
How to Edit Therap Case Notes



Click on Individual 
Click on Search 
This is one way to access the case 
notes. You can also get to the case 
notes by clicking on Individual 
Home Page, and then looking up 
the member, and going to their 
Individual Home Page. 
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Type the Member’s Name in 
the Individual Box
Click on Search 
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Click on the case note you 
wish to edit. 
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Once the case note is 
open, click on Edit. This 
will take you to the page 
where you can edit the 
case note. 

When you are done editing 
the case note, click on 
Update. 



Editing Case Notes in Therap: Viewing the 
Case Note’s Update History

Once you update the case note, 
you will get this type of message 
telling you it has been 
successfully updated. If you click 
on List, it will bring you back to the 
lists of case notes. Click the case 
note whose update history you 
want to view. 

When you are back in the 
case note, if you click on the 
little “i” next to Submitted, a 
history of the case note’s 
Updated History will appear. 
Click on Update History
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Once you click on Update 
History, a box like this will 
appear. Click on which 
versions you wish to 
compare. You will need to 
select an Old Version and a 
New Version that you wish to 
see what changes were 
made. Then, click on Show 
Difference.  
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Once you have clicked on 
Show Difference, a view of 
the case note will be shown. 
In this view, it will show you 
what parts of the case note 
were deleted (in red with a 
line through it) and the parts 
that were added will be in 
green.   
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