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The Team Caseload displays all Clients with an active Referral to the Team.  The Team Caseload 

screen allows users to quickly locate Clients, access Client records and information and book 

Clinic and Diary appointments. 

Accessing the Team Caseload 

• Click Menu 

• Click Client Details 

• Click Team Caseload 

 

Filtering the Team Caseload 

View the Teams pane (left of the screen) 

Select Team Name to view all Clients with an Active Referral 

(this screen will auto refresh if you select a different team) 

Filters (allows you to filter on one of the headings) 

Enter Client’s Family Name here to find any Clients with this 

specific Family Name 
 

Select a HCP to view all Clients who are on the selected HCP’s 

caseload 

Select a Waiting List to view all Clients who are on the 

selected Waiting List 

Clicking the Go button will give you the results of the filter you 

have chosen 
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Sorting the Team Caseload 

The Team Caseload can be sorted on the following headings: 

 

Click   for Ascending Order (A > Z) 

Click   for Descending Order (Z > A) 

 

Viewing Client Information from the Team Caseload 

• Click  to display Person Information about the Client  

 

• Click Client’s Name to access their Clinical Portal – Client’s View 

 

• The HCP column displays the name of the Clients allocated Health Care Professional 

• The Next Appointment column displays the details of the next appointment 

• The Waiting List(s) displays any waiting list the Client is currently on 
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Actions from the Team Caseload 

 

There are five actions available from the Team Caseload which are accessed via the 

Action Button 

 

Lists any other HCP who has the Client on their Caseload  

Lists past or future appointments for the Client with your team 

Allows direct access to the Clinic to book an appointment for the Client 

Allows direct access to the HCP Diary to book an appointment for the Client 

Allows user to create a bed request for an Inpatient unit within BCHC (NOT 

used in Trust currently) 

 

Navigating Pages in the Team Caseload 

The Team Caseload can be multiple pages long and can be viewed page by page using the page 

selectors (bottom of the page) 

 

 

Hyperlinks to Other Functions 

Located at the foot of the screen you will find hyperlinks to other Rio Functionality.  They are the 

HCP Diary & Caseload  

 

Clicking on either of the hyperlinks will take you directly to that screen 


