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Step 3. Entering the Services for Your Client List


1�
Click the SkanPoint tab. �
�
2�
The Provider= program name that the Services will be rendered�
�
3�
Select a Service from the dropdown or click the lookup link to select from the AIRS taxonomy.  (“emergency shelter” (service code BH-180), or “transitional housing” (code BH 180-950), or “Housing /shelter” (code BH).�
�
4�
Enter the Service Start Date and time �
�
5�
The Service End Date and time�
�
6�
Click “Choose client from client list”�
�
�
Select your client list that was created previously (you must do this twice if you have both Emergency and Transitional lists).�
�
�
All Clients receiving the service should be “checked”.�
�
�
Click “Enter service for clients”�
�
�
You will get the message:     Services Added to the Clients' List Chosen.   �
�







































Step 1. Creating a Client List for Emergency Shelter


1�
On the SkanPoint tab, scroll to the second section, “Manage Clients in Client List” �
�
2�
In the Enter List Name field, create a name for your client list.  Name it PIT –ES -your agency name�
�
3�
The Provider will be to the program that the Services will be rendered (the ZZZ program name in HMIS) �
�
4�
Click the Create Client List button.  �
�
5


�
You don’t have the Client ID number ?


Use lookup link to search for the client by name.  


Type the client’s first and/or last name.  Click the Lookup button


Select the client from the list of matching clients.


The clients name & ID number will populate the fields.�
�
6�
Click Add New Client to List.  The page refreshes and the client displays in the list. Repeat until all clients are added for this service�
�
7�
Click Exit button when finished adding clients to the list�
�
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Step 2. Creating a Client List for Transitional Shelter


1�
On the SkanPoint tab, scroll to the second section, “Manage Clients in Client List” �
�
2�
In the Enter List Name field, create a name for your client list.  Name it PIT –TH  -your agency name�
�
3�
The Provider will be to the program that the Services will be rendered (the ZZZ program name  in HMIS) �
�
4�
Click the Create Client List button.  �
�
5


�
You don’t have the Client ID number ?


Use lookup link to search for the client by name.  


Type the client’s first and/or last name.  Click the Lookup button


Select the client from the list of matching clients.


The clients name & ID number will populate the fields.�
�
6�
Click Add New Client to List.  The page refreshes and the client displays in the list. Repeat until all clients are added for this service�
�
7�
Click Exit button when finished adding clients to the list�
�
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