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Introduction  

This Quick Reference Guide will describe how to create Chronologies for an 

individual’s record in LCS. This will involve the use of the History tab and the 

Chronology tab. 

 

What is the difference between the History and 

Chronology tabs? 

The History tab shows the Case History for an individual and are referred to as 

events. Whenever the individual’s record is updated (e.g. adding case notes, 

starting forms, updating basic demographics etc), a new event will be recorded 

within the case history for the individual. 

The Chronology shows a list of key/significant events that have taken place in 

an individual’s life. The Chronology can be populated using events from the 

History tab or individual events can be manually added by the Case Worker. 

The History Tab 

Configuring Events in the History Tab 

1. With the History tab selected, click on Configure View 
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2. The following screen will show a list of all the Event Types 

 

3. Events can be configured to show by date range 

 

4. The Predefined Template shows various sections that can be selected. 

Clicking on an item in the list will select all events in that section 
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5. Each section has the option to select all 

events or none of them. Select the relevant 

option to select or deselect all the events as 

required.  

 

 

 

 

6. Individual events can be selected/deselected by clicking on the relevant 

check boxes 

 

7. When all relevant events have been selected, click on the Return to 

Information View button 
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8. The Case History will be filtered to show the selected events 

 

Creating a Chronology 

You can create a chronology using all the displayed Case History events by 

clicking on the Create Chronology button 

 

NOTE: This will remove any existing chronology and replace it with the events 

listed in the Case History view 

Add to Chronology 

Select the Add to Chronology button to add all listed Case History events to 

the existing Chronology 

 

Add Individual Events to a Chronology 

In the Case History table, each event has a + button at the end of each row. 
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Selecting it will add the individual event to the Chronology and change the icon 

to a – symbol 

 

Clicking on the – symbol will remove this event from the Chronology and 

change the symbol back to a + symbol. This gives you the option to add it back 

to the chronology if required. 

When all events have been added, click on the Chronology tab to access the 

Chronology and view the events that have been added 

 

The Chronology Tab 

The Chronology Tab shows the current chronology and provides various 

options in relation to the Chronology 
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Add New Chronology Item 

1. Click on the link Add New Chronology Item 

 

2. In the window that appears, record details of the Chronology Event. 

Click Create when done. 

 

3. The event will be added to the Chronology and organised by the date of 

the event. 
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Add New Chronology Group 

Chronology Events can be grouped in a date range called a Chronology Group 

1. Click the link Add New Chronology Group 

 

2. In the window that appears, add the appropriate date range. When 

done, click Create. 

 

3. A group will be added to Chronology table with the relevant date range.  

 

4. Click on the row to see a screen which allows you to add Chronology 

Items 
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5. Add the information and click Create 

 

6. The screen will show a summary of added Chronology Items. Add as 

many items as required for the group. When done, click Create 

 

7. Once updated, each item will appear within the Chronology Group 
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NOTE: You are unable to create a Chronology group if it overlaps with 

Chronology groups that already exist. 

 

 

Exporting a Chronology 

A Chronology can be exported to produce a document that can be used for 

court proceedings. 

1. Select Export Chronology 
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2. Fill I the relevant fields and click on Create 

 

3. On the following screen, complete the fields in the Edit Locally section 

and select Create Document 

 

4. The document will now be created from a template. To view the 

document, click on Download Document. This will open the document 

in Microsoft Word and allow you to amend the document if required. 
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5. After making any changes, you will need to save the document to your 

computer and re-upload it by clicking on Upload Document: Browse. 

This will show the file explorer to locate the edited document for upload.  

 

6. If you are happy with the document, click on the Complete Document 

link. This will save the document in its current form. 

 

7. A copy of the Chronology will be saved within the Documents Tab on the 

individual’s record 
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Printing the Chronology 

1. Click on Print Current Chronology 

 

2. A printable view of the Chronology will appear with various option to 

change the size and orientation and export as a PDF 
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3. To close the printable view, click on the option Close Printable View 

 

NOTE: For details on printing in LCS/EHM, please see the relevant guidance 

document on the intranet. 

Merge Events into Groups 

You can merge individual events into groups 

1. In the list of events in the Chronology, click on the word Merge down 

 

2. The events will now be merged into a group. These can be merged down 

further into subsequent groups. 

They can be unmerged by clicking the unmerge link 
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Export Chronology Bundle 

This creates a Zip file, which includes a chronology as well as separating 

individual events into folders.  

1. Click Export Chronology Bundle 

 

2. A file will download. Click to save or open the file 

 

3. Clicking Open will open the file explorer where you can see the 

generated export documents created as well as folders holding details of 

any forms or case notes created. 
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Delete Chronology 

It is possible to delete a Chronology, allowing you to create a new one 

manually or retrieve one which has been archived  

1. Click on Delete Chronology 

 

2. A warning message will appear. Click OK to confirm the deletion. 

 

3. The Chronology will be removed. 

 

 

Archive Chronology 

Chronologies can be archived so that other versions of the chronology can be 

saved for a later purpose (for example, you may want to have a different 

chronology archived for use in a different situation) 

1. Click on Archive 

 

2. Add a comment to describe the chronology and select Create 



Liquidlogic User Guide   

 

REF: LCSCHRON V1.1  Page 17 of 18 

 

The chronology will be archived 

Retrieve an Archive 

Archives can be retrieved if required. 

1. Click on Retrieve Archive 

 

2. Click on the archive you want to retrieve 

 

3. A summary of the Chronology will appear. Click Restore Chronology 

 

4. The Chronology will be restored 

NOTE: If you try to retrieve a Chronology where the event dates overlap, the 

option to restore the chronology will be crossed out 
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If you want to restore another Chronology where this happens, you will need 

to delete the current Chronology (make sure to archive it first, in case you 

need it for later) 


