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How To: See who is Currently Booked In at your

Service Provider

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

Gotothe BookedInTab
1. Click on the BOOKED IN Tab

Now you're on the Booked In Tab

Admissions

ed In Reservations Bed Availability

Showing 1 to 3 of 3 entries | Show entries

Full Name ¢ Date

Filter by tele\filter items

Reason for Service ¢ Room : Bed t

Action

Allen, Barry 2017-01-12 06:50 AM

Trump, Don 2016-12-08 12:00 AM

Wayne, Bruce 2017-01-18 08:42 AM

Housing - Eviction by Other Chambre 101 : Bed 1

Housing - Eviction by Other Chambre 101 : Bed 6

Housing - Eviction by Landlord  Chambre 202 : Bed 3

e 4
& 7

&> <
/

Add a new Book In

+JAdd Book In W Express Book In
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How To: Add a Book In

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

You can also and use the CLIENT MANAGEMENT MENU fo
click on ADMISSIONS instead of using the Front Desk Menu.

Gotothe BookedInTab
1. Click on the BOOKED IN Tab

Now you're on the Booked In Tab

Admissions

ed In Reservations Bed Availability

Filter by texB\E. )
Showing 1 to 3 of 3 entries | Show entries flier items

Full Name ¢ Date Reason for Service ¢ Room : Bed t Action

Allen, Barry 2017-01-12 06:50 AM Housing - Eviction by Other Chambre 101 : Bed 1 C 4 M
Trump, Don 2016-12-08 12:00 AM Housing - Eviction by Other Chambre 101 : Bed 6 G £

Wayne, Bruce 2017-01-18 08:42 AM Housing - Eviction by Landlord  Chambre 202 : Bed 3 [ IE/

Book Out this Client
Add a new Book In Add a new Express Book In
/ C v

Edit this Sta;

#JAdd Book In MM Express BookIn ¥ Manage Rooms and Be%na%e Rooms and Beds Display this Stay h

Add a Book-In
1. Click on the ADD BOOK IN button.
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Now you're on the Add Book In Screen

Client Name(s)

Start Date and Time

Expected Book Out Date

Reason for Service Select an option

Program Select an option

Referred from Select an option

Referred by

Late Pass Time

‘Wake Up Time

Intoxicated

Comments

©ONext ©AddClient % Cancel

2. Select client(s). If you arrived from this screen from the Client - Admissions List, the client has
already been selected.

If the clientis part of a family, once you select the first family member, a button will appear
with the label Book In Family. If you click onit, it will automatically add all family members
to this book-inrecord.

2 Book In Family

Client Name(s)

*Wayne, Bruce (1980-02-13)

3. Verify the Start Date and Time. The default value is the current date and time.
4. Enter the date when is the client expected to leave
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Select the reason they are seeking a bed
Select the program(s) for this stay
Select the organization that referred the client to you

Enter the name of the person that referred the client to you

© ©® N o

If the client is allowed out past curfew, enter the time they can stay out until
10. If the client requires a morning wake-up, enter the wake-up time

11. Indicate whether the client was intoxicated at the time of intake

12. Record additional notes about this book-in

13. When done, click NEXT to select a bed

Now you're on the Bed Selection Screen

Book In - Bed Selection Save button Refresh data

Change Your View
i Small lcons B8 Large Icons 4Back M Save X Cancel © Refresh Rooms and Beds

L Wayne, Bruce Client(s) being booked in
(1976-01-01)

Salle commune o Chambre 101 Chambre 202 Chambre 303

o Chambre 105 Chambre 201 Chambre 203

\EAvaiIable bed

Chambre 301 3 Chambre 302

Select a Bed

1. Your client(s) will display in blue boxes at the top left

Clients are displayedin the top left, in boxes that contain the client's name and date of

birth. In order to assign a client to a bed, click on the client's box to select it, then click on
the desired bed.
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When the Client boxis blue, it is unselected.

X Kent, Clark
(1980-01-01)
When the Client boxis orange, itis selected.

2. Click on a client's blue box, then click on the light blue bed you would like to place them in

3. The bed should turn green

A Confrol Panel can be visible if the mouse is moved over the left side of the screen, that

indicates what the icons mean.
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Control Panel

Search Client

earch

Beds
Occupied Beds

Unoccupied Beds

Inactive Beds
Requested Beds
Reserved for Today

Reserved for a Future
Date

Rooms

Occupied Rooms

4. Repeat this for every client you selected
5. When done, click the SAVE button

Now you're on the Admissions List
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How To: Book Out a Client

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

You can also and use the CLIENT MANAGEMENT MENU fo
click on ADMISSIONS instead of using the Front Desk Menu.

Gotothe BookedInTab
1. Click on the BOOKED IN Tab

Now you're on the Booked In Tab

Admissions

ed In Reservations Bed Availability

Filter by texB\E. )
Showing 1 to 3 of 3 entries | Show entries flier items

Full Name ¢ Date Reason for Service ¢ Room : Bed t Action

Allen, Barry 2017-01-12 06:50 AM Housing - Eviction by Other Chambre 101 : Bed 1 C 4 M
Trump, Don 2016-12-08 12:00 AM Housing - Eviction by Other Chambre 101 : Bed 6 G £

Wayne, Bruce 2017-01-18 08:42 AM Housing - Eviction by Landlord  Chambre 202 : Bed 3 [ IE/

Book Out this Client n
'I Add a new Express Book In
Add a new Book In Edit this Stay

#JAdd Book In MM Express BookIn ¥ Manage Rooms and Be%na%e Rooms and Beds Display this Stay h

Book-Out Client

. C S
1. Clickonthe — button for your client's stay
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Now you're on the Book Out Screen

Book Out

Service Provider House of Hope
Room  Chambre 101
Bed Bed1
Start Date and Time 2017-01-12 6:50 AM

Reason for Service Housing - Eviction by Other

Book Out Date and Time =

Reason for Discharge

Referred to

Comments

C»Book Out X Cancel

Confirm Book Out Date and Time (default is now)

Select the Reason for Discharge

Optionally, record if they were referred to another agency upon book-out
Optionally, record additional notes about this stay or book-out

When done, click BOOK OUT, or click CANCEL to scrap

AN

Now you're on the Client - Admission List
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How To: Book Out All Clients

Gotothe Block Operations Screen

1. Click on the FRONT DESK MENU
2. Click on BLOCK OPERATIONS

Now you're on the Block Operations screen

Block Operations

Block Book Out

Service Provider Demo Organization
Search List Expand/Collapse List
» [ +« Demo Organization (3)

© Book Out Selected Clients

Book-Out Client

1. Click on the EXPAND/COLLAPSE LIST button
2. Check the boxes next to the Client(s) you wish to Book Out at the same time

You can check the box nexf to a Room name to Book Out all Clients in that Room, or the
box next to a Service Providerto Book Out all Clients at that Service Provider

The Clients with a green check markin the box next to theirname will be Booked Out
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Block Operations

Block Book Out

Service Provider Demo Organization

Search List Expand/Collapse List

& & Demo Organization (3)
¥ i=E Room1(3)
¥ & Mirza, Adil
W 2 Russell, Gordon
¥ 2 Wood, Dan
Room 2 (1)
| 2 Salvation Amry, Stacy

| t= Room 3 (1)

[ % Dagher, Henry

@ Book Out Selected Clients

3. When done, click BOOK OUT SELECTED CLIENTS
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How To: Add a Reservation

This Function is almost identical to , except that the Stay doesn't

activate when the Reservationis created, it has to be manually converted into a Book In
later.

Open a Client File

See Open a Client File (on page 1)
Goto the Client Admissions List

1. Click on the CLIENT MANAGEMENT MENU
2. Click on ADMISSIONS

Now you're on the

Go tothe Reservations Tab

1. Click on the

Now you're on the

Add a Reservation

1. Click on the ADD RESERVATION button.

Now you're on the

Select client(s). If you arrived from this screen from the , the client has already been selected.
Enter the date and time that the reservation was made(default is now)

Optional: when is the client expected to leave?

Enter the reason they are seeking a bed

Optional: enter the program for this stay

Optional: where were they referred from?

PN > H DN

Optional: who were they referred by?
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9. Optional: record additional notes about this reservation
10. When done, click NEXT to select a bed

Now you're on the

Select aBed

Your client(s) will display in blue boxes at the top left

Click on a client's blue box, then click on the light blue bed you would like to place them in
The bed should turn green

Repeat this for every client you selected

When done, click the SAVE button

SRR S SR

Now you're on the
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How To: Convert a Reservation to a Book In

This Function is almost identical to , except that many fields

have been pre-selected when the Reservation was created

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

You can also and use the CLIENT MANAGEMENT MENU fo
click on ADMISSIONS instead of using the Front Desk Menu.

Gotothe Reservations Tab

1. Click on the

Now you're on the

Convert Reservation

1. Click on the 2 button next to the client to be Booked In

Now you're on the Add Book In Screen, with data pre-filled from the data entered on the

Add Reservation Screen
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Book In

Client Name(s)

Start Date and Time

Expected Book Out Date

Reason for Service Select an option

Program Select an option

Referred from Select an option

Referred by

Late Pass Time

Wake Up Time

Intoxicated

Comments

©ONext ©AddClient % Cancel

Enter book-in time (default is now)

Verify the fields entered for the Reservation are correct

Optional: are they allowed out past curfew? Enter the time they can stay out until
Optional: do they require a morning wake-up? Enter time here

Is the client intoxicated at the time of intake?

Optional: record additional notes about this book-in

When done, click NEXT to select a bed

e A L S

Now you're on the Bed Selection Screen
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Book In - Bed Selection Save button Refresh data

Change Your View

i Small lcons B8 Large Icons 4Back M Save X Cancel © Refresh Rooms and Beds

L Wayne, Bruce Client(s) being booked in
(1976-01-01)

Salle commune o Chambre 101 Chambre 202 Chambre 303
=2 =z = =

Unavailable bed

o Chambre 105 Chambre 201 Chambre 203

\EAvaiIable bed

Chambre 301 3 Chambre 302

Select a Bed

1. Your client has been placed in the bed that was Reserved, unless the bed is currently occupied. Ensure
that the client is in a bed. Optionally, you can change the bed the client is assigned to on this screen.

2. When done, click the SAVE button

Now you're on the Admissions List
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How To: Check Bed Availability at Other Shelters

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

Gotothe Bed Availability Tab
1. Click on the BED AVAILABILITY Tab

Now you're on the Bed Availability Tab

Admissions
Booked In Reservations Bed Av&ilabilily

This Community -

\*IEiller by Geographic Region Filter by Text:\

Showing 1 to 3 of 3 entries | Show entries F|nter items |

Service Provider £  Occupancy Rate % Available Beds < $ Reservations < Action ¥

Family Shelter 100% 0

House of Hope 10% 33

Transitional Housing MNaN% a

Refresh data
2 Refresh
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How To: Transfer a Client to Another Bed

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

Gotothe BookedIn Tab
1. Click on the BOOKED IN Tab

Now you're on the Booked In Tab

Admissions

ed In Reservations Bed Availability

Filter by texB\E. )
Showing 1 to 3 of 3 entries | Show entries llﬁter items

Full Name ¢ Date Reason for Service ¢ Room : Bed ¢ Action

Allen, Barry 2017-01-12 06:50 AM Housing - Eviction by Other Chambre 101 : Bed 1 G £ W
Trump, Don 2016-12-08 12:00 AM Housing - Eviction by Other Chambre 101 : Bed 6 G £ o

Wayne, Bruce 2017-01-18 08:42 AM Housing - Eviction by Landlord ~ Chambre 202 : Bed 3 G s =

.
Book Out this Client
Add a new Book In Add a new Express Book In
/ E ay

Edit this St
#JAdd Book In MM Express BookIn ¥ Manage Rooms and Be%na%e Rooms and Beds Display this Stay h

Gotothe Manage Rooms and Beds Screen

1. Click on MANAGE ROOMS AND BEDS

Now you're on the Manage Rooms and Beds Screen
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Manage Rooms and Beds ] ,
Refresh what Clients are in what Beds

Changs Yous Wiow View larger Beds Return to Admissions Lisz|\
22 Large Icons (pictured here)

12 Small Icons 4+Back £ Refresh Rooms and Beds

View smaller Beds
Salle commune

‘.I. Danvers, Kara 2 Kent Victor

(01/01/1991) James (01/01/1990)

Chambre 101

2 Allen, Bamry A1 Kent, Darren ; 3 Trump, Don
(01/01/1986) Blaine (01/01/1971) Jr (01/12/1990)

Click on a Client to move Manage the Beds in this Room
them to another Bed

Transfer a Client to Another Bed

1. Click on the Client's name
2. Click on a vacant Bed to move the Client to

3. On the pop-up that asks if you are sure, click on the SAVE button
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How To: Put a Bed Out Of Service

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

Go tothe Manage Rooms and Beds Screen

1. Click on MANAGE ROOMS AND BEDS

Now you're on the Manage Rooms and Beds Screen

Manage Rooms and Beds ) .
Refresh what Clients are in what Beds

Change Your View View larger Beds Return to Admissions Lisﬂ-\
28 Large Icons (pictured here)

£: Small Icons 4DBack 2 Refresh Rooms and Beds

View smaller Beds
Salle commune

2 Danvers, Kara 2 Kent, Victor
(01/01/1991) James (01/01/1990)

Chambre 101

. 2 Allen, Bamy . 4 Kent, Darren . 2 Trump, Don
(01/01/1986) Blaine (01/01/1971) Jr (01/12/1990)
Click on a Client to move Manage the Beds in this Room
them to another Bed

Manage Bedsin a Room

. o .
2. Click on the for the Room you would like to manage

Now you're on the Manage Beds Screen forthat Room
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Manage BEdS:oom Name View this Bed's

status history

Showing 1 to 3 of 3 entries | Show entries Edit this Bed
Bed ¢ Bed Type Bed Status Overflow Mobile Acti

Bed 1 Cot In Service Yes No

Bed 2 Cot In Service Yes No

Bed 3 Cot In Service Yes No

Add new Bed(s)

© AddBeds = 4= Back Back to Rooms List

Edit a Record

& ® Edi . .
1. Click on or ¥ " for the record you would like to edit

Now you're on the EditScreen

Deactivate a Bed

2. Change the Bed Status to some thing to reflect the reason for its being deactivated.
3. Toggle Active to "No"
4. Click the SAVE button

You're now on the Beds List
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How To: Add a Bed to a Room

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

Go tothe Manage Rooms and Beds Screen

1. Click on MANAGE ROOMS AND BEDS

Now you're on the Manage Rooms and Beds Screen

Manage Rooms and Beds ) .
Refresh what Clients are in what Beds

Change Your View View larger Beds Return to Admissions Lisﬂ-\
28 Large Icons (pictured here)

£: Small Icons 4DBack 2 Refresh Rooms and Beds

View smaller Beds
Salle commune

2 Danvers, Kara 2 Kent, Victor
(01/01/1991) James (01/01/1990)

Chambre 101

. 2 Allen, Bamy . 4 Kent, Darren . 2 Trump, Don
(01/01/1986) Blaine (01/01/1971) Jr (01/12/1990)
Click on a Client to move Manage the Beds in this Room
them to another Bed

Manage Bedsin a Room

. o .
2. Click on the for the Room you would like to manage

Now you're on the Manage Beds Screen forthat Room
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Manage BEdS:oom Name View this Bed's

status history

Showing 1 to 3 of 3 entries | Show entries Edit this Bed
Bed ¢ Bed Type Bed Status Overflow Mobile Acti

Bed 1 Cot In Service Yes No

Bed 2 Cot In Service Yes No

Bed 3 Cot In Service Yes No

Add new Bed(s)

© AddBeds = 4= Back Back to Rooms List

Add a Bed
1. Click on the ADD BED button

You're now on the Add Bed pop-up

Add Bed
Bed
Name

Bed Select an option
Type

Bed Select an option
Status

Overflow
Mobile

Active

M save * Close

2. Enter a name for this Bed
3. Select a Type for this Bed
4. For Bed Status, select "In Service"
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Optional: indicate whether this Bed is an Overflow Bed
Optional: indicate whether this Bed is a Mobile Bed
Toggle Active to "Yes"

Click the SAVE button

XN

You're now on the Manage Beds Screen
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How To: Add a Bed to a Room

Go to the Admissions List

1. Click on the FRONT DESK MENU
2. Click on ADMISSIONS

Now you're on the Admissions List

Go tothe Manage Rooms and Beds Screen

1. Click on MANAGE ROOMS AND BEDS

Now you're on the Manage Rooms and Beds Screen

Manage Rooms and Beds ) .
Refresh what Clients are in what Beds

Change Your View View larger Beds Return to Admissions Lisﬂ-\
28 Large Icons (pictured here)

£: Small Icons 4DBack 2 Refresh Rooms and Beds

View smaller Beds
Salle commune

2 Danvers, Kara 2 Kent, Victor
(01/01/1991) James (01/01/1990)

Chambre 101

. 2 Allen, Bamy . 4 Kent, Darren . 2 Trump, Don
(01/01/1986) Blaine (01/01/1971) Jr (01/12/1990)
Click on a Client to move Manage the Beds in this Room
them to another Bed

Manage Bedsin a Room

. o .
2. Click on the for the Room you would like to manage

Now you're on the Manage Beds Screen forthat Room
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Manage BEdS:oom Name View this Bed's

status history

Showing 1 to 3 of 3 entries | Show entries Edit this Bed
Bed ¢ Bed Type Bed Status Overflow Mobile Acti

Bed 1 Cot In Service Yes No

Bed 2 Cot In Service Yes No

Bed 3 Cot In Service Yes No

Add new Bed(s)

© AddBeds = 4= Back Back to Rooms List

Add a Bed
1. Click on the ADD BED button

You're now on the Add Bed pop-up

Add Bed
Bed
Name

Bed Select an option
Type

Bed Select an option
Status

Overflow
Mobile

Active

M save * Close

2. Enter a name for this Bed
3. Select a Type for this Bed
4. For Bed Status, select "In Service"
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Optional: indicate whether this Bed is an Overflow Bed
Optional: indicate whether this Bed is a Mobile Bed
Toggle Active to "Yes"

Click the SAVE button

You're now on the Manage Beds Screen
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CHAPTER 3: Goods
and Services

Chapter Contents
How To: Add an EXPress GOOA ... el 32
How To: Add N EXPIrEsSs SEIVICE .. e 34
How To: Add a Goods and Services Transaction ... ... 36
How To: Manage an existing Goods and Services Transaction ... 38
How To: Add a Good to an Existing Goods and Services Transaction ................................. 39
How To: Add a Service to an Existing Goods and Services Transaction ............................... 41
How To: Close a Goods and Services Transaction ... ... 43
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How To: Add an Express Good

Go to the Goods and Services List

1. Click on the FRONT DESK MENU
2. Click on GOODS AND SERVICES

Now you're on the Goods and Services List

Goods and Services List

Y Filier: 1 Week(s) -~ Filter by date range
Filter by text
Show entries Filter tems

Client Name ¢ Start Date - End Date ¢ Details ¢ Action

Kent, Clark 2017-10-24 - 2017-10-24 Food

3 Goods / Services -

* Goods Display this Transacﬁonl
» Services
Rogers, Steve 2017-10-23 - 2017-10-23 o Advacacy Ld & 7

© Counseling Manage this Transacﬁonl

o Financial Ad
Edit this Transaction

Wayne, Bruce 2017-10-24 - 2017-10-24 Needle Exchange Ld & 7

‘/Edd anew Transaetion /{Eﬂd an Express Good I Add an Express Service n

Add Goods and Senvices Transaction © Express Good © Express Senvice

You can also and use the CLIENT MANAGEMENT MENU fo
clickon GOODS AND SERVICES instead of using the Front Desk Menu.

Add an Express Good
1. Click on the EXPRESS GOOD button.

Now you're on the Add Express Goods Transaction Screen
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Add Express Goods Transaction

Client Name(s) Goods Iltem Info

No predefined item selected.
Good Select an option

Program Select an option

Unit Of Measure Select an option

Unit Price

Reason for Select an option
Service

Comments

M save ¥ Cancel

2. Enter the Client's name. If you arrived at this screen from the Client - Goods and Services List,
the client has already been selected.

Select the Good from the drop-down list

Select the Program(s) this Good is associated with.
Select the Unit of Measure for this Good

Select the Unit Price (price per unit) for this Good
Select the Reason for Service from the drop-down list.
Record some comments about this Good

Click SAVE when done, or CANCEL to go back

© XN oo pw

Now you're on the Goods and Services List
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How To: Add an Express Service

Go to the Goods and Services List

1. Click on the FRONT DESK MENU
2. Click on GOODS AND SERVICES

Now you're on the Goods and Services List

Goods and Services List

Y Filier: 1 Week(s) -~ Filter by date range
Filter by text
Show entries Filter tems

Client Name ¢ Start Date - End Date ¢ Details ¢ Action

Kent, Clark 2017-10-24 - 2017-10-24 Food

3 Goods / Services -

* Goods Display this Transacﬁonl
» Services
Rogers, Steve 2017-10-23 - 2017-10-23 o Advacacy Ld & 7

© Counseling Manage this Transacﬁonl

o Financial Ad
Edit this Transaction

Wayne, Bruce 2017-10-24 - 2017-10-24 Needle Exchange Ld & 7

‘/Edd anew Transaetion /{Eﬂd an Express Good I Add an Express Service n

Add Goods and Senvices Transaction © Express Good © Express Senvice

You can also and use the CLIENT MANAGEMENT MENU fo
clickon GOODS AND SERVICES instead of using the Front Desk Menu.

Add an Express Service
1. Click on the EXPRESS SERVICE button.

Now you're on the Add Express Services Transaction Screen
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Add Express Services Transaction

Client Name(s)

Service

Program

Reason for
Service

Expended Minutes

Referred to

Comments

Services Item Info

No predefined item selected.

Select an option

Select an option

Select an option

Select an option

M Save X Cancel

Enter the Client's name. If you arrived at this screen from the Client - Goods and Services List, the cli-
ent has already been selected.

Select the Service from the drop-down list

Select the Program(s) this Service is associated with.

Select the Reason for Service from the drop-down list

Enter how much time, in minutes, it took you to provide this Service

Select a place that you Referred the client To as a result of this Service

Record some comments about this Service
Click SAVE when done, or CANCEL to go back

Now you're on the Goods and Services List
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How To: Add a Goods and Services Transaction

Go to the Goods and Services List

1. Click on the FRONT DESK MENU
2. Click on GOODS AND SERVICES

Now you're on the Goods and Services List

Goods and Services List

Y Filier: 1 Week(s) -~ Filter by date range
Filter by text
Show entries Filter tems

Client Name ¢ Start Date - End Date Details ¢ Action

Kent, Clark 2017-10-24 - 2017-10-24 Food

3 Goods / Services -

* Goods Display this Transacﬁonl
» Services
Rogers, Steve 2017-10-23 - 2017-10-23 o Advacacy Ld & 7

© Counseling Manage this Transacﬁonl

o Financial Ad
Edit this Transaction

Wayne, Bruce 2017-10-24 - 2017-10-24 Needle Exchange Ld & 7

‘/Edd anew Transaetion /{Eﬂd an Express Good I Add an Express Service n

Add Goods and Senvices Transaction © Express Good © Express Senvice

Add a Goods and Services Transaction
1. Click on the ADD GOODS AND SERVICES TRANSACTION button.

Now you're on the Client - Add Goods and Services Transaction Screen
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Client - Add Goods and Services Transaction

© Add Client

Client Name(s)

Reason for Service

Start Date and Time

Program

Case Management
Activity

Number of Individuals

Referred from

Referred to

Referred by

M Save % Cancel

2. Enter the Client's name. If you arrived at this screen from the Client Goods and Services List, the cli-
ent has already been selected.

Select the Reason for Service from the drop-down list.

Verify the Start Date and Time. The default value is the current date and time.

Select the Program this Goods and Services Transaction is associated with.

Select the Case Management Activity this Goods and Services Transaction is associated with.
Enter the number of individuals being served by this Goods and Services Transaction.

Select the location the Client was Referred From.

Select the location the Client is Referred To

10. Enter the name of the person who referred the Client to you

11. Click SAVE when done, or CANCEL to go back

© XN pow

Now you're on the Edit Goods and Services Transaction Screen
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How To: Manage an existing Goods and Services

Transaction

Go to the Goods and Services List

1. Click on the FRONT DESK MENU
2. Click on GOODS AND SERVICES

Now you're on the Goods and Services List

Goods and Services List

Y Filter: 1 Week(s) -\Eﬂter by date range

Show entries

Client Name £ Start Date - End Date

¢ Details

Filter by text
Filter items

& Action

Kent, Clark 2017-10-24 - 2017-10-24

2017-10-23 - 2017-10-23

Rogers, Steve

Wayne, Bruce 2017-10-24 - 2017-10-24

Food

3 Goods / Services -
* Goods Display this Transacﬁonl
* Services
W & 7

o Advocacy
Manage this Transacﬁonl

@ Counseling
o Financial Aid
Edit this Transaction
M = 7

Needle Exchange

Add an Express Good

ﬁdd anew Transaction
Add Goods and Senvices Transaction

© Express Good

You can also

Add an Express Service

© Express Senvice

and use the CLIENT MANAGEMENT MENU fo

clickon GOODS AND SERVICES instead of using the Front Desk Menu.

Manage aRecord

1. Click on #

Now you're on the Manage Screen

for the record you would like to manage
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How To: Add a Good to an Existing Goods and

Services Transaction

Manage a Goods and Services Transaction

See Manage an existing Goods and Services Transaction (on the previous page).

GotoGoodsTab
1. Click on the GOODS tab

Now you're on the Goods Tab

G(ﬁd 5 Services

Showing 1 to 2 of 2 entries | Show entries

Good £ Quantity £ Unit Cost ¢ UnitPrice

Filter items

£ Unit Of Measure & Action

Baby Supplies 1 20.00

Tolletries 1 3.00

Box s

Bag s i

© Add Good "E‘id anew Good

Add a Good
1. Click on the ADD GOOD button

The Add Good pop-up will display

Edit this Goodl"

Delete this Good
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Add Good

Good

Unit Of
Measure

Quantity
Unit Cost

Unit Price

P Ad Good

Select the Good from the drop-down list

Select the Unit of Measure

Optionally, enter the Quantity of Goods provided
Optionally, you may enter the Cost of this Good
Optionally, you may enter the Price of this Good
Click SAVE when done

RN L
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How To: Add a Service to an Existing Goods and

Services Transaction

Manage a Goods and Services Transaction

See Manage an existing Goods and Services Transaction (on page 38).

GotoServicesTab
1. Click on the SERVICES tab

Now you're on the Services Tab

Goods s
Showing 1 to 2 of 2 entries | Show entries

Service £ Date £ Unit Cost

Filter tems |

£ Unit Price ¢ Action

Child Care 29/05/2017 8:03:00 AM  50.00

03/05/2017 11:03:00

Counseling AM

10.00 e

Edit this Service|—

© Add Service
\Edd a new Service

Add aService
1. Click on the ADD SERVICE button

The Add Service pop-up will display

Delete this Serv‘ug/
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Add Service

Service

Start Date and
Time

End Date and
Time

Expended
Hours

Expended
Minutes

Service Cost

Service Price

M Add Service

Select the Service from the drop-down list

Ensure that the Start Date and Time are correct

Optionally, enter an End Date and Time

Optionally, you may enter the expended amount of time that was spent delivering this Service
Optionally, you may enter the Cost of this Service

Optionally, you may enter the Price of this Service

Click SAVE when done

e A L S
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How To: Close a Goods and Services Transaction

Go to the Goods and Services List

1. Click on the FRONT DESK MENU
2. Click on GOODS AND SERVICES

Now you're on the Goods and Services List

Goods and Services List

Y Filier: 1 Week(s) -~ Filter by date range
Filter by text
Show entries Filter tems

Client Name ¢ Start Date - End Date ¢ Details ¢ Action

Kent, Clark 2017-10-24 - 2017-10-24 Food

3 Goods / Services -

* Goods Display this Transacﬁonl
* Services

Rogers, Steve 2017-10-23 - 2017-10-23 o Advacacy Ld & 7

© Counseling Manage this Transacﬁonl

o Financial Ad
Edit this Transaction

Wayne, Bruce 2017-10-24 - 2017-10-24 Needle Exchange Ld & 7

‘/Edd anew Transaetion /{Eﬂd an Express Good I Add an Express Service n

Add Goods and Senvices Transaction © Express Good © Express Senvice

You can also and use the CLIENT MANAGEMENT MENU fo
clickon GOODS AND SERVICES instead of using the Front Desk Menu.

Edit a Record

. 4 # Edi . .
1. Click on or " for the record you would like to edit

Now you're on the EditScreen
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Add an End Date

1. Add a value to the End Date field
2. Click SAVE when done

Now you're on the Display Goods and Services Screen
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CHAPTER 4:
Incidents

Chapter Contents
How To: See alist of recent Incidents at the Active Service Provider ... ... 46
How To: Add N INCIAENT 47
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How To: See a list of recent Incidents at the Active

Service Provider

Gotothelncidents List

1. Click on the FRONT DESK MENU
2. Click on INCIDENTS

Now you're on the Incidents List

Incident List

Y Fitter 1 Month(s) = —E‘ﬂter by date

Show entries

Nature of Incident ¢ Witnesses

£ Location ¢ Date

e

Filter by text
Filter items

¢ Involved Attachments & Action ¢

Cnminal Act(s) Backyard patio 2017-10-02

2017-10-20  Phil, Doctor

Verbal Abuse Against Staff  Front desk

ra

Jackson, Michael Incident Report. txt Ll

Sutton, Sarah

© Add Incident Add anew Incident

Show entries from the past week only

4 7 @
Display this Incideﬂ/
Edit this Incident n

Delete this Incident

1. Click on the FILTER button in the top left, under the page heading

2. Select 1 WEEK(S)
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How To: Add an Incident

Gotothelncidents List

1. Click on the FRONT DESK MENU
2. Click on INCIDENTS

Now you're on the Incidents List

Incident List

Y Filter' 1 Month(s) » _Eﬂter by date
Filter by text
Show entries Filter items

Nature of Incident £ Location ¢ Date ¢ Witnesses < Involved £ Attachments < Action

Criminal Act(s) Backyard patio 2017-10-02 Jackson, Michael Incident Report txd da #

o 7

Display this Incideﬂ/ n

Edit this Incident

Verbal Abuse Against Staff  Front desk 2017-10-20  Phil, Doctor Sutton, Sarah

© Add Incident Add a new Incident Delete this Incident

Add alncident
1. Click on the ADD INCIDENT button.

Now you're on the Add IncidentScreen
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Add Incident

Involved

Witnesses

Emergency Services Select an option

Nature of Incident Select an option

Date and Time

Location

Disposition Select an option v

Attachments Browse... | No files selected.

Comments Edit~ Inset~ Format~ View~ Table ~

“ ¢ ¥ FontSzes ~ A~ A~ B

a— 1—
= v = - —
= i=

p Words: 0

H save X Cancel

2. In the Involved field, select the names of the people (i.e. Clients, Staff) who were involved in this Incid-
ent

3. In the Witnesses field, optionally select the names of any other people (i.e. Clients, Staff) who were wit-
ness to this Incident, but who were not involved

4. Select which Emergency Services were involved in this Incident, if any

If "Police" is selected, additional fields will display:
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Charges Laid

Police Badge @

Police Report Number @

Select the type of the Incident

Enter the Date and Time of this Incident

Type in the Location of this Incident

In the Disposition field, indicate how the Incident was resolved

© XN o

Optionally, upload a file, such as an Incident Report
10. Optionally, record additional notes about this Incident
11. Click SAVE when done, or CANCEL to go back

Now you're on the Incidents List
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CHAPTER 5:
Service Restrictions

Chapter Contents
How To: See who is Currently Restricted from your Service Provider ... 51
How To: Identify an Active Service Restriction on a Client .. 52
How To: Add a Service RestiCHiON . 53
How To: Lift @ Service RestiC iON .. L 56
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How To: See who is Currently Restricted from your

Service Provider

Go tothe Service Restrictions List

1. Click on the FRONT DESK MENU
2. Click on SERVICE RESTRICTIONS

Now you're on the Service Restriction List

Service Restriction List

Current —E‘ﬂter by status

Y Filter: 1 Week(s) ~ —| Filter by date

Show entries

Client Name £ Service Providers < Modules ¢

Start Date and Time

Filter by text
Filter items

Reason for

Restriction
-~

¢ End Date and Time & % Action

Rogers, Steve House of Hope Admissions

Trump. Con House of Hope Food Banks

2016/12/14 10:53 AM

2018/12/08 12:00 AM

Safety /

2016/12/14 10:53 AM Security a 7
Risk
Court

2016/12/08 12:00 AM 4 ~
Order

Add a new Service Restriction

© Add Service Restriction

Show only the Current Restrictions

1. Click on the CURRENT button in the top left
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How To: [denftify an Active Service Restriction on a
Client

Open a Client File
If you don't already have a Client File open, open one. See Open a Client File (on page 1)
Click on the Client Alert

If the Client has an active Service Restriction, the Client Contirol Panel will include a Client
Alert indicating the current Service Restriction.

Clhient Information Client - Vitals

Client Management
Vitals Comme
Full Name
Gender

Alias

File Mumber
Date of Birth
Ppate of Birth Kn
hpproximate Age

Client Alerts Information Verifi

. (-] ) .
1. Click on the button in the Client Control Panel

Now you're on the Client - Service Restriction List, which is similar fo the Service Restriction

List, but only shows Service Restrictions for the current Client.
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How To: Add a Service Restriction

Gotothe Service Restrictions List

1. Click on the FRONT DESK MENU
2. Click on SERVICE RESTRICTIONS

Now you're on the Service Restriction List

Service Restriction List

Current —E‘i.'lter by status

Y Filter: 1 Week(s) ~ —| Filter by date

Filter by text
Show entries Filter tems

Reason for
Restriction
Client Name £ service Providers < Modules % startDate and Time < End Date and Time & % Action ¢

Safety /

Rogers, Steve House of Hope Admissions 2016/12/14 10:53 AM 201612114 10:53 AM Security d ~
Risk
Court

Trump, Don House of Hope Food Banks 2016/12/08 12:00 AM 2016/M12/08 12-00 AM Order ad 7

Display this Service Restricﬁonl’

Edit this Service Restriction

Add a new Service Restriction

© Add Service Restriction

You can also and use the CLIENT MANAGEMENT MENU fo
click on SERVICE RESTRICTIONS instead of using the Front Desk Menu.

Add a Service Restriction

1. Click on the ADD SERVICE RESTRICTION button.

Now you're on the Add Service Restriction Screen
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Add Service Restriction
© Add Client
Client Name
Requested by Select an option
Start Date and Time 2016-12-14 10:57 AM
End Date and Time 2016-12-14 10:57 AM
Service Providers Select an option
Modules Select an option

Reason for Restriction Select an option

Comments Edit~ Inset~ Format~ View~ Table v

FontSizes ~ A~ A~ B I U S

Words: 0_

*

M Save % Cancel

2. Enter the Client's name. If you arrived here from the Client - Service Restrictions List, the cli-
ent's name has already been selected.

Enter the name of the person issuing the Service Restriction in the Requested by field
Verify the Start Date and Time of the Service Restriction

Enter the End Date and Time of the Service Restriction

Select the Service Provider(s) that the client is restricted from

N T A

Select the Module(s) that the client is restricted from. For instance, if the client is restricted from shel-
ter operations, select Admissions

%

Select the Reason for Restriction
9. Record some additional notes about this Service Restriction
10. Click SAVE when done, or CANCEL to go back
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Now you're on the Client - Service Restriction List, which is similarto the Service Restriction

List, but only shows Service Restrictions for the current Client.
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How To: Lift a Service Restriction

Gotothe Service Restrictions List

1. Click on the FRONT DESK MENU
2. Click on SERVICE RESTRICTIONS

Now you're on the Service Restriction List

Service Restriction List

Current —E‘i.'lter by status

Y Filter: 1 Week(s) ~ —| Filter by date

Filter by text
Show entries Filter tems

Reason for
Restriction
Client Name £ service Providers < Modules % startDate and Time < End Date and Time & % Action ¢

Safety /
Rogers, Steve House of Hope Admissions 2016/12/14 10:53 AM 201612114 10:53 AM Security d ~
Risk

Trump, Don House of Hope Food Banks 2016/12/08 12:00 AM 2016/M12/08 12-00 AM 8?;; ad 7

Display this Service Restricﬁonl’

Edit this Service Restriction

Add a new Service Restriction

© Add Service Restriction

You can also and use the CLIENT MANAGEMENT MENU fo
click on SERVICE RESTRICTIONS instead of using the Front Desk Menu.

Edit a Record

. s < Edi . .
1. Click on or " for the record you would like to edit

Now you're on the EditScreen
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End the Service Restriction

1. Change the End Date and Time to the time that the Service Restriction is being lifted
2. Click on SAVE
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CHAPTER 6: Turn
AwAYys

Chapter Contents
How To: See who has been Turned Away from your Service ProviderRecently .................... 59
HOW TO: A G TUMN AW e 60
How To: Add an ANONYMOUS TUMN AW . 63
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How To: See who has been Turned Away from your
Service Provider Recently

Gotothe Turn Away List

1. Click on the FRONT DESK MENU
2. Click on TURN AWAYS

Now you're on the Turn Away List

Turn Away List

Y Filter- All ~ —@ter by date range

Filter by text
Show entries Filter items

Date and Time of Turn

client Name £ Family ¢ Service Provider ¢ Away ¢ Reason for Turn Away ¢ Action ¢

Anonymous, Anonymous House of Hope 2016-10-17 06:11:00 AM Decided not to Stay W 7

Kent, Darren House of Hope 2016-10-20 08:38:00 AM Insufficient Food Supply M 7

Display this Turn Away
/Eﬂd a new Turn Away Edit this Turn Away

© Add Tum Away @ Add Anonymous Turn Away —|-Add a new anonymous Turn Away Delete this Turn Away

Show entries from the past week only

1. Click on the FILTER button in the top left, under the page heading
2. Select 1 WEEK(S)
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How To: Add a Turn Away

Gotothe Turn Away List

1. Click on the FRONT DESK MENU
2. Click on TURN AWAYS

Now you're on the Turn Away List

Turn Away List

Y Filter: All - —E.‘lter by date range

Filter by text
Show entries Filter items

Date and Time of Turn
client Name £ Family ¢ Service Provider ¢ Away ¢ Reason for Turn Away ¢ Action ¢

Anonymous, Anonymous House of Hope 2016-10-17 06:11:00 AM Decided not to Stay I

Kent, Darren House of Hope 2016-10-20 08:38:00 AM Insufficient Food Supply I I

Display this Turn Away
l Add a new Turn Away Edit this Turn Away

© Add Tum Away @ Add Anonymous Turn Away —|-Add a new anonymous Turn Away Delete this Turn Away

Add aTurn Away
1. Click on the ADD TURN AWAY button.

Now you're on the Add Turn Away Screen
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Add Turn Away

© Add Client

Client Name

Family Members > t an option

Effective Date and Time

Number of Adults

Number of Children

Reason for Turn Away

Requested by

Referred by

Referred from

Referred to

Comments

M Save = % Cancel

2. Enter the Client's name

3. If any of the client's family members are also being turned away, select them in the Family Members
field

4. Verify the date and time that the turn away occurred

5. Enter the number of adults and children being turned away

6. Select the best Reason for Turn Away in the drop-down menu

7. Enter the name of the person issuing the Turn Away in the Requested by field

8. Optional: enter the name of the person who referred the client to you in the Referred by field

9. Optional: enter the name of the agency or place that referred the client to you in the Referred from
field

10. Optional: if you are now going to refer the client to another agency or place, enter it in the Referred to

field
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11. Optional: Record additional notes about this Turn Away
12. Click SAVE when done, or CANCEL to go back

Now you're on the Turn Away List
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How To: Add an Anonymous Turn Away

Gotothe Turn Away List

1. Click on the FRONT DESK MENU
2. Click on TURN AWAYS

Now you're on the Turn Away List

Turn Away List

Y Filter: All ~ —E.‘lter by date range

Filter by text
Show entries Filter items

Date and Time of Turn
client Name £ Family ¢ Service Provider ¢ Away ¢ Reason for Turn Away ¢ Action ¢

Anonymous, Anonymous House of Hope 2016-10-17 06:11:00 AM Decided not to Stay I

Kent, Darren House of Hope 2016-10-20 08:38:00 AM Insufficient Food Supply I I

Display this Turn Away
l Add a new Turn Away Edit this Turn Away

© Add Tum Away @ Add Anonymous Turn Away —|-Add a new anonymous Turn Away Delete this Turn Away

Add an Anonymous Turn Away

1. Click on the ADD ANONYMOUS TURN AWAY button.

Now you're on the Add Anonymous Turn Away Screen
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Add Anonymous Turn Away

Presumed Aboriginal
Observed Disability
Age Group

Gender

Effective Date and Time
Number of Adults
Number of Children
Reason for Turn Away
Requested by
Referred by

Referred from
Referred to

Comments

% Cancel

Enter whether you presume the person being turned away is Aboriginal or not
Enter whether you observe the person being turned away has a disability or not
Enter the age group of the person being turned away

Enter the gender of the person being turned away

Verify the date and time that the turn away occurred

Enter the number of adults and children being turned away

Select the best Reason for Turn Away in the drop-down menu

Enter the name of the person issuing the Turn Away in the Requested by field

Optional: enter the name of the person who referred the client to you in the Referred by field

Optional: enter the name of the agency or place that referred the client to you in the Referred from
field

Optional: if you are now going to refer the client to another agency or place, enter it in the Referred to
field

Optional: Record additional notes about this Turn Away
Click SAVE when done, or CANCEL to go back

ACRE Consulting | PAGE 64



County of Simcoe

Training Manual

Now you're on the Turn Away List
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