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A useful but often overlooked feature in Brittco is the Calendar. You can use it to track Events, Tasks, and
other information for the people you work with.

click on the Settings
button.
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The first time you open it, however, you will see ALL
the Clients you have permission to see, which can
seem overwhelming.
m & @ TanerHannah | To filter what you see,

From here you can fi

Iter the entries.

Clients:

@ All Clients

O My Caseload

O Supervisees Caseload
O Specific Clients

See All Clients or only
those on your Caseload.

Staff:

@ All Staff

O Myself Only

O Supervisees

O Specific Department
O Specific Staff

This filter will not affect most
users. Use it to return staff
events or trainings, only.

Task Categories: \

Environmental Mod / Eqpmt
HIPAA Privacy Notice

ISP Review

Media Release

Qutcomes Monitering

Prior Authorization

RNQA

Filter Tasks by
Category.

Task Categories:

ISP Review % Outcomes Monitor|

= You can add more
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HIPAA Privacy Notice
ISP Review

Media Release

Prior Authorization

RNQA

than one category.
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Task Completion: \

All Tasks

Incomplete Tasks
Completed Tasks

Filter by all tasks,
or those that have
or have not been

Event Categories: '

completed.

Filter Events by Category.

Clients:
™ . - All Clients
— Show Client Birthdays Use the . gg@f‘wjfd Combine options to limit what
‘.' Show Client Span Renewals checkboxes to © speati clients displays on your Calendar. This
L i . .
= Show Client Tasks manage what — example will display the due dates
L) Show Staff Trainings '

[J Show Events

displays on your
Calendar.

CAUTION: If you choose to display birthdays for All
Clients, your calendar will fill up quickly.

ISP Review X

Event Categories:

U Show Client Birthdays
‘rlwe.’vISpanRenewa\s
jow Client Tasks

U Show Staff Trainings

O Show Events

for ISP Reviews, only for Clients on
your caseload.

Please call the IT Department if you have any questions regarding the information presented here. The
extension for the IT Help Desk is 7878.
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