
HOW TO SEND A CASE NOTE AS AN ALERT 

 

From the Case Note click on 'Update This Case Note' 

 

 

Click on 'Update Case Note' 

Note: This cannot be done if 
Case note has been finalised. 

Click here under the heading 
'Regarding Assessment' 
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Click on 'Select another user to be 
notified' 

This will take you to the next page 
which is an LCS search engine 

Note: Also check lists 'Notify Role' & 
Notify User(s) and tick boxes of those 
required to be informed such as; Social 
Worker, Team Manager, Practice 
Manager and Residential Managers. 
You may not need to progress any 
further and can go to update in the 
top left hand corner (see green 
arrow).

Click on 'Update' if the 
users required to be 
ALERTED have been 

identified. 

To search for EDT or another 
user/group type in here. 

Note: Remember to use the % 
symbol when searching. 
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Click on 'Confirm' if 
you find the correct 

user/group.
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Click on 'Select another user to be 
notified' if further users/group are 

required to be ALERTED. 

Note: Also check the new user/group 
you have added has appeared in the 
list and is ticked to be ALERTED. 

Click on 'Update' when 
you have identified all 

users/group you wish to 
ALERT about the case 

note.
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