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Opening the Group from the Schedule 
1. Click “Document Group” from your schedule 

 
2. Create the Group 

1. Enter the start time and the end time the group was scheduled 
2. Choose the appropriate topic 
3. Click “Create” 

 
3. Add Attendees and Create the Group note 

Scope 
☒  Behavioral Health 
☐  Dental 
☐  Primary Care 
☐  School-Based 
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1. Click the green plus sign to add members to the group. *Only add clients who 
attended! 

i. If a client isn’t listed on your schedule, but is in the group, you can schedule 
the client for the correct time on your schedule, and then be sure to request 
for the support staff to update the roster. 

1. Rosters must remain updated in order to have the correct clients 
listed. 

2. Click the X to remove people if needed 
3. Click add me to add yourself as facilitator, you can add others if necessary 
4. Fill out all the pink variables 
5. Click “Continue” 

 

Charting Each Client 
1. The first client will open on the group documentation activity. The client you are working on 

is visible in the top left corner. 
a. Deleting everything below the blue highlighted text at the top of the note. Then use 

the .CCBHGROUPINDIVIDUAL dotphrase. Click “sign when signing visit” done with 
your note. 

b. *** Make sure you say “yes” to the SUD question if this is a SUD group!!  
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2. Episode and Chief Complaint 
1. Make sure there is an SA10 episode and it is linked 
2. Click Chief Complaint 
3. Add “group counseling” (you can use the wrench to make it a quick button!) 

 

3.   Quick Questions 
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1. Click “quick questions” 
2. Enter the appropriate program area 
3. Enter the appropriate place of service 
4. When finished click “close” 
5. Use the wrenches to make quick buttons!! 

 

4.  Diagnosis 

1) Click on the “add dx” button in the bottom tray on the left 
2) Make sure the blue diamond is next to right dx. Click to move the blue diamond if 

needed. 
a. Mental Health group = mental health dx 
b. SUD Group = SUD dx 

 

6. Add a LOS 
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i. Click on the Level of service button in the bottom right area 
ii. Click on your group quick button (email epic support if you need a button!) 
iii. Add the start and end time the client you are charting on attended the group. 

 
7. Check for errors and sign the visit 

i. If you forgot something a red error will appear at the top. Click the link to fix 
the error and then click refresh.  

ii. When there are no errors click “sign and next” to go to the next client in the 
group.  

iii. Repeat the above for each client.  
iv. Congratulations you charted your group in EPIC!!!! 

v.  
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Supportive Information 
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