Adding Services into ClientTrack

REMINDER: client must be enrolled into a program before you can add services to their file.

First, identify if your client is currently active in the program you are needing to enter
services for. As we can see, Strawberry is currently Active in the HOME project, thisis a
Rapid Rehousing program that provides services.

Q, Search < Strawberry Pancake's Dashboard @ Jal [
1/17/2004 N _

{0 Dashboard Pancake, Strawberry 9977 a4 B =

Q, Find Client

1 Intake Name: Pancake, Strawberry Birth Date: 1/17/2004 Age: 20

B covip-19 intake Gender:  Woman [Girl, if child) Veteran:  No

& COVID-19 Vaccine Intake
Race:  White
> 3 Profile
> 3 Common Assessments
> [ Other Assessments Strawberry's Enroliments =

> [ Enroliment and Services

> [ SPDAT Assessments 1result found.

Active
Enroliment Household Project Start Project Exit Days Exit Housing Last Program
Description Members Household Type Date | Date ! Enrolled Destination Move-In Date  Assessed Type

Vv Active

“ PH - Rapid Re-Housing

PC - Househol
- w  HOPC 1 ousenhold 04/11/2024 6 4/m/2024 55

HOME without Children
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There are 2 ways to enter a service. The first way is via “Case Note” Begin by locating
“Case Note” under the “Profile” folder. Next locate the button “Add New Case Note”

Q, Search ¢ Clients / Client Case Notes @ Ja =
1/17/2004 ClientlD _

[0 Dashboard Pancake, Strawberry 9977 a S

Q Find Client Client Case Notes )

13 Intake

B CcoviD-19 Intake The client's case note history displays below. To create a new case note. click Add New Case Note. To view or edit a case note. click Edit Case Note next to the record. To

preview and print case notes, check the Print box next to one or more case notes, and then click Print Selected.

- +Add New Case Note [ Print Selected

J¥ COVID-19 Vaccine Intake

v O Profile
68 results found.
O Profile
) Alias History Date 1% Regarding User Organization Print

B Cclient Photo
3 Release of Information
Y= Document Check

[3 Case Notes

[z} Client Files

In the “Regarding” section, please notate the specific service the client is being provided.
Additionally, enter a note in the case note explaining the service and the amount of service
that was provided. For example: Regarding: Security Deposit. Case Note: Issued Check for
Security Deposit by the amount of: $1,500. If you need to backdate the service, please
make sure to update the Date Field to the date the service was provided.

Q, search < er 1t Case Notes / Case Note @ 0B &

1/17/2004

(0 Dashboard Pancake, Strawberry 9977' o @ =

Q, Find Client Case Note « B8
13 Intake

B CovID-19 Intake Complete case note Entry Date. Verify the User recording the note. Enter a brief title or description for the note in Regarding. Complete the case note in the text editor

field. If Read Only is checked, no one will be able to delete or edit the case note unless the read only checkbox has been unchecked

# COVID-19 Vaccine Intake
‘ Entry Date:* 04/17/2024 | (8

v [ Profile User:  Katrina Panzica Q

O Profile ‘ Regarding:*  Security Deposit

L) Alias Histor
YD Alias History Note Type: SELECT ~

B client Photo
Template Option not in the list «
3 Release of Information

7= Document Check
Case Note
[ Case Notes
[} ciient Files Client Name: Strawberry Pancake
04/17/2024 Issued Check for Security Deposit by the amount of: $1,500 _
4 Current Living Situation

& Family Members

(3 Goal Planning

Interested Others

® save Cancel
[ Insurance -

Adding Services into ClientTrack

Last Updated 4/17/2024



Continue to scroll down the page to the Services section. Make sure a line is check marked
and continue to enter service information section by section. Service will be the type of
service provided, for this example, it is Security Deposit. Next, select the Enrollment the
service is tied to. Select the Unit of Measure this will be either dollar, minute, count, or
hours depending on the service. Finally enter either a Unit Value or Units depending on the
service type. Select save when finished.

Q. Search < C r o Notes / Case Note with Services @ fal ®
1/17/2004
o
(I0) Dashboard Strawberry Pancake Woman (Girl, if child) @977 A B8
Q, Find Client Case Note with Services <9
13 Intake

Read Only
B CovID-19 Intake

# COVID-19 Vaccine Intake

Services
v 3 Profile
Use the fields below to record the services provided in association with the note above.
O Profile
"D Alias History Default Enrollment SELECT ~ 0

B client Photo

[ Release of Information X 1 l’
Z= Document Check Service® - ‘ Enroliment*® ‘ Units Of Measure® Unit Value® Units*

L) asa Notes - Security deposits v 04/11/2024-HCPC-HOME v Dollars v $150000 100
[} clientFiles

- SELECT -- -~ SELECT -- - SELECT -

A Current Living Situation SELEC ~ C ~ SELEC v

& Family Members
[ Goal Planning

(23] Interested Others

Cancel
£ nsurance L J o
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The second way to add a service is to locate the “Enrollment and Services” folder. In that
folder you will locate “Services”. Next select “Add New Service”

Q Search < Clients / Client Services @ 48 &
Q, Find Client St b P ki 1/17/2004 ClientiD A & .
P rawberry Fancake Woman (Girl, if child) Q977 . o
ntake
B Covio19 Intok Client Services < 8
-19 Intake

# COVID-19 Vaccine Intake

The client’s service history displays below. To record a service, click Add New Service. To record multiple services, click Quick Services. To edit or view an existing
service, click Edit Service next to the record.
> 3 Profile

- + Add New Service | @ Quick Services || =+ Add CE Event
> [0 Common Assessments

> [3 Other Assessments

~ [ Enroliment and Services _

@ Determine Referral Eligibility

No records found

Date | £ Service Units $Total Organization Enroliment

0.00 $0.00
[ Enroliments

4 Housing Program Eligibility and
Availability

@ Quick Services
&+ Referrals

3 services

#) CE Services

> [ SPDAT Assessments

| Cancel ‘
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You will then continue to fill out the form provided. Please select an Enrollment and
Service, you will not need to select a Grant. If you need to backdate a service, please enter
the desired date in the Financial Assistance Start Date. If this is not a pending
transaction, then you can enter the same date in the Financial Assistance End Date. If you
do not need to back date, leave automatically populated date. Continue to select the
proper Units of Measure, Units, Unit Value. Select Save when completed.

Q search < Clients / Client Services / Service @ a =
Q Find Client St b P K 1/17/2004 ClientiD a8

o [ DERY [FeeeleE Woman (Girl, if child) Q@977 £

1 Intake

Service <8

B CoviD-19 Intake

¥ COVID-19 Vaccine Intake $0.00  $0.00 6 $3,496.66 0.00 %

. - Enroliment:*  04/11/2024 - HCPC - HOME
> Profile

Grant: -~ SELECT - v

> (3 Common Assessments

> 03 Other Assessments ‘ Service:*  Security deposits v Location: Polk County v

v 3 Enrollment and Services - Financial Assistance Start Date:*  04/17/2024 |
@ Determine Referral Eligibility - Financial Assistance End Date:* = 04/17/2024 |

0 Enroliments Units Of Measure:* @ Dollars

@ Housing Program Eligibility and Minutes
Availability Count

@ Quick Services Hours

&+ Referrals ‘ Units:*  1.00

[ Services

- Unit Value:*  $1,500.00
=) CE Services

Total: $1,500.00
> (3 SPDAT Assessments

User Performina the Service:  Katrina Panzica al

d o
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Once entered you will be able to verify on the Services page the newly entered service
along with the total dollar amount, units, organization that entered the service, and the
specific enrollment the service is associated with.

Q, Search < Clients / Client Services @ Qo [c3
Q, Find Client St b P k 1/17/2004 C t a o
. rawberry Fancake Woman (Girl, if child) Q977 -
3 Intake
Client Services « B8

B coviD-19 Intake

# COVID-19 Vaccine Intake
The client's service history displays below. To record a service, click Add New Service. To record multiple services, click Quick Services. To edit or view an existing
service, click Edit Service next to the record

> [ Profile
<+ Add New Service I @ Quick Services [§ < Add CE Event

> [3 Common Assessments
> [ Other Assessments 1 result found

v 3 Enroliment and Services

Date I Service Units $Total Organization Enroliment
@ Determine Referral Eligibility
v Today (1 Services)

3 Enroliments
4+ Housing Program H.gmmw- [C 04/17/2024 Security deposits 1.00 $1.500.00  Polk County HCPC - HOME

Availability

100 $1.500.00

@ Quick Services
a* Referrals

B3 Servicss _

) CE Services

> 03 SPDAT Assessments

Cancel

Adding Services into ClientTrack

Last Updated 4/17/2024



