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Quick Services for Multiple Clients
Introduction

You can use the Quick Services - Multiple Clients feature when you are recording a service with the
following criteria:

e One services
o Provided to multiple clients
e Who are enrolled in your program

¢ 0Onthe same date

Recording Multiple Quick Services

1. Navigate to your Home Workspace menu, select Quick Services - Multiple Clients.
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3. Complete the required fields:
o Service Screen: Direct Services
e Service: select the service you provided
o Service Date: enter the date the service was provided

e Program Enroliment: select the program these clients are enrolled in

Quick Services for Multiple Clients “BE 8
Thes form may Do used t0 QUICKly NecOrd 0N SErviCe 10 Muitiple Clants. Select @ 3eviCe 3CIan 3nd 3 SPOCIRC ervice. 0to. and UNts that you would Sie 10 record. Once you have Gefined & service, you My Use the 5000 Ch iCON 0N 0Ch row befow to
£na chents L0 post the service to
ANSMatively, you a0 SHOCT 3 Drogram from the arod-0own It 10 pre- COPUIATE the Fows with Chants who ane enroled in 3 DAFTCULM DrOgram as of the Gale Wentifed in the service date, Simply CROCK the DOx Next T0 SOCH Chent to recornd the
seTvce.

Service Sorean: | Direct Services v| S Select "Direct Services”
- . " b )
Servioss . [ Becing v Select the service you
[ ) provided
Service Dme:* | 09/02/2022 [ a
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4. Scroll down and check the box next to each client who received the service on this service date.
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Note: If you do not see a client here, they do not have an active enrollment in your program. A service must be
attached to an enrollment in HMIS, so you will need to enroll your client before recording this service for them.

5. Click Save and Close. You may want to go spot-check 1or 2 client records to confirm the service was

correctly recorded.




