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Manage Shelter Reservations: Mark all Reservations Present

This workflow reflects how to mark all clients with reservations present in the ONE
System.

1) Log in and select the Launcher Menu highlighted in the screenshot below.
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2) Select Attendance.

CALENDAR ATTENDANCE

3) Next, hover to the left of the service name and click the edit symbol that appears.

ATTENDANCE
Service Name Category
[TRAINING Providence Foundation] Bed Night Services- ES: Bed Night Services- ES Housing RESERVATION

1 Service
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4) A list of the reserved clients will appear. Hover to the right of the reserved clients list
to reveal a scroll bar. Client Search (red rectangle) will allow the user to search for the
name of a Reserved Client. There is another option to add 1 client by clicking Add on the
right side of the client’s slot number.

Thursday, December 7th, 2017

In Attendance Reserved Clients
Client Name Slot # Client Name
Gomer Pyle
Remove All Clients —
Good Boy

Donald Santos

Bob Barker

Christina LI

Clarence Moore

Lupe May

More Ryan

Gumble Barney
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Slot #
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5) Scroll down to the end of the Reserved Clients list and click Add All Clients .
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In Attendance Jojo Fenti
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Rihanna Fenti

Remove All Clients —+
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Flower Rain
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Kimm Blackwell
Maxwell Ulysses
Megan Owens Test
Megan Rose Owens Test
Molly Weasley
Ron Weasley
Rose Flower
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6) A message will appear: “Your changes have been saved successfully” and the clients
will appear on the In Attendance list .

Your changes have been saved successfully.
|

[TRAINING PROVIDENCE FOUNDATION] BED NIGHT SERVICES- ES: BED NIGHT SERVICES- ES

Thursday, December 7th, 2017 Date 12/07/2017
In Attendance Reserved Clients
Client Name Slot # Client Name Slot #
Gomer Pyle 1
Good Boy 2
Donald Santos 3
Bob Barker 4
Christina LI 5
Clarence Moore 6
Lupe May "
More Ryan 8 1
Gumble Barney 9
Irving Wonderchicken 10
Fake Baby 1
Fake Fakie 12

7) Repeat steps 1 and 2 of this document. Next click reservation
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[TRAINING] Bed Night Services- ES: [TRAINING]Bed Night Services- ES Housing |RESERVATION
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8) All the reservations will appear orange because all clients are now checked-in.

RESERVATION: [TRAINING PROVIDENCE FOUNDATION] BED NIGHT SERVICES- ES: BED NIGHT SERVICES- ES

Thursday, December 7th, 2017 Date 12/07/2017

Slots




