Adding Services to Clients and adding

Services in SkanPoint (Multiple services and for
multiple clients)

e Login to HMIS and make sure that you are in “Enter Data As” the project in which the client or
clients needs to have services entered

e You can put in services a couple of different ways either one client and one service at a time or
multiple clients and one service, or multiple clients along with multiple services. | will go over

each way.

Adding Services to Individual Clients

e Go into the client in which you would like to add the service. You do this through ClientPoint;
either by searching the client with their client ID or by name.
e  When you get the client pulled up you will need to select the Services Transactions tab.

Client - (302951) Geller, Monica Mass Visibility Update |fh

' (302951) Geller, Monica

Release of Information: None

Client Information | Service Transactions >

Summary Client Profile| Households| ROI Entry / Exit| Case Managers| Case Plans| Measurements | Assessments

Added to the system 01/08/2019 10:00 AM

Name Geller, Monica Gender Female
Date of Birth 04/22/1969 (Age 49) Primary Race White (HUD)
Social Security 438-93-0921 Secondary Race

U.S. Military

Veteran? No (HUD)
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e You will then need to select Add Service



Client - (302951) Geller, Monica Mass Visibility Update | kg

' (302951) Geller, Monica

Release of Information: None

Client Information Service Transactions

Service Transaction Dashboard
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Add Need Add Service Add Multiple Services Add Referrals View Previous Service
Transactions
.
View Shelter Stays View Entire Service

History

e From there you can add any service and the date the service was on. We can customize your
services list however you would like just contact the HCA Help Desk to add any services.

Add Service

¥ Household Members

This Client is not a member of any Households.
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Adding Services to Multiple Clients
e You will need to click on SkanPoint
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e Select Provide a Service tab, then select the Service Type.

Provide Service Multiple Services Add Shelter Stay Manage Client Lists Generate ID Cards

Service Provider * / 4 Salvation Army of Hopkinsville-ESG-ES-BOS (481)

B Scrvice Type*

Start Date*

End Date [02 J/[11 J/[2019 J;]O )10 v|:[03 v]:[23 v[am v
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Service Notes

| Service Costs

e Once you have selected the type of service you will need to select all the clients that need to
have that service added. Scroll to the bottom of the page and select Start Scan.

e If you know the client IDs then you can put it in, if not then select the arrow next to client search
and you can search the client. When searching client ID just hit enter and the client will be

added, when searching by client name you will have to select the green plus to add them
to the list of clients who will receive this service.
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Adding Multiple Services to Client/or Clients

e You will need to click on SkanPoint
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e Select the Multiple Service tab.

e This is where you can select all the services the clients are using. There is a section for Service
List, you will select the type of service and then scroll down and you can select Add Another,
and continue to do this until the number of services you want are added.

Service List

Number of Services* l:l

Service Type ‘ Education (H) v
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e Once you have added all the services you wish to add to your clients you then scroll to the
bottom and select Start Skan.



o If you know the client IDs then you can put it in, if not then select the arrow next to client search
and you can search the client. When searching client ID just hit enter and the client will be

added, when searching by client name you will have to select the green plus to add them
to the list of clients who will receive this service.
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