Norfolk

How-To Guide

ServicePoint 4.04

- HPRP ClientPoint -

Creating Client and Household Records For HPRP



Table of Contents

GETTING STARTED WITH HPRP CLIENT ENTRY

CREATE A CLIENT RECORD

CREATE A CLIENT RECORD WITH HOUSEHOLD

ADD SERVICES TO CLIENTS

SEARCH FOR AND UPDATE A RECORD

Norfolk

11

2|Page

vornt



Norfolk

How-To

To get started entering HPRP clients

1. Click on here to change provider.

The Planning Council - Shelter Link ITI MNov 18, 2009

. [ ] i
SerVICM Hampton-MNewport Mews Community Services Board f Hampton

COﬂi"IECﬁI'!g YGUI' communil'y. Click here vo enter data as another provider.

2. Select your HPRP program.

Change Provider | Close Window |

Click below to select the provider for which you'd like to enter data or
click here to continue entering data as your default provider (fampfon-
NMewport News Community Services Board { ievel I )).

Hampton-Mewport News Community Services Board § Level 1 1 (default prowidsr)
HHMCEE Emergency Housing { Level 2
HMMCSE HPRP - City ( Level 2 3
<HNMNCSB HPRP - Region { Level 21>
HMMCSB PATH CQutreach Enrolled § Level 2 3
HMMC =B Path Outreach Mon-Enrolled ( Level 2
HMMCSE Safe Harbors T Level 23
HMMC=B Safe Harbors IT { Level 21
HHMCSE Safe Harbors TI1 { Level 2 3
HMMCSE Shelter+ Care ( Level 2 3

3. Now you are ready to start entering client for HPRP.
4. If you need to enter clients as normal, just click on the HPRP program and change back to your
default provider.

The Planning Council - Shelter Link II MNow 18, 2009

. ® "
SerVECM HMMCSE HPRP - Region f Hampton

Connecting your community. Entering Data As: HNNCSB HPRP - Region
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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.)

The Planning Council Sep 21, 2009

. L ] ™
ServicPoint

. . The Planning Council f Norfolk
Connecting ysur community.

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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The Planning Council Sep 21, 2009

ServicPoint’

Connecting your community.

The Planning Council f Norfolk

P CligntPaoint

.

Possib ches
ne rour resuits or add as pew below

showing 0-0 of 0 (<<First <Prev | Next> Last>>)\
Gender Banned

NM

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

Name Ss#

Search Using Client ID.

Secan or Enter |

Client ID [ Delete This 1D |

| Search This ID |

TN

Quick Call Information

Grant ROI for call

a
Start Quick Call

Add client With This Information

Start Call

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

First
S3#

[ponathan | w1 [ | Last [Doe | suffix |

[ Exact match?
) search only active clients?

O search only inactivesdeleted clients?
O search all dlients?

Search Filker

| Search For Clis | Add Client With This Information

4. On the client profile page,

Type.
5. Click the Release of Infor

e

enter the Social Security Number and the Social Security Number

mation (ROI) button.

=]
=]
ENTRV/E<IT| ROI | RESOURCEFT|CASE WORKERS|SECURTTY

(D)

i Client - doe fonat]
Release of Infd; None

{(#6652)

Household Information - 0 Households - Click to Expand

Client Profile =

Card Orientation: |1 V| | Issue ID Card |(| Save Changes J)| Exit |
N

—

6. Fill in all the information.
*NOTE* ROI’s are only good

7. Click Save Changes.

7
Added to Systern  Aug 15 2008 09:394M
First

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

Fzz] - 2] - fezez]

S5

for 3 years. Make sure the end date reflects this.
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8. Click the Entry/Exit button.

@ Client - doe, jonathan (#6652) & T g=rh| PR =
RE'EESB Df InfD: ND“E EHTRY/E<IT T RESOURCE PT|CASE WORKERS |SECURIT |

9. Click Add Entry/Exit

y4 N ]
Entry fExit {doe, jonathan) (1 Add Entry/Exit |)| Close |

Program Type Entry Date Exit Trate—
Mo Entry/Exits found far this client.

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

10. 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.

11. Click the Close button.

How-To
Create a client record with a household

1. Search for or create the client record for the head of the household.
2. Click to expand the Household Overview section at the top of the screen

M Client - doe, jonathan (#6652) & = L | Ml BE =
Release Df InfD: None ENTRYE<IT| ROI | RESOURCEPT|CASE WORKERS [SECURIT Y
< 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 Househaold (| Start New Household |>

. . Date Date Head of oty
Type Count el el iy Entered Removed Household Income

Mo Households found for this client,

6|]Page
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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

Start NEW Household |

Cancel |

5. Answer the fields for the household member.

6. Add all members to the household by using the First and Last name fields. Then search for the
client, if the client is not found, then add the client.

Add Additional Clients to Household

"Search for Client" before adding a new client.

Last Profile [-Select- v |

Suffix

ss# L - J-L |

Search Filter [] Exact Match?

7. When all members have been added, click Exit & Refresh.
8. Click None for the Release of Info. Add a release for the client, remember to click the check
boxes for the other members of the household. Then Save and Close.

ClientPoint

MR rofile Assessments Matrix Case Plans Service Transactions Activities

@ client - doe, j an (#6251) = + L [MedE=m B | 8
Release Df Inf 1 NDI'IE EWTRY/E<IT| ROI | RESOURCEPT|CASE LWORKERS|SECLRIT Y|

_ —) ] e —
First

Households Overview - Click to Collapse

[ add Client to Existing Househald | [ Start New Househald |

. . Date Date Head of Monthly
Trpe Eount 2l Emnsl Entered Removed Household Income
& T Male Single Parent H z &,
& doe, jonathan Self 11/18/2009 Tes

# doe, jane Daughter 11/18/2009 Mo

ornt
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9. Click the Entry/Exit button.

@ Client - doe, jonathan (#6652) & T g=rh| PR =
RE'EESB Df InfD: ND“E EHTRY/E<IT T RESOURCE PT|CASE WORKERS |SECURIT |

10. Click Add Entry/Exit

y4 N ]
Entry fExit {doe, jonathan) (1 Add Entry/Exit |)| Close |

Program Type Entry Date Exit Trate—
Mo Entry/Exits found far this client.

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

11. Click the check box for the other members of the household.

Entry fEXit - {doe, jorathan) Save and Close | | Save | | Cancel |

Household Data Sharing ﬂ

[ add Household Data |

Household members

To include household members in this entrysexit, cfick on the box beside each namme. Mots! Only mermbers from the same
household may be selected.

ousehold #1 Members
*due.jane

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

*NOTE* The Type must be set to HPRP to be counted by the reports.

13. Go back to the top of the pop-up window. Click the pencil next to the next household member.
Entry fERIt - {doe, jorathan) | Save and Close | | Save | | Cancel |

Household Data Sharing ﬂ

[ add Household Data |

Overview - HPRP

Name try Date Exit Date Reason Leaving Destination
doe, jane @n f18/2009 &

b doe, jonathan #11/18/2009 &

Entry Data

Provider |The Planning Council {#1) V|

Type Wfl

Entry Date [1i/18/2009 ] [02 v] @ [35 ] [PM ]

To update household members” entry data also, ofick on the box beside each name.
doe, jane

14. After the screen refreshes enter the Required Universal Data Elements for this client.
15. Repeat steps 12-14 for all members of the household.
16. After all members are completed click the Save and Close button.

8|
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Add services to clients

1. Once the client and household members have been entered into the program (Entry/Exit), we can

add services.
2. Under the green bar there is a sub set of options for ClientPoint. Click on Service Transactions.

ClientPoint
Client - doe, jonathan (#6251} 2 R IS s e =y
EHTRY,EXIT| ROI |PRESOURCEPT|CASE WORKERS [SECURIT |

Release of Info: Mone

Activities

Prafile Assessments T atrix Case Plans

Services

| Add Another | | Cancel All | | Clear all | | Save And Exit | | Exit |

3. Under Add Services, click Multiple Services.

| Service Transactions - Needs %

<’ Add Seruiceﬁ

\_[ Multiple ServiceslH/ Add Need/Service |

Display Dptions

| Display All | | Display Services | | Display Shelter Stays | | Display Referrals |
Select Dates | -Select- + | Start Date: |:| End Date: | | | Show Date Range || Slear Dates|
showing 0-0 of 0 {<<First =Prey | Mext> Last=>=)
Meed Date Provider Creating Need Type Meed Status

Mo Service Iterns found for this client,
showing 0-0 of 0 {<<First =Prev | Next> Last=>=)}

[ Display all | [ Display Services | | Display Shelter Stays | [ Display Referrals | [ add Need/Service |

9|Page
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4. Answer all the drop down boxes and fill in the Cost of Source 1, # of Units and Cost of Unit.

*NOTE™* Source 1 is always going to be HPRP Source 1. Source 2 is always going to be Check
Number. Cost of Source 2 is going to be the actual check number.

Household members

To include household members in these services, cliclk on the box beside each name. Mote: Only members from
the same housshold may be sefected,

Household #1 Members:
*due, jane

?

Multiple Services

Warning: Be sure to select the correct provider before entering data in the Service List below. If you change the
Provider, the page will refresh to make adjustments for the new provider's Service List defaults. Any data that
is currently in the Service List will be removed and will need to be reentered.

Provider |The Planning Council (#1) v|

Service List # of Services: |:| Status: | Identified
# of Services Service | Rent Payment Assistance Provider Specific Service | -Seleck- w

Start Date [11/18/2009 | [03 | : [03 (v [PM » End Date [11/18/2009 ] (03 v |: (03 »| [pm v
HPRP Housing Relocation & Stabilization Service Provided | -Select- v

HPRFP Financial Assistance Type  FRental assistance w

Source 1 | HPRP Source 1 v Cost of Service 1

Source 2 | -Select- hd Cost of Service 2 I:l

# of Units Unit Type | Months, Past Due Rent w Cost of Unit

Status | Identified v | Qutcome | Service Pending (v If Need Not Met, Reason | -Select- "
| Cancel | | Clear |

o

If there are more services provided, click Add Another. If not, click Save and Exit.

6. To edit a service, first click the Display Services button. If the Display Services button is not
visible continue.

7. Click the pencil next to the service you wish to edit.

add Services
[ Multiple Services | | Add Need/Service |

Display Options

Display all ﬂ Disglag Service;}| Display Shelter Stays | | Display Referrals |

Select Dates | -Select- + | Start Date: |:| End Date: | | | Show Date Range || Clear Dates|

showing 1-1 of 1 {<<First <Prev | Next> Last>>)
Need Date Provider Creating MNeed Type Meed Status

<f 11/1&/2009 The Planning Council Rent Payment Assistance Identified

showing 1-1 of 1 {<=First <Prev | Next> Last>>)
[ Display all | [ Display Services | [ Display Shelter Stays | | Display Referrals | [ add Meed/Service |

10|
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How-To
Search For and Update a Record

Updating records happens in the ClientPoint area of ServicePoint.

1. Click the ClientPoint tab to begin.
2. Enter the First and Last name of the client (SS# is optional). The system only uses these three
fields to search.

The Planning Council Sep 21, 2009

. L ] ™
ServicPoint

. . The Planning Council f Norfolk
Connecting ysur community.

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?

™~

3

4 -

N 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.

7
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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.

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.

o
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