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	[bookmark: _GoBack]SUMMARY:   
Use the Services 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:  VIEW OR CREATE PROGRAM COMPONENTS IN TOP CONTAINER: 
· CLICK NEW TO CREATE NEW COMPONENT
· SELECT COMPONENT AND STAFF
· CLICK SAVE
If Program Component is auto created, it will be displayed automatically
Statuses may be created with popup up Status page
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	NEXT:  RECORD SERVICES: 
· SELECT APPROPRIATE MILESTONE IN MILESTONE CONTAINER FIRST
· CLICK NEW IN ACTIVITY CONTAINER AT BOTTOM
· ENTER OR SELECT ACTIVITY DATA AS REQUIRED
· CLICK SAVE
Service is displayed in grid; Activity Type indicates on which page it was recorded
Move to Milestone allows you to link the selected Activity to a different Milestone
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	NEXT:  RECORD MILESTONE STATUS UPDATES  IN MILESTONES CONTAINER: 
· 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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	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
· [image: ]SCHEDULE OPENS POPUP TO SCHEDULE RECURRING ACTIVITY
· STATUS OPENS POPUP TO RECORD CURRENT 
STATUS AND DISPLAYS IN STATUS COLUMN
· [image: ]MAGNIFYING GLASS OPENS COMMENTS FIELD 
IN LARGER WINDOW  
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View Progress


Record Services


Update Milestone Status
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