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Quick Reference Guide�ServicePoint 3.02 – SkanPoint





Entering Services Through SkanPoint


1�
Click the SkanPoint tab. �
�
2�
Select the provider.�
�
3�
Select a service or click on lookup.  �
�
4�
Select the service that best fits the client's need.  �
�
5�
The Service Start Date and Time default to the present date and time. �
�
6�
The Service End Date and Time is optional.�
�
7�
Select a Provider Specific Service if appropriate.�
�
8�
Enter the cost of service if known.�
�
9�
Select the funding source if appropriate.�
�
10�
If the cost is allocated between two funding sources, enter the second amount in Cost of Service 2 and select the second funding source in Source 2.�
�
11�
Enter notes in the text area if needed.�
�
12�
To create a list of clients for future use:�
If not creating a list: �
�
�
Enter a unique name for the list.�
Leave the List Name blank.�
�
13�
To enter client by scanning the Client ID Card or entering the Client ID Number:�
To enter client by selecting the client from a pre-existing list:�
�
�
Click the Start Skan button.  �
Click the Choose Clients from List button.  �
�
�
Scan the Client ID Card or enter the client ID number in the Skan Code field and click the Skan Bar Code button or press Enter. Repeat for all clients.�
Select the appropriate list.  A window displays client information. To the left of each name is a check mark indicating the client will receive the original service.�
�
�
Click the Exit button to finish or click New Session. When selecting New Session, the service data originally entered clears and you may enter different criteria for the same or a new set of clients.�
Remove the check mark (by clicking on the check) next to those clients who are not receiving the service.�
�
�
�
Click the Enter Service for Clients button. �
�












�





Viewing Services Entered Through SkanPoint


1�
Click the ClientPoint tab.�
�
2�
Access the client record.�
�
3�
Click the Service Transactions tab.�
�
4�
Click View Past Needs and Services.  A list of past service transactions displays, including those entered through SkanPoint.�
�
5�
Click the Edit Icon (pencil) to view the service transaction details. �
�
6�
Scroll down the page and locate Services Provided for Need Identified.�
�
7�
Click the Edit Icon (pencil) to additional details regarding the service.  �
�



Creating a Stand Alone Client List


1�
Go to the middle of the SkanPoint page to the Manage Clients in Needs Lists section of the page.  �
�
2�
Enter a unique name for the list.�
�
3�
Select a Provider.�
�
4�
Click the Create Client List button.  �
�
5�
Enter or scan the client ID, or use lookup to search for the client to be added to the list.  The list can contain as many clients as needed.�
�
6�
If using lookup, select the client name. The client name and ID appear at the bottom of the page in the appropriate fields.�
�
7�
Click Add New Client to List.  The page refreshes and the client displays in the list.�
�
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