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	[bookmark: _GoBack]SUMMARY:   
Use Add/Edit Services or Quick Services page to quickly record Activities and Services for your Client
	 

	START:  CREATE SERVICES RECORD: 
· CLICK NEW
· SELECT DATE AND STAFF; LOCATION AND COMMENTS ARE OPTIONAL
· CLICK SAVE
· SELECT THE PROGRAM COMPONENT TAB IN THE BOTTOM SECTION
The first time you create a record for the client, 
you will need to check the Program Component to use and click SAVE; afterward, the Component 
will be displayed on its own tab
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	NEXT:  ON THE COMPONENT TAB: 
· CHECK ALL SERVICES TO BE LOGGED FOR THE CLIENT
· UPDATE NUMBER OF UNITS IF NEEDED
· SELECT THE MILESTONE IN THE DROPDOWN
· CHECK MILESTONE COMPLETED IF TRUE
· CLICK SAVE
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	OPTIONAL:  SET THE COMPONENT TABS: 
· CLICK SELECTED TABS TAB
· CHECK OR UNCHECK TO INDICATE WHICH COMPONENTS WILL BE USED
· CLICK SAVE
Unchecked tabs will not be displayed 
This can be changed as needed
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Enroll in Program


Create Record


Record Services


Record Milestone
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