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ARMS Instruction – How to Add Units 
 

 
After you click the word “Services”, you should see a list of your agency services: 
 

Click on SRW to see the list of Routes or Locations in a particular service. 

 
Click on the Words “Service Totals” to open the area where units are entered. 
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Once Service Totals opens, you will see a list of clients.  
 

1. Enter the all units by the client’s name, by month.  
2. Once all the units are entered, at the bottom of the screen you will see 

four buttons.  Click Verify.  
3. Double check your totals to make sure they match.  
4. If they match, click Update.  
5. If they do not match, find your error and correct it. Then click verify 

again.  
6. Once you have verified and updated, you need to print a verification 

report.  
 
Verification Reports 
 
In The lavender bar – click the word Reports 

 

 
 
 

 Click Verification Reports 
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Print the report, per Report Printing Instructions. 
 
Keep a copy of the verification report with your unit log. 


