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Starting with Collaborate 
The following screenshots were taken using the Chrome browser. Each browser varies slightly in the way things 

are displayed on the page, so any slight differences you may encounter during this walkthrough using a 

different browser is to be expected. It is recommended to use either Chrome or Firefox browser with the 

Collaborate application, but Internet Explorer Version 8+ is also supported. If you are using an earlier version 

of IE, you will be required to upgrade to a newer version. 

 

Production Site URL: ​https://wvcan.networkninja.com/ 
The Production Site is the live site that will be used on a day-to-day basis.  

 
Stage Site URL: ​https://wvcan.stage.networkninja.com/ 
The Stage site is used solely for testing and training purposes. Data entered on the stage site does not copy over 

to production site. Real clients should not be entered in the stage site. 

Login Screen 
The Login Screen is where you will log into Collaborate with your username and password. This page also 

contains the “Forgot your password?” link. 

 
Your username will be provided to you in an email once your account has been created. Administrators have 

the ability to create user accounts. More information regarding the login process follows.  
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Activation Links 
As a new user, you should have received an email with your username & an activation link. If you have not 

received an email, then you must request an account from your System Administrator. Activation links are 

active for 4 days.  If your activation link has expired, please reach out to your supervisor or admin so that they 

may send you a new activation link email. 

 
Clicking on the activation link will take you to a screen where you will create your own unique password.  The 

Password Rules are determined by your System Administrator.  As seen below, enter your new password and 

confirm it in the second text box, then click continue. This will now be your password moving forward. If you 

forget your password, you can click on the “Forgot your password?” link on the login page. If you have failed 

multiple attempts at logging in, you will be locked out of your account. If you are locked out of your account, 

contact your System Administrator. 
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You will now be forwarded to your profile page where you can enter additional contact information.  

 

 
 
Now click on the Home navigation tab located near the top left of the screen, directly under the Collaborate 

title. This will take you to the home page, which is where you will always be taken to when you log in to the 

application going forward (unless your password has been reset, in which case you will need to complete the 

previous password reset step again). 
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Home Page 

 
Navigation Tabs 

 
● Home - View your case assignments, tasks and recent cases, as well as create new cases 

● Cases - List of all cases in the system 

● Calendar - View and edit Calendar 

● Case Reviews - Review requested Case Reviews and schedule Case Review Staffings 

● Documents - Build new documents and templates, upload documents, and view documents (pending 

permissions granted by your administrator) 

● Contacts - Contact Management 

● Organizations - Organization Management 

● Reports - Build new reports, and view or run existing reports (pending permissions granted by your 

administrator) 

● Staff and Sites - View and manage Staff and Sites (pending permissions granted by your administrator) 
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Listviews​ - The Case Assignments, Tasks, and Recent Cases lists are examples of listviews. Listviews list 

information in a table format. For the most part, all listviews around the application function in this way. On 

the top right side of each listview are up to 3 options that vary depending on the listview.  

 

1. Reset​ will refresh the information listed in the listview, in case something has changed behind the 

scenes via other user(s) activity. Reset will also reset any Filters you have in place.  

2. Show/Hide Filters​ will drop down a list of options that you can use to filter the results returned in a 

listview. This can be very useful when viewing a listview with a lot of options to quickly filter down the 

options to find the exact one you are looking for. 

a. Pictured below is what the Tasks listview looks like with filters expanded out. Depending on the 

type of field you are wanting to filter, there is an appropriate filter field to make filtering as easy 

as possible. You can filter on just one field, or every field for which there is a corresponding 

filter. Once you have set all of your desired filter options, simply click the Filter button and the 

results will be updated. Most listviews through the application have the ability to Filter on 

certain columns. Keep in mind that filters are “sticky,” meaning once you set them, they stay 

that way until you change or Reset the filters.  

 
3. Export to Excel ​- The third option in a listview allows you to export the results currently displayed in 

the listview to an Excel document. Simply click the green Excel icon in the top rightmost corner and a 

save dialog will open. If you want any filters applied to the Excel document, make sure you have clicked 

the filter button and the results have been updated in the list before exporting to Excel. Please note that 

this option is not available in some listviews. 

 

Case Assignments -​ Assignments allow you to assign an entire case, or a particular service on that case, to 

another Collaborate user. You can set assignments to start and end on specific dates. 
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My Tasks / All Tasks ​- Tasks are a way of setting reminders with due dates and a status. All of your 

outstanding tasks will display in this home page list. You can add a “New Task” from the Calendar for custom 

Tasks.  

 
Recent Cases​ - This is a list of the most recent cases you have accessed (clicked on).  
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Creating a New Case 
There are two ways to navigate to the Client creation screen: 

1. From the home page, click Create New Client under the Create New Case box on the right side of the screen: 

 
2. From the Home page, you can navigate to the Cases tab, where you will have the same options: 

 
 
As displayed in the image above, under the Create New Case box, along the right side of the screen, there are 

two options: 

● Create New Client​ - This is the standard intake process that creates a new client and a new case for 

this client 

● Create New Associated Person​ - This intake process has minimal demographic questions and is 

intended for related/associated people of the Client (i.e. Parents, family members) 

● Create New Pre-Intake​ - Pre-Intakes are performed when a potential client calls in or is referred to a 

center. 
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From the Cases page, you can create a new case, and view all cases in the system (if your role permits you to 

view cases). For this portion of the guide, we are going to focus on creating a new client. 

 

Click the Create New Client option. You should now see the following conflict check screen. 

 

 

Conflict Check 
Before creating a new case you are required to perform a ​conflict check​. Conflict checks search existing cases 

in the system to ensure that there is not already a case for the client being checked in. Only the first and last 

name are required and are a good place to start. If you do not know the name of the client, you can select No for 

the “Has this person been identified?” question. 

 

Below is an example search where there is already an existing client in the system: 
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For the Create New Client portion of this guide, we will search for a name that does not already exist.  

 

The resulting search will look the same as above, but with no items in the listview (see example below): 

 
Once the Conflict Check has run, click on the Create New Client button.  
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Filling Out Intake 
Clicking the Create New Client button will take you to the first step of the intake process. 

 
 
The right side of the screen has the​ intake process overview​. The step you are currently on is in ​bold​. As 

you step through the intake and complete each section, the previous sections will show up as a link so you can 

easily navigate around. You are required to step through the intake in order however, so until you complete the 

previous step, the next steps will not be available. Once the entire intake is completed, all steps will be links for 

easy editing. 

 
The ​client snapshot (or client summary)​ is also located on the right side of the screen, directly below the 

intake overview. This provides a quick overview of the client and should display all relevant information 

necessary to represent the status of a client's case at a glance. Some of the options may be updated directly 

from the snapshot. These options have blue title text and are links that you can click on. You will then be 

forwarded to the appropriate page to update the existing value for that option. It is recommended to complete 

the intake process before updating any of these options. 

 
 
We will now look at some individual fields of the intake to demonstrate different types of data and how they are 

collected in Collaborate.  
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Aliases 
If a client has any ​Aliases​ (e.g. maiden name, nickname, Chuck v. Charles), this information can be added 

during intake.  Multiple Aliases can be added by pressing the Add Item button. Also, Aliases can be removed by 

clicking the Remove Item button.  Aliases will appear on the Client Profile page once the Intake has been 

completed.  
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Date Fields 

 
 
Date fields ​require a very specific format: MM/DD/YYYY. If the date is not entered in that format, the value 

will fail validation and you will be required to fix it before moving on. To ensure proper format, it is 

recommended to use the datepicker that is available on all date fields. Click the calendar icon to the right of the 

date field to view the datepicker and choose a date. Also, there are some date fields where the default value will 

automatically be set to the current day’s date. As demonstrated here, the initial intake date is assumed to be the 

current date, but if that is incorrect, you can still update it. In some cases around the application, this “created 

on” date will not be editable and the date will simply show up as text. 

Toggler Rows 

 
In several places throughout the application, you will encounter “Add” buttons in the middle of a form that, 

when clicked, will expand more questions or allow you to add more entries. These are called ​Toggler Rows​. 
In the examples above and below, if you click the “Add” button, it will display another form to collect additional 

numbers. 

 

 

collaboratesoftware.com Developed by  

 

http://collaboratesoftware.com/


 

 

 

Dropdown 

  
 
Dropdown​ fields allow you to choose a single value from a predefined list of options. It is important to note 

that most dropdown fields are editable by your system administrator. If you notice that there is an incorrect 

option that should be removed, or an additional option that needs to be added, let the admin know and they 

will be able to correct it without having to submit a ticket to Collaborate. 

Other Dropdown 

 
Some of the dropdown fields have an “Other” option which, when selected, will drop down a text field to 

provide a custom value that is not listed in the select dropdown.  These are called ​Other Dropdowns​. If you 

notice that you are regularly using the “Other” option for a value that is not listed, it is very important to report 

that to your system administrator so they can add that option as it makes it difficult to report on values that are 

not already listed in the select dropdown. 

Multi Checkbox Select 

 
Multi Checkbox Selects​ are also very common throughout the application. They work similarly to 

dropdowns, but instead are displayed as checkboxes and allow you to select multiple values. As with the 

dropdowns, all values are editable by the administrator. Some multi checkbox selects will also contain an 

“Other” option, which will display the Other text field below for a custom value.  
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Search Box Select 

 
Search Box Selects​, such as the Primary Language example above, will appear as a blank text field, with a 

magnifying glass in the right side of the field. To use this field, simply start typing the word you are looking for 

and any matching values will be returned. An important note when using this field type: You MUST either hit 

Enter to select the value, or click on one of the values returned in order to select it. If you simply type the entire 

value out in the field without selecting an option, that value will not be saved. You can confirm the value has 

been added by seeing the name added above the search box as shown below. 

 
The search box select works similarly to dropdowns, meaning the values can be managed by the administrator. 

For example, if your search is not returning the expected language, you would need to contact your admin to 

have them add the language to the list. If you accidentally add the wrong value from returned results, you can 

simply click the blue [Remove] button, and that option will be removed. Alternatively, you can also perform 

another search, click the correct value, and the previous value will be replaced.  

 
There are several places around the application that allow for adding multiple values from a search box, in 

which case, each time you click a returned result, it will be added to the existing values above the search box. 

These types of search boxes will have additional text in the field label that indicate multiple values can be 

added. 
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Zip Code Search/Autofill 
For address fields, the application allows you to enter the zip code first which will search the database and auto 

populate the city and state values.  This is called an ​Autofill​. If you enter a zip code and the city and state are 

not automatically updated, that zip code has not been entered into the database. For performance reasons, only 

the state your organization is in is loaded into the database. If you find yourself regularly entering out of state 

clients, notify your administrator and they can coordinate with the Collaborate staff to add the additional state 

to the database. 

 
1. Begin typing the zip code into the Zip Code field. As you type, the system will search the database for 

matching zip code results. 

 
2. You can either type the full zip code, or select from the populated options. 

 
3. Once you have entered or selected the zip code, the program will autofill the City, State, and County for 

you. 
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Conditional Questions 
 

 
There are many places throughout the application that will ask one question, and depending on the answer 

provided, will possibly ask additional related information.  This is called a ​Conditional Question​. A basic 

example of this is the Disabilities question. When the answer “Yes” is selected, the details field will drop down 

so you can provide further information, if known and/or available. 

 
 

Contact/Organization Search 

 
 
This is another type of search box which allows you to search for existing Contacts, and Organizations. The 

example used above is for Contacts, but the same functionality is similarly used for Organizations (use the 

button for organization instead of searching). There will be text below the label that identifies which type of 

search addable field it is, for example Search for contacts.  

 

As with the Search Box Select, you simply start typing the name of the contact or organization you are looking 

for, and any related results will be returned. The difference with this box is, when you search for an item that 

does not exist (e.g. the Test Contact in the picture above has not yet been entered into the system), a result will 

be returned that says “No Results.”  
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Required Fields 
Some questions/fields in Collaborate are required. Required Fields are indicated by a red asterisk after the 

question. 

 
If a question is required, you will not be able to continue to the next step of the intake process until that 

question has been answered. An example of this is the Date of Birth question on the first step of intake. If you 

do not provide a value and try to click the Continue button at the end of the form, you will get a validation error 

notifying you of the issues blocking you from continuing. You can click on the error to go directly to the 

question that is causing this validation: 

 
 
This should now give you enough information about working with forms in Collaborate to complete the rest of 

the intake.  
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If you select the Save & Continue button on the first step of intake, but do not complete the full intake process 

for the client, the Case Status will be marked “Incomplete Intake.”  This will be indicated by a notice at the top 

of the profile with a link to Resume Client Intake. 

  
There will also be a notification (also containing a Resume Intake link) on the right side of the page in the 

Client Profile section. In order for the case status to be Open, you must complete all steps of the intake. 

 

Once you have completed the final intake step, you will be forwarded to the Intake Profile page and see that the 

case status is now Open. 
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Client Profile Page Overview 
Below is an example of the Client Profile Page once the Intake process has been completed: 
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Relationship Actions 
Now take a look at the Relationship Actions box on the right side of the screen, beneath the Client Profile, and 

Add a New Service boxes. 

 
This is where you will create a new Associated Client, Associated Person, and/or Alleged Offender. Notice there 

is also a Quick Add Associated Cases link. The Quick Add Associated Cases page allows you to add basic 

information for associated cases (no matter the case type) all on one page. Keep in mind that, when creating 

cases this way, you will be creating Incomplete cases that you will need to go back and edit so that they are 

updated to Open status. 
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For this walkthrough we will create a New Alleged Offender. To do so, start by clicking the Create a New 

Alleged Offender link. You will be taken to the following page: 

 
In the top section, you will see the Case ID of the Primary Client to whom this Alleged Offender is related. You 

have the option to set a Relationship, if one exists. For this example, we will choose Neighbor.  

 
Now, just like before, you will perform a Conflict Check search to ensure that this person does not already exist 

in the system. Once you are ready, select the Create New Alleged Offender button to create the case and you will 

be forwarded to the intake screen. 
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You will notice that the intake for an Alleged Offender is not the same as the intake for a Client. All intake types 

will be different. 

 

Once you complete the intake and are on the profile page, you will be taken to the Associated Relationships 

page for this particular Alleged Offender. If you have more relationships to add to this offender, you can do that 

here. You can also view the relationship that was just added by viewing the bottom of the screen.  Once you are 

done adding any applicable relationships to this offender, click the Continue button and you will be taken to the 

Alleged Offender profile page. 
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From the Alleged Offender profile page, you can navigate to the Associated Relationships tab to view all 

relationships to that case. 

 
You will see the related Client case listed. Click on the ID# to be taken back to the client case. From that profile 

you can also view the Associated Relationships, which will list the Alleged Offender, and any other related cases 

you create. 
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Changing Case Types 
From a Client Profile page, take a look at the status bar on the right side of the screen that identifies the Case 

Type and Case Status.  This is called the ​Client Snapshot​.  You are able to update the Case Type via this 

Client Snapshot. 

 
 
You may change the case type by clicking on the “Case Type” link. After clicking on the link, you will be taken to 

the following page: 

 
Notice that the case is already listed as the case whose case type should be changed. However, you can change 

this case by searching for another case in this search box. As noted on the screen, you may search by case 

number or name.  You will also notice that the current case type is highlighted. Here you may select the new 

case type that you want assigned to the case.  
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In this example, we have selected Associated Person as the new case type. Please note that, as soon as you select 

the new case type, you will be routed back to that case profile page, and can see the new case type reflected.  Be 

sure to complete the intake process after you have updated the case type.  
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Documents 
Documents functionality is available in most parts of the application. You can upload documents from client 

profiles, services, and notes. To upload documents, start on a client profile, select Manage Documents, under 

the Actions box on the right side toolbar. 

 

This will take you to the Documents page: 

 

When uploading a document, you have the option to set a Document Title. While it is not required to fill out 

these fields, it is highly recommended that you enter information into these fields.  Doing so will allow you to 

easily find the documents in the future. If you leave the Document Title empty, the title will default to the file 

name that is uploaded. 

 

Select the Choose File button and a file selector will be opened. Once you have selected the file you want 

uploaded, you can either click on Continue, or (if you are adding multiple documents) you can upload another 

file by selecting Upload and Add Another. Once you are finished uploading all of your documents, click on 

Continue to be taken back to the Client Profile page. 
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At the bottom of the Client Profile page, select the Documents tab to see the list of all Documents that have 

been uploaded for this client. 
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Case Notes 
Look back at the right side Actions box and select the Add Case Note link. Like Documents, Note functionality 

is available in many places throughout the application. You have the ability to email a note to someone through 

the Communications section. You can also attach a document to a Note if the document should be specifically 

referenced in the note. 

 

After filling out the note information, select the Continue button to be forwarded back to the Client Profile 

page. The Case Notes tab at the bottom of the Client Profile page will display any added Case Notes. 
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Case Assignments 
Case Assignments allow you to assign a Case to one or multiple staff member(s), allowing the Case to display on 

the assigned Staff’s Home Page in the Case Assignment listview. 

 

To add a Case Assignment, select Add or Edit Assignments from the right side Actions box on the Client Profile 

page. 

 

You are able to select the Assignment Type (e.g. Service Provider), the Contact to whom you wish to assign the 

case (via the Contact field), add any pertinent notes, as well as the start and end date of the Assignment. If you 

are adding a single Staff member to an Assignment, select Save and Return to Case. If you would like to add 

multiple Staff members to an Assignment, select Save and Add Another Assignment. 
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The Case Assignments will be listed on the Case Assignments tab on the Home page, as well as on the Client’s 

Profile page under the Assignments tab. 

 

 

Assignment Enhancements Guide 
An in-depth Case Assignments guide is available upon request. Please reach out to ​cacdev@networkninja.com 

or your Admin to receive a copy of it. 
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Alerts 
Alerts allow you to place a colored Alert above the Client’s name. This alert displays anytime the Client is 

selected. This is a great way to notify others of information such as a latex allergy, a violent tendency, words not 

to use, etc. 

 

To add an alert to a Client’s Profile select Manage Alerts in the right side Actions box, 

 

Adding an Alert Title is optional, however the Alert Message and Color Scheme are required. Alert Titles will 

appear in bold at the top of Client pages, along with the Alert Message.  The Alert start date/time defaults to the 

current date/time, but you can also choose when the Alert will start and end displaying on the Client Profile. 

When you have entered the desired alert information, select Continue. 

 

Once the Alert is active, it will be displayed above the Client’s name. You can manage the Alert at any time by 

selecting it from the Alerts listview on the Client’s Profile page. 
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Tasks 
Tasks allow you to assign a Task to yourself, or other Staff members, and have the Task displayed on the My 

Tasks Home Page listview. You can use Tasks in many different ways; following up with a Client, reviewing a 

Case, prepare for an FI, etc. 

 

From the right side Actions box, select “Create New Case Task” 

 

At a minimum, you must enter the Title, and select at least one User, though you can add multiple Users who 

the Task will be assigned to. The List Date defaults to today’s date (the date the Task will display in the User's 

My Task list view on the Home Page), but if a Task isn’t due for a few weeks, you can choose the date you’d like 

it to display. 

 

In addition to being displayed on the My Tasks Home Page listview for the Staff that have been assigned a Task, 

all Tasks are listed on the Client’s Profile page under the Tasks tab, where they can also be modified. 
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Contacts 
To view all contacts that have been entered into the system and to add new contacts, go to the Contacts tab. 

 

All users that are entered into the system also have a contact record created for them. To view/edit any of the 

contacts, select the contact name to be forwarded to the contact profile page. This functionality works just like 

any other profile page. To add a new contact, click on the Create New Contact link in the Options box on the 

right side of the screen. It is very important to always search before creating a new contact to avoid duplicate 

records. 

 

Contacts cannot be deleted from Collaborate. The reason for this is because contacts are used throughout the 

application in multiple areas, such as intakes and services. If a contact was deleted, it would then be deleted 

from any form that it was used in. Instead, you can disable a contact so it will no longer appear when searching 

in the application. The disabled contact will still appear in any forms that it has already been added to, and it 

will also still be available for reporting purposes. 

 

Users are also accessed via this tab. Keep in mind that only some roles will have access to Users. 
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Organizations 
To view all organizations that have been entered into the system and to add new ones, go to the Organizations 

tab. 

 

To view/edit any of the organizations, select the organization name to be forwarded to the profile page. This 

functionality works just like any other profile page. To add a new organization, click on the Add New 

Organization link in the Options box on the right side of the screen. It is very important to always search before 

creating a new organization to avoid duplicate records. 

 

Organizations cannot be deleted from Collaborate. The reason for this is because organizations are used 

throughout the application in multiple areas, such as intakes and services. If an organization were to be 

deleted, it would then be deleted from any form that it was used in. Instead, you can disable an organization so 

it will no longer appear when searching in the application. The disabled organization will still appear in any 

forms that it has already been added to, and it will also still be available for reporting purposes. 
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Calendar 
The calendar tab can be very helpful for organizing events, setting deadlines or creating appointments. The 

home page can show your schedule by the day, week, month or just list upcoming events. 

 

For this walkthrough we will create a new event. Click on the New Event link located in the options box to the 

right side of the screen. This will take you to the Event Details page. 

 

The event Type, located beneath the Location Details text box in the first section, color codes your calendar. For 

this walkthrough, select General under the Type dropdown menu. Then, fill out the necessary requirements for 

the form, and scroll to the bottom of the page. Then click on either Save and Return to Calendar, or Save and 

View Event.  
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Your event will appear in your calendar as pictured below. You can also change the color coding scheme of your 

calendar with the Color Key box on the right side of the page. 

 

To edit or update an existing event, click on the event name to be taken to the Event Details page. Then, click 

on the Edit this Event link in the Event Options box on the right side of the page. 

 

You will then be able to make any desired changes or updates to the currently existing event.  When finished, 

scroll to the bottom of the page and click on either Save and Return to Calendar, or Save and View Event. 
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Client Services 
Now we will discuss Client Services and how to create them.  Client Services are located on the Client Profile 

page.  New services can be added via the Add a New Service box on the right side of the page. 

 

 

Notice there are two buttons below the service type drop down, Conduct and Schedule. Conduct will take you 

directly to the service form to begin filling out that service. Schedule will take you to a form to enter 

appointment details so you can schedule a future service on the calendar. 
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There are two categories of services: Elaborate Services, and Simple Services.  

 

Elaborate services are specialized services containing fields unique to that specific service (e.g. Criterion B 

(Intrusion) question in the “UCLA PTSD Index” service). 

 

Simple services include the same fields, regardless of “Service Type,” program, or name.  See Examples below: 

 

 

Both Elaborate and Simple Services contain Date, Time, and Service Provider information.  ​For this guide, we 

will schedule and conduct an example Elaborate Service.  
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Scheduling Services 
To Schedule a service that will be performed at a later time/date, select the desired service from the dropdown 

menu, and then click “Schedule.”  You will then be taken to the Appointment Creation page. 

 

 

After filling out the appropriate information, click “Save.”  This appointment will now appear on your Calendar, 

as well as on the Client Profile.  
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Conducting Services 
When you are ready to Conduct the scheduled Service, select the service in the Services listview on the Client 

Profile page to be taken to the Appointment page. From the Appointment page, click on “Edit [Service Name]” 

on the right hand side in the Actions box. 

 

Alternatively, if you are conducting a service immediately, you can select the desired service from the 

Dropdown and click on “Conduct.” 
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Service Fields 

 
Every service form will have different fields with different functionality. However, they all share the same set of 

core fields, which are the following: 

 

● Service Provider​ - This is the user or contact performing the service. This value defaults to the 

current user, but may be changed, and many contacts can be added. 

● Date of Service​ - This is the date that the service is performed. The system will default to today’s date, 

but this can be changed to a date in the past or future. 

● Start Time​ - This is the time the service begins. This start time is used for calculating the duration of 

time spent on the service. 

● End Time​ - This is the time the service ends. This end time is used for calculating the duration of time 

spent on the service. 

● Time Spent​ - This is an auto-calculated field that will display the duration of time based on start time 

and end time entered. 

● Service Location​ - This is the location, or organization, at which a service is performed. 

 

After you have filled out the core fields, you can proceed to fill out the rest of the questionnaire.  Once the 

questionnaire has been filled out, you can click on “Save and View [Service Name]”. 
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Filling out the questionnaire and clicking Save and View [Service Name] will bring you to the service summary 

page, where you can see the read-only view/summary of the completed service. Notice there is an Actions box 

on the right side of the screen. The Actions box will allow you to do various things to services (e.g. Edit, 

Download). 
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Service Actions 

 

 

● Edit [Service Name]​ - Allows you to go back into edit mode for that service 

● Copy this Service- ​Allows you to copy the service to other cases in Collaborate 

● Add or Edit Assignments​ - Allows you to create assignments specifically for this service 

● Edit/Create Appointment​ -  Redirects you to the Edit / Schedule “Service” Appointment screen for 

this service 

● Manage Documents ​- As with the client profile, you can upload a document and add it to a service. 

This functionality is exactly the same on a service as it is on a case. 

● Add a Service Note​ - Allows you to add notes regarding the service to the service itself 

● Create Service Task​ - Allows you to create tasks specifically for this service 

● Download as PDF​ - All services can be downloaded as a PDF for easy printing 

● Delete this Service​ - Allows you to delete a service (pending permissions granted by your 

administrator) 

● Return to Case Profile​ - Allows you to return to the client profile associated with the service that was 

just conducted 
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Service Locking 
Some services have the option of being locked. Locking services prevents any further changes from being made 

to the service. ​Once a service is locked, it cannot be unlocked. 

 

Batch Simple Services 
Batch Simple Services allow you to add multiple Simple Services to a Case, without having to enter each Service 

individually. To perform a Batch Simple Service, click on the Batch Simple Service link on the right hand side in 

the Add a New Service box. 

 

This will take you to the “Create Simple Service Batch” page. 
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The top part of the Simple Service Batch form contains default information, which can be copied to the various 

Simple Services you add during the batch process. 

 
Once the default information has been entered, select the desired Service Type via the dropdown menu under 

Service Type. You can now select Copy all Default Values to this Service (and adjust any fields as needed), or, 

you can select individual fields you would like to copy by selecting the appropriate Copy Default button for each 

field you would like copied over.  
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Additional Simple Services can be added by selecting the Add button in the bottom right corner.  

 

 

Once the desired Simple Services have been added, select Process Simple Service Batch, and the Simple 

Services will be applied to the Client. 
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Quick Simple Service Batch 
An even faster way to create a batch of Simple Services is to click on the Quick Batch Simple Service link in the 

Add a New Service box.  This will take you to the “Create Quick Simple Service Batch” page.  Where the batch of 

simple services can be created all on one page. 

 
Notice that the Simple Service Types box functions as a Search box.  Start by typing in the first few letters of the 

service you are looking to create, and a list of options will generate.  Once you have found the desired service, 

click on it, and it will be listed in the box.  If you do not know the name of the service you are looking for, 

clicking in the box will display the full list of Simple Services to choose from. 
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Services Listview 
Added Services are displayed in the Services tab of the listview at the bottom of the client profile above the Case 

Notes and Documents listviews. 

 

 

This concludes the Collaborate Training Guide. 
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