
Managing Services for the SLVCEH - 
Housing Prioritization (HAST) enrollment 
 
Reminder: 
To keep an SLVCEH - Housing Prioritization (HAST) enrollment open, a service must be 
added at least once every 31 days to demonstrate active engagement. 
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Methods for Adding Services 

1. From Client Enrollment 
This is the standard method taught in new end-user training. 
 
Step 1: 
Navigate to the client's dashboard and locate the SLVCEH - Housing Prioritization (HAST) 
enrollment. 

 
 
Step 2: 
Click the three little dots next to the enrollment name and select Services. 

 
 
Step 3: 
Click Add New Service. 

 
 
Important: Ensure the correct enrollment is selected in the dropdown. 

 
 
Step 4: 
Select the service by typing "SLV" to quickly filter results and click Save. 
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2. Quick Services (Client Workspace) 
Use this option to add services directly from the client's service menu. 
 
Step 1: 
Navigate to the client's dashboard and locate the SLVCEH - Housing Prioritization (HAST) 
enrollment. 

 
 
Step 2: 
Click the three little dots next to the enrollment name and select Services. 

 
 
Step 3: 
Select Quick Services.  

 
 
Step 4: 
Under Coordinated Entry, select "SLVCEH - Housing Prioritization Continued 
Engagement". 

 
 
Click Save and close. 
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3. Case Notes (Multiple Enrollments) 
This method allows you to add services to different enrollments simultaneously while 
documenting a case note. 
 
Step 1: 
Go to the client's Case Management menu and select Case Notes.  

 
 
Step 2: 
Click Add New Case Note and enter your note.  
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Step 3: 
Instead of using a default enrollment, go to the services section at the bottom. 

 
 
Step 4: 
Select the first service and its corresponding enrollment (e.g., Case Management for an 
emergency shelter). 
 
Step 5: 
Add a second service by typing "SLV" and selecting the SLVCEH - Housing Prioritization 
(HAST) enrollment. 

 
Click Save. 
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4. Quick Services (Home Workspace) 
This is the most efficient way to add services for multiple clients at once. 
 
Step 1: 
Click the Home Workspace.  

 
 
Step 2: 
Select Quick Services for Multiple Clients.  

 
 
Step 3: 
Under the Services screen, select Direct Services and find the SLVCEH - Housing 
Prioritization Continued Engagement service. 
 
Step 4: 
Pick the service date and select the SLVCEH - Housing Prioritization (HAST) enrollment. 
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A list of every client enrolled in that program at your agency will appear; select all 
applicable clients. 

 
 
Click Save and Close. 
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Monitoring Service Entry with Services Summary 
Use reports to verify that services have been recorded for all clients before the end of the 
month. 
 
Step 1: 
In the Home Workspace, navigate to Reports - Services > Service Summary by Case.  

 
 
Step 2: 
Set the timeframe (e.g., the current month) and select your organization. 
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Step 3: 
Check “Program(s)” and select SLVCEH - Housing Prioritization (HAST). 

 
 
Step 4: 
Check “Services,” use Ctrl+F and type "SLVC" to find the specific service quickly. 

 
 
Step 5: 
(Optional) Check “User(s)” and select the User if you only want to see services you 
personally entered. 

 
 
Step 6: 
Click Report, wait for it to process, then you can view the summary. 

 
 



Managing Services for the SLVCEH – Housing Prioritization (HAST) Enrollment 

10 
 

 
 

 
 
Step 7: 
Click on the service name in the results will show a detailed list of clients and their service 
dates. 
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