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	[bookmark: _GoBack]SUMMARY:   
Use the Case Plan v5.5 page to add and view services for your client; all services will be displayed here no matter what page was used to record them.
	 

	START:  RECORD SERVICES ON INTERVENTION TAB: COMPONENT SUB-TAB: 
· OPEN COMPONENT TAB
· SELECT APPROPRIATE MILESTONE
· CLICK NEW IN ACTIVITY SECTION AT BOTTOM
· ENTER OR SELECT ACTIVITY DATA AS REQUIRED
· CLICK SAVE
[image: ]If Component is not displayed, click SHOW ALL button on right side of page
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	NEXT:  RECORD MILESTONE STATUS UPDATES  ON INTERVENTION TAB: COMPONENT SUB- TAB: 
· OPEN COMPONENT TAB
· SELECT THE APPROPRIATE MILESTONE
· SELECT STATUS AND DATE, COMMENTS ARE OPTIONAL
· CLICK SAVE
Refresh Milestones brings in new Milestones for active client
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	SWITCH BETWEEN VIEWING ONLY LINKED COMPONENTS AND VIEWING ALL COMPONENTS
[image: ]USE FILTER TO GOAL DOMAINS /COMPONENTS TO SHOW COMPONENTS LINKED TO A TASK
[image: ]USE SHOW ALL TO SHOW ALL COMPONENTS
When viewing Components of other Programs, 
you will be able to only view the services, 
not add or edit them
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	SERVICES OPTIONS:
· SOME SERVICES MAY HAVE DIFFERENT FIELDS AVAILABLE, SUCH AS END DATE OR TIME
· IF COMPLETE CHECKBOX IS DISPLAYED AND CHECKED, SELECTED MILESTONE STATUS WILL BE CHANGED TO “COMPLETE” AUTOMATICALLY
· AMOUNT, LOCATION, DESCRIPTION, COMMENTS ARE ALL OPTIONAL
· SCHEDULE OPENS POPUP TO SCHEDULE RECURRING ACTIVITY
· [image: ]STATUS OPENS POPUP TO RECORD CURRENT 
STATUS AND DISPLAYS IN STATUS COLUMN
· ACTIVITY TYPE COLUMN INDICATES ON WHICH PAGE THE SERVICE WAS RECORDED
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