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How-To
Create a client record

Record creation happens in the ClientPoint area of ServicePoint.

1. Click the ClientPoint tab to begin.
2. Enter the First and Last name of the client. Click Search for Client. (Always run a search to see if
the client is in the system.)
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P ClientPoint

Search Using Client ID.

Scan or Enter 7 7
Client 10 | [ Search This ID | [ Delete This ID |

Quick Call Information

Grant ROI for call [F

Start Call Start Quick Call

Search for Existing Client

Search for client before adding a new client

N

H
Jrst\lﬁ_@ | pr [ Last
SS# = -

Search Filter [ Exact Match?

® search only active clients?

O search only inactive/deleted clients?
‘ O search all dlients?

Search For Client
~—

3. Ifclient is listed under Possible Matches, click the client’s name to proceed to the client’s record.
If client is not listed under Possible Matches, click the Add Client with this Information button.
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P CligntPaoint

Possib ches
ne rour resuits or add as pew below

showing 0-0 of 0 (<<First <Prev | Next> Last>>)\
Name S§5# Date of Birth Gender Banned

Mo rmatching Clients found.
showing 0-0 of O {<<First <Prewv | NM

Search Using Client ID.

Scan or Enter
S o | Search This ID | | Delete This 1D |

Quick Call Information

Grant ROI for call Il

Start Call Start Quick Call

Add client With This Information

Change your criteria and Search for client to reduce the potential matches.

First [ponathan | w1 [ | Last [Doe | suffix |
1--C]

Search Filker [ Exact Mmatch?

) search only active clients?

O search only inactivesdeleted clients?
O search all dlients?

| Search For Clis | Add Client With This Information

4. On the client profile page, enter the Social Security Number and the Social Security Number

Type.

5. Click the Entry/Exit button.

T client - doe, jonathan (#6652) &)
Release of Info: Mone

Pornt
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6. Click Add Entry/Exit

Entry fExit (doe, jonathan)

y AN ]
Add Entry/Exit Close

Type Entry Date E=xit
Mo Entry/Exits found far this client.

MNote: Houwsehold members must be established on Profile before creating Entry /Exits,

7. Complete the Required Universal Data Elements for this client and click the Save and Close
button on the bottom right of the pop-up window.

*NOTE* Required Univeral Data Elements contains elements required by HUD that pertain to
individual members of a household. This is completed for each person in a household and applied

only to that individual.
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8. Click the Close button.
9. Click the Release of Information (ROI) button.

@ Client - doe fonathap (#6652) 6 e Nl e | e

g Release Df Ir( : Mone EHTR'Y/E<IT) ROI | RESOURCEPT|CASE WORKERS |SECURIT Y|
E/ Household Information - 0 Households - Click to Expand
|

Client Profile =

Card Orientation: |1 | | Issue ID Card KI Save Changes D| Exit |
N

—

7

Added to Systern  Aug 15 2008 09:394M

First |j0nathan |MI| | Last |doe Suffix l:l

10. Fill in all the information.
*NOTE* ROI’s are only good for 3 years. Make sure the end date reflects this.

11. Click Save Changes.

How-To
Create a client record

1. For a household you must first create a record for each member of the household by following
steps 1-5. Once you have entered the individual records, you will create the household.

2. While viewing one of the household member’s profiles (it does not matter which one), click to
expand the Household Overview section at the top of the screen

M Client - doe, jonathan (#6652) & = L | Ml BE =
ENTRYE<IT| ROI | RESOURCEPT|CASE WORKERS [SECURIT Y

Release of Info: None

< Household Information - 0 Households - Click to Expand

Client Profile &

card Orientation: |1+ | [ Issue ID Card | [ Save Changes | [ Exit |

added to Systermn  Aug 15 2008 09:394M

First linnathan | par | | Last [doe | surfix |
=# -2 ]-

3. Click the Start New Household button.

Households Overview - Click to Collapse

[ add Client to Existing Household (| Start New Household |>
/

Date Date Head of oty
Entered Removed Household Income

Mo Households found for this client,

Type Count Relationship
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4. Complete the fields on this screen. Note whose record you are in when answering the Head of

Household and Relationship to Head of Household questions. (The client is noted at the top of
this screen.) Click Start NEW Household button.

Add Client to Household - {forathan doe)

Househaold Type | Male =ingle Parent V|
Head of Househald

Relationship to Head of Househald: | Self v |

Drate Entered {mmSdd ey )

Cate Removed I:l Crnrnddd vy

5. Add all members to the household by using the drop-down profile listing and choosing the name.

6.

7.

Add Additional Clients to Household

"Search for Client" before adding a new client.

Last Profile

| | mr | Last |doe

Suffix :l

ss# L - J-L |

Search Filter [] Exact Match?

First

Answer the fields for the household member and click Add Household Member. Repeat steps 5
and 6 for each member of the household until all members have been added.

Once you have added the last household member, click the Add Household Data button found in
the Household Data Sharing bar. (Found on the main profile page or within the Add Clients to
Household screen.)

Overview - Type: Male Single Parent,
Current Members: 2 Removed Members: 0

| Edit Household Type |

Mame Relationship Date Entered Date Removed Head of Household
& P doe, jonathan (#6652) Self 09/21,/2009 Yes
& ™ cClient, Joan (#5833)  Step-daughter 09/21/2009 Mo

Household Data Sharing n
#dd Household Data L)
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Click a check mark into those household members that need this information (usually everyone)
and answer the Universal Data Elements for the household. These answers will apply to all the
checked individuals.

Click Save and Close. (If your household screen is still open click Save & Exit.)

Household members

To include household members in this "Househo!d Assessment”, click on the box beside each name. MNote: Only
members from the same household may be selected.

Household #1 Members:
*Client, Joan

Household Data Sharing Assessment % n

(ISS:WB and Cloiny) Exit |

Assessment Date 0972172009 03:44 PM

Type of Living Situation [- Select - [
HG

Is Client Homeless? HG

Extent of [- Select - v|HG

Homelessneass?

Is Client Chronically HG

Homeless?

Zip Code of Last l:l HG

Permanent Address

Zip data guality

[- Select - v|ne
City of Origin [- select - i HiG
Other City [ |HeG
State [- Select - “|HG

Optional Household Information
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Search For and Update a Record
Updating records happens in the ClientPoint area of ServicePoint.

Click the ClientPoint tab to begin.

complete the fields.)

. L ] ™
ServicPoint

1
2

Connecting ycur community.

P ClientPoint

Enter the First and Last name of the client (SS# is optional). The system only uses these three
fields to search. (If additional demographic fields appear on this screen, there is no need to

The Planning Council Sep 21, 2009

The Planning Council f Norfolk

Search Using Client ID.

Scan or Enter ) [ Search This 1D |

[ Delete This 1D |

Client ID

Quick Call Information

Grant ROI for call [F

Start Quick Call

Start Call

Search for Existing Client

\

Last m

Search for client before adding a new client
—

NEirst [ | mr |
fm\ﬁﬁ_

Search Filter [ Exact Match?

® search only active clients?

O search only inactive/deleted clients?
‘ O search all dlients?

Search For Client
~——  —

N
4
7
N

3. Ifclient is listed under Possible Matches, click the client’s name to proceed to the client’s record.
If client is not listed under Possible Matches, click the Add Client With This Information button.
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showing 1-1 of 1 {<<First <Prev | Next> Last=>)
Name S5 Date of Birth Gender Banned

doe, jonathan (#6652) 222-22-2222
showing 1-1 of 1 {<<First <Prewv | N ast=>=)

yﬂ(gtlient 1D.
can or Enter

Possibfie Matches
< refine your results or add as new below)

Sl 15 [ search This 1D | [ Delete This 1D |
Quick Call Information

Grant ROI for call O

Start Call Start Quick Call

Add client With This Information

Change your criteria and Search for client to reduce the potential matches.

_ First |Jc-nathan |MI| | Last |doe | Suffix |

(-]

greh Filter [ Evact match?

&) search only active clients?

O search only inactive/deleted clients?
earch all clients?

| Search For Client | (l Add Client with This @

4. On the client profile page, enter the Social Security Number and the Social Security Number
Type.

5. Click the Entry/Exit button.

6. Click the pencil next to the name.

7. Complete or correct any of the Required Universal Data Elements for the client. Click Save and
close.

8. Click the Add Household Data button and complete or correct the remainder of the Required Data
Elements. Click Save and Close.
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