automatically
tied to that Problem, Goal, or Objective. The user will then be able to print a copy of these notes in an
organized report that segments these into different sections. 
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1.8 Activities

The iMs Connexis application allows users to create and manage Activities. Activities are designed for
users to record clients' attendance for group sessions, court, community service, AA meetings, etc.
Activities are separated into three parts - Activity Types, Activities, Activity Schedules. In a statewide
system, the Activity Types and Activities are usually managed by a system administrator. The Activity
Schedules are filtered on the Site level. Each Site may have multiple schedules for each Activity.

The "Activities" perspective allows the user to create Activity Schedules, manage attendance, and view
an attendance history for scheduled group activities.
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1.8.1 Manage Activity Schedules

The iMs Connexis application filters each Activity Schedule by Site. In order to ensure that activities are
filtered correctly, each Activity Schedule must be assigned to a Site and an Instructor when created. The
user must also select the exact Start Date and Time and Duration for that Scheduled Activity. These
schedules can be set to recur in many different intervals by selecting from the options available in the
"Recurs" drop down list. For example, if the user wishes to create an activity that occurs on the first and
third Thursday of each Month, he should select the "Week of the Month" option from the "Recurs" list.
When creating a recurring activity, the "Interval" field requires the user to indicate how often the selected
recurrence type will occur. For example, if the user selects "Weekly" in the "Recurs" drop down lists
and enters "1" in the "Interval" field, the activity will be scheduled every week. If "2" is entered in the
"Interval" field, the activity would be scheduled every other week.The user may also indicate on which
day of the week the activity should occur by clicking on the check box(es) for the day(s) on which the
activity should be scheduled. The user may also select "Ad Hoc" from the "Recurs" drop down list if the
Activity does not have a specific schedule (ex. AA / NA Meetings and Community Service).

To Create an Activity Schedule:

1. Select the “Activities” link from the Main Links Toolbar.
2. Select "Activity Settings" from the menu that appears on the left side of the screen.
3. Click on the View button in the "View Schedules" column next to the correct Activity in the list.
4. Select the correct "Site" from the drop down list.
5. Create a name for the Activity Schedule.
6. Select the correct "Instructor" from the drop down list.
7. Use the Calendar Tool to enter a Start Date/Time for the Activity Schedule.
8. Enter the duration of the activity in minutes. (NOTE: This field only allows numeric characters.)
9. Select the correct type of recurrence for the activity from those available in the "Recurs" drop down

list.
10. Enter the correct interval related to the option selected in the "Recurs" drop down list.
11. Enter any other necessary information in the available fields.
12. Click on the "Create" button to save the schedule for an activity.
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1.8.2 Manage Group Activity Attendace

Users may manage group attendance from the Activities screen by selecting the View button that
appears to the left of the correct activity. The list of all clients scheduled for that activity will appear in the
top portion of the screen. The user may then select the correct Attendance Status from the available
drop down list and enter any comments regarding the client's participation in that activity. When a client
has completed the requirements for that activity type, the user may left click on the check box in the
"Completed" column to remove the client from any future occurrences of that activity. Once ALL clients
have a status selected, click "Save" to save the activity attendance for those clients. It is important to
note that Activity Attendance in the Activities perspective must all be entered for all clients enrolled in
that activity at one time.

Only users who are marked as the Instructor for an Activity or users set as Attendance Recorders for a
site may view and manage attendance on the “Activities” screen.

NOTE: Attendance Recorders will be managed on the Site level. Any user with Site Level
Administration permissions can set a user as an Attendance Recorder. 

1.9 Custom Query

Users can create Custom Query Reports on data saved in iMs Connexis. This feature requires some
knowledge of the tables available in the system. At this time, the iMs team suggests that users contact
them to help create a Custom Query. A more in depth training and manual will be provided on this in the
near future. 
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1.9.1 Generate Custom Query Report
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