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Agenda

Help in DataPlus

Employee Add Wizard

Client Add Wizard

Manage Placements Wizard

Service Plans

Quizzes

Adding Notes to Time Tracking Log Entry

Client Log Transactions Grid

Next Webinar
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Help in DataPlus



New Release Announcements

You will see a one-time announcement when you log in about upcoming new features

Clicking Read More will take you to the release notes which will give information on how 
to get the new feature.

Links in the release notes give you details on how to use the new feature.
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Help Badges

Help badges appear on new 
features

Click the badge to view a quick 
overview of the feature.

Click the Read More link to open 
the help topic to learn how to use 
the feature.
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Employee Add Wizard



Employee Add Wizard

The Add Employee wizard guides you through adding an employee.

Complete the information on the first screen

Click Search

(Don’t worry this information won’t be lost!)
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Employee Add Wizard

The Employee Add wizard ensures that you do not add the same employee more 
than once. 
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Employee Add Wizard

Continue entering the basic and required information (including any custom 
required information!)
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Employee Add Wizard

In addition, you can schedule the new employee to be added at a future date as well as 
designate who is notified that a new employee was added.
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Employee Add Wizard

Can also launch the wizard from the Application from the Create Employee 
button (new Application Tracking)
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Employee Add Wizard

After adding the employee run the Employment Tracking Wizard or assign a 
Position or Employee Group
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Client Add Wizard



Client Add Wizard

The Add Client wizard guides you through 
adding a client.

Complete the information on the first 
screen

Click Search

(Again, don’t worry this information won’t be 
lost!)
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Client Add Wizard

The Client Add wizard ensures that you do not add the same client more than 
once. 
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Client Add Wizard

Continue entering the basic and required information (including any custom 
required information!)
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Client Add Wizard

In addition, you can schedule the new client to be added at a future date as well as 
designate who is notified that a new client was added.
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Client Add Wizard

Can also launch the wizard from the Referral from the Create Client button
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Client Add Wizard

After adding the client run the Manage Client Placement Wizard or add a 
Placement
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Manage Client Placement 
Wizards



Manage Client Placements

The Manage Placements wizard guides you through the process of adding 
and removing a client to or from a Placement. In addition, you have the 
option to update the client’s program plans and miscellaneous collection 
plans, update the client’s billing defaults, and update the open slot count 
in the placement’s Placement Slots.

The Manage Placement wizard has four paths depending on what is 
happening with the client. You can:

• Add a Placement where the Client will start receiving services

• Switch a Client’s Placements when the Client is moving from one 
Placement to another

• End a Placement when the Client will no longer receive services at 
that location

• End all Placements when the Client is leaving the agency
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Manage Client Placements

Add a new placement

• Placement must be tied to Global Location

• Update Client’s Billing Defaults

• Can Sync to Client EVV Address

• Will be set to Primary Placement for type

• Update Placement Slots

• Can Schedule for Future 
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Manage Client Placements
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Manage Client Placements
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Manage Client Placements

Moving between placements:

• End Placement with reason and notes for 
ending

• Update open slots

• Add Placement (must be tied to Global 
Location)

• Can Sync to Client EVV Address

• Will be set to Primary Placement for type

• Update Placement Slots
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Manage Client Placements

Moving between placements:

• Update Client’s Billing Defaults 

• Update Billing Cost Center in Contract 
Detail

• Update Program Plans and Misc Data 
Collection Plans

• Can Schedule for Future
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Manage Client Placements
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Manage Client Placements

End placements

• End Placement with Reason for Ending and 
Notes

• Update Client’s Billing Defaults & Billing 
Cost Center in Contract Detail

• Update Program Plans and Misc Data 
Collection Plans

• Update Placement Slots

• Can Schedule for Future 
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Manage Client Placements

Leave agency

• End All Placements with Reason for Ending 
and Notes

• Update Client’s Discharge Dates

• Leaves Active Selected for X Days

• Clears Sync to DataPlus

• Can Schedule for Future 

30



Manage Client Placements
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Service Plans



Service Plans

The Service Plan gives agencies and 
caregivers:

•  A single view of the client’s Program 
Plans, Collection Plans and Contract 
Details in one place

• Pertinent client information so they no 
longer have to piece it together. 

• Ability to quickly see what’s important to 
the client and open the service plan 
directly from the Task dashboard
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Available to 
schedule now



Service Plans
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Service Plans
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Service Plans
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Quizzes



Quiz Management

The Quiz Management module allows you to:

Provide learning content (PDFs, documents, links to 
videos, etc.) to employees 

Administer an open-notes, auto-graded quiz to 
them about that content. 

The quiz can be about a:

Client (or a Client in relation to their Placement) 

Placement

Other topic
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Available for 
purchase now



Quiz Management

The quiz is associated with an employee 
requirement (which can optionally be auto-
generated) to track compliance

 The requirement is assigned to a 
requirement plan (which can optionally be 
auto-generated) to determine who must 
take it. 
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Quiz Management

Based on the requirement’s settings, staff 
permission group settings, and the passing 
score designated in the quiz, if the 
employee does not pass the quiz the 
employee can optionally be prevented 
from logging Time Tracking entries (the 
agency can designate which entries are 
locked out via Time Tracking Options).
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Quiz Management

If a new version of the quiz is needed, the 
agency can require everyone to retake the 
quiz immediately or set it so the new 
version of the quiz appears the next time 
the employee is required to take it and 
when new employees are required to take 
it.

41



Quiz Management

Learning Content can be a link to a video or 
website  or to a PDF 
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Quiz Management

Questions can be:

•  True or False

• Multiple Choice

• Fill in Blank
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Quiz Management

Staff can view their own quiz history:
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Quiz Management

Managers can view the quiz history of their staff and see if they are in compliance at a glance.
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Other Tips



Add a Note to a Log Entry in Progress
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Time with Client Transactions
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Q&A



Thank You
Next New Feature Webinar October 15, 2024 at 1:00 PM
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