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Cheat Sheet - Accessing BAT, GPT and the
BAT Exemplars

How to access BAT and GPT

When you login to Socrates and come to the home page, click on CLIENTS.
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Task List
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Workflow Tasks

\DYOU have no current workflow tasks. Hide 'Finalised Awaiting Export' L] Search Tasks (2 Sort Tasks [§]

Additional Client Tasks

(1) You have no current additional tasks. Search Tasks (2 Sort Tasks [§]

This then loads the Client Search area, where you can search for the client.
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NHI Number: [ | Date of Birth:
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Given Name: Preferred Name Only: l_i
Phone Number:

| Search |

Spell Check ?



On the Maintain Client screen, click on Reports and Letters in the left-hand sidebar.
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Name
Address
DOB, Gender, CSC and Notes

Ethnicty NHI Number:
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Disability and Funder |§!|
Resident Status
Dependents and C Historical Client Names
ACC and Dein: ®
Associated Clients —
Reports and Letters ¥
Next, click the drop-down menu to select a Letter Type.
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Delete | Description Created Type
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Then select either Residential BAT or Residential GPT from the drop-down menu, based

upon what you want to do.
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NASC Review Form




IN-CONFIDENCE

Click on Generate Letter.
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This creates a copy of the BAT or GPT stored in the Client Letters section for that client.
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DOB, Gender, CSC and Notes . .
/&% Client History Report
Ethnicity &
Language Client Support Plan Summary Report

Comms. and Contacts

A, - n . 5
Disability and Funder Service Coordination and DSS Service Report

Generate Letters

Resident Status

Dependents and Carers Letter Type: | Residential BAT bt ‘
ACC and Deinst

Associated Clients Generate Letter D
Reports and Letters

escription Created Type
P On YpP
Residential BAT for Client 0000000 created at 0905 Mon 10/11/2025  Residential BAT

10 Nov 2025

Accessing the Facilities List

e Loginto the Reporting Server
e Open the folder residential Pricing Model
e You will find the Facilities List excel file in this folder
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Accessing the BAT Practice Exemplars and Training file

e Loginto Socrates
e Go to the Help menu and select User Guide
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| #, Change Passww USER GUIDE 1!Tasks
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TRAINING

Workflow Tasks

\D You have no current workflow tasks. Hide 'Finalised Awaiting Export' IQ Search Tasks 2 5 Sort Tasks E]
Additional Client Tasks

@ You have no current additional tasks. GomEn RS Q@ Sort Tasks E]

e Onthe page that loads, click on ‘+' next to the Residential Pricing Model folder

e Inthis folder are each of the exemplar files to open and save a copy of, for each of
the self-paced learning scenarios. You can use these files to compare with the BAT
that you create when working through each scenario.

e Below this, you will see BAT Training example.xlsm but this is only used by those
intending to deliver training using the Facilitator Guides and PowerPoints.
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g UserGuide | Q==
Browse to the relevant section of the User Guide below. Note that you will need a PDF reader such as Adobe Acrobat o view the
documents.

=~Socrates User Guide
e[ Announcements

(3 Client

(3 Contact

(3 Home and Workflow

-3 LAC

[ Needs Assessments

{3 Organisation

(3 Provider
-3 Referrals
- 1iging

e
- [ BAT Practice Exemplar - Scenario 2.xism
- B BAT Practice Exemplar - Scenario 3 xism

- B BAT Practice Exemplar - Scenario 4xism
- B BAT Training Example xlsm

-3 RIDCA

{23 Service Coordinations

-3 Socrates Quick Reference Cards.

-1 Socrates Service Allocation Guidelines
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Note:

e Always go to Socrates and open the Facilities List or create a new BAT or GPT when
you need to make use of them, to ensure that you are using the latest versions of
the tools.

Getting Help

View the BAT User Guide and additional support material at
https://www.disabilitysupport.govt.nz/training-and-support



https://www.disabilitysupport.govt.nz/training-and-support

	Cheat Sheet - Accessing BAT, GPT and the BAT Exemplars
	How to access BAT and GPT
	Accessing the Facilities List
	Accessing the BAT Practice Exemplars and Training file
	Getting Help


