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1. Group Registration
a. Type “Group Registration” in Search Forms text box in the Forms & Data widget. 
b. Double click on “Group Registration” in the drop down menu.
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c. Enter the new group name in the search field, click Search.
d. Click New Group.
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e. Click Yes on auto assign next ID number.
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f. Group name will auto populate based on your search, enter all RED required fields. 
g. Click Submit.
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2. Group Member Assignment 
a. Type “Group Member Assignment” in Search Forms text box in the Forms & Data widget. 
b. Double click on “Group Member Assignment” in the drop down menu.
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c. Enter client name in the Select Client Search bar.  
d. Double click on the desired client to be added to the group.
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e. Double click on the appropriate program assignment.
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f. Enter all RED required fields.
g. Click Submit
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3. Edit Group Registration Date
a. Type “Edit Group Registration Date” in Search Forms text box in the Forms & Data widget. 
b. Double click on “Edit Group Registration Date” in the drop down menu.


[image: ]

c. Enter the Red required fields.
d. Click Submit
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4. Group Termination
a. Search “Group Termination”
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b. Search for the desired Group you wish to terminate.
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c. Enter “Group Termination date”
d. Click Submit
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5. Delete Group Termination
a. Type “Delete Group Termination” in Search Forms text box in the Forms & Data widget. 
b. Double click on “Delete Group Termination” in the drop down menu.
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c. Search for the desired group
d. Click Submit.
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