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Quick Reference Card

Group Services
Community Services
General Services

Contents

· View/Update an Existing Group
      Services Record

· Add a New Group Service Record

· View/Update an Existing Community Service record

· Add a New Community Services Record

· View/Update an Existing General Services Record

· Add a New General Services Record

Buttons

Back

Close the window
New Record

Enter a new record
Undo

Undo some recent changes (some cannot be undone)
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	View / Update an Existing Group Services Record

From the Main Menu:

1. Click on the Group Services button.
2. Using the search boxes at the top of the screen, locate the group service record using either the Service Type and Name or the Date on which the services were rendered.
3. Review and/or Update all appropriate information.
4. Click on the Back button.
After leaving each of these fields, the system automatically searches for possible matches and displays them in the listbox at the bottom of the window.  Along with names of possible matches, the listbox shows a column with the header ‘Match’.  This column lists an indicator specifying how strong of a match each record is to the criteria you entered.  The more criteria you enter on this screen, the more accurate this indicator and the more likely you are to find the consumer you are seeking.

5. Review the list for possible matches.

6. If you find a match on the list, double click on their name to select it.

7. OR - Click on the name and click the Goto button.
	Add a New Group Services Record

In the Groups area, off the Main Menu:

1. Click on the New Group Service button.

2. Enter an appropriate Session Name, select the Service Type, Funder and Office.

3. Enter all relevant topics.

4. Click on the Staff Time and Attendance tab.  Record all staff time and consumer attendance.

5. Click on the Notes tab.  Record all relevant notes.

6. Click on the Back button to finish.

Delete a Group Services Record

Find the record you want to delete:

1. Delete all Topic entries by clicking once on the record selector (the arrow to the left of the topic), then press the Delete key on the keyboard.

2. Click on the Staff Time and Attendance tab.  Delete any Staff or Group Participant entries by clicking the record selector and pressing the Delete key on the keyboard.

3. Click anywhere in the County field and Click the Edit menu and select Delete Record.

4. Click on the Back button.
	View / Update an Existing Community Services Record

From the Main Menu:

1. Click on the Community Services button.
2. Using the search boxes at the top of the screen, locate the community services record using either the Activity Name or Service Date.
3. Review and/or Update all appropriate information.
4. Click on the Back button.
Add a New Community Services Record

In Community Services off of the Main Menu:

1. Click on the New Record button.

2. Enter the service area, date, Activity Type, Activity Name and the City.

3. Select all relevant topics.

4. Click on the Staff time tab.  Record all staff time.

5. Click on the Notes and Publications tab.  Enter relevant notes and record publications.

6. Click on the Attendance and Participant tab.  Record all participation and Attendance.

7. Click on the Back button.


	View / Update an Existing General Services Record

The General Services area is provided to track all additional Administration time.

From the Main Menu:

1. Click on the General Services button.
2. Using the search box at the top of the screen, locate the general services record using the Date on which the services were rendered.
3. Review and/or Update all appropriate information.
4. Click on the Back button.
Add a New General Services Record

From the Main Menu:

5. Click on the General Services button.

6. Click on the New Record button.

7. Enter appropriate information for the services rendered.

8. Click on the Back button.
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