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Individual Profile Set-up
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.

7

VANV A

3|Page



Norfolk

The Planning Council f Norfolk

P CligntPaoint

Possib ches
he vour 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 0 {<<First <Prev | M
/

\
Search Using Client ID.
Secan 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 Clig | Add Client With This Information

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

Pornt

. [ ] " The Planning Council Sep 21, 2009
ServicPont

Connecting your community.

Type.
5. Click the Entry/Exit button.
/_\‘
@ Client - doe, jonathan (#6652) & ( T E g=rh| PR =
RE'EESE Df Infn: ND“E EHTRWAEXIT 1 | RESOURCEPT|CASE WORKERS|SECURIT Y|
V

6. Click Add Entry/Exit

T~

Entry fExit (doe, jonathan)

7 N ]
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 fonathag (#6652) 6 ] |[5505
Release Df Ir( : Mone EHNTRY/EXIT| ROI | RESOURCEPT|CASE WORKERS|SECURITY

g /’ P
/
Household Information - 0 Households - Click to Expand

]

Client Profile =

Card Orientation: |1 | | Issue ID Card Kl Save Changes D| Exit |
NS —

——
Added to Systern  Aug 15 2008 09:394M
First [ionathan | par [ | Last [doe Suffix l:l
S -2 -
10. Fill in all the information. Click Save Release Info.
*NOTE* ROI’s are only good for 3 years. Make sure the end date reflects this.
11. Click Save Changes.
Entry/Exit - Exit
Create an Entry / Exit -- EXIT
1. Click on the orange Entry/Exit tab located at the top right hand corner of the page.
2. Click on the pencil beneath the Exit Date for the Entry/ Exit that needs to be closed out.
Entry fExit (bill, dollar) | Add Entry/Exit | | Close |
Program Type Entry Date Exit Date

fm Test Program 1 Basic Entry/Exit £n9/04/2009
Mote: Household members must be established on Profite before creating Endry/Exits,

3. Complete the Exit Data elements.

Exit Data
Exit Date [09/z5/2008 | (09 «] : [33 »] [am +]

Reasaon for
Leaving

If other, | |
specify

-zelect- b

Destination -Zelect-

If other, | |
specify
Motes

4. Update any changes to Monthly Income or any other resourses Sub-assessment and click Save
and Close.
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Create a Sub-assessment — Adding a Source of Income

A sub-assessment is a type of response in ServicePoint that allows for more than one answer to a
question. Sub-assessments appear as a separate window. Disability type, Income and a few other

resources are sub-assessments.

1. Click the Add box in the far right-hand corner of the sub-assessment.

~q

Monthly Income (
)

ILast 30 Day Income ISnurce of Income IStart Date IEnd Date I

Mo Record Sets

Show Entire List In Window

2. Complete the fields on the screen. Note that for an answer/income source to appear correctly in a
HUD APR the answer/income start date must be on or before the Entry Date in the Entry/Exit.

Client Mame: bill, dollar
Client ID: 343

Monthly Income

| Save & add Another | | Save & Exit | | Exit |

Assessment Date

Last 30 Day Income
Zource of Income
Receiving Income Source?
Start Date

End Date

0972572009 09:29 AM

| |HG

*|HG

(rm/dddyypy) H G
[ | tmmidddwrrIHG

Client Hame: bill, dollar
Client ID: 343

Monthly Income

| Save & Add Another | | Save & Exit | | Exit |

3. If there are no other resources click Save & Exit if the individual has other income click Save &
Add Another and fill out a new screen. Repeat until all sources of income have been recorded.

Once you press Save & Exit it will take a couple of seconds to load the new screen.
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Modifying a Sub-Assessment
Modify a Sub-assessment — Ending a Source of or an Amount of Income

1. Inthe event that an income source for an individual has changed or has ended, you will need to
modify a sub-assessment answer or close out an answer. It is important to only modify and not
delete answers that have become outdated, because previous answers to questions are important
for historical reporting and may be used by other agencies.

Click on the pencil of the item that needs to be modified.

Monthly Income
. ILast 30 Day Income ISuurl:e of Income IStart Date IEnd Date I
4 Earned Incorme (HUD) 09,/04/2009 ﬁ
Showing Rows 1-1 of 1
Show Entire List In Window

2. Enter an End Date in the End Date field. To remove a record so it does not appear in an APR the
end date must precede the Entry Date. For example, if an individual had No Financial Resources
listed in the income sub-assessment but actually was receiving some child support when entering
the transitional program; you would need to enter an end date prior to the date for the Entry date.

Client Mame: bill, dollar
Client ID: 343

Monthly Income

| Save & Add Another | | Save & Exit | | Exit |

Assessment Date 0972572009 10:03 AM

Last 30 Dray Income |:| HG

Source of Income I |Earned Incorme (HUD) ¥[HG
Receiving Income Source? res ¥ HG
<T [l [os/0arz008] (mensadipry) 1 G

End Date (/s prr) H G

Client Mame: bill, dollar
Client ID: 343

Monthly Incume§
Save & Add Another K Sawve & Exit zl Exit |
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3. Click Save & Exit.

Service Transactions

Enter a Service Transaction

For every individual that receives a supportive or essential service that is paid for out of Transitional
Housing Program (THP) funding, there needs to be a record of that service in the Service Transaction
section in WISP.

1. Click on the Service Transaction tab.

. ] L ServicePoint Norfolk Homeless Consortium Training Site Sep
ServicPont 25, 2009

_ . ShelterLink Test Agency f Morfolk
Connecting your community.

ClientPoint

Case Plans Service Transactions Activities

kP rofile Assessments

T Client - bill, dollar (#343) B
Release of Info: Mone

Household Information - 0 Households - Click to Expand

Client Profile %

Card Orientation: |1 vl | Issue ID Card | | Save Changes | | Exit |

2. Click on Add Need/Service.
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ServicePoint Norfolk Homeless Consortium Training Site  Sep

L . ™
ServicPoint 25, 2009
ShelterLink Test Agency Jf Morfolk

Connecting your community.

ClientPaint

Profile Assessments Matrix Case Plans FService Transactions Activities

Client - bill, dollar (#343) B
Release of Info: Mone

Household Information - 0 Households - Click to Expand

| Service Transactions %

Add Services P
| Multiple Services (I &dd Need/Service D
\/

Display Options

| Display All | | Display Services | | Display Shelter Stays | | Display Referrals |
Select Dates Start Date: |:| End Date: | || Show Date Range || Clear Dates|

showing 1-1 of 1 {<<First <Prew | Next> Last>>)

Need Date Provider Creating Meed Type Need Status

& m 09/21/2009 ShelterLink Test Agency Emergency Shelter Closed
showing 1-1 of 1 {<<First <Prew | Next> Last>>)

[ add Meed/Service |

| Display all | | Display Services | | Display Shelter Stays | | Display Referrals |

3. Answer all the Service Transaction elements:
a. Service Make sure that all service for which you have received funding are available and

selected.
b. Start Date Make sure the date is on or after the Entry Date in the Entry/Exit.

c. Source 1 Select the fund source that is providing the funding for this activity. For THP
activities, select THP2008.
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Need f Service Transaction

Date Set [09/25/2003 | [10 v|: |46 »| [am w|

Provider | ShelterLinle Test Agency {#55) v|

Meed f Diagnosis

| -Select Meed from Quicklist- vl -or- lookup
| |
| |

Need

Financial Armount I:l Motes about Need

Service

Service Provider |ShelterLink Test agency (#55) vl
start Dateno/z5/2009 | [10 w] : [46 »] [am [ Bnd Date | | [ %[ =] [ %]
e Service Motes
specific Service

< -Select Service from Quicklist- | >

. -or- lookup -or- Same As Meed
Service Type | |

| |
Source 1 Q;Select- iD Cost Of Service 1 I:l

Source 2 | -Select- vl Cost Of Service 2 I:l
# of Units |:| Unit Type Cost of Units |:|

Followup Date Actual Fallowup Date Followup Made | -Select- »

4, Click Save and Exit.

Close Out a Service Transaction

1. Click on the Service Transaction Tab and click on the Display All button. The default view of
service records only provides access to the need. In order to see the service component of the
transactions. The Display All button lets you see the need the service.
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Client - bill, dollar (#343) @ = LIRS e | &
EHTRY~E<IT| ROI | RESOURCEPT|CASE LORKERS|SECURIT™Y|

Release of Info: None

Household Information - 0 Households - Click to Expand

| Service Transactions - Needs @

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

Display-8piions
q = - - - -
N| Display all U)D|sp|ay Services | | Display Shelter Stays | | Display Referrals |
Select Dates | -Select- w | Start Date: l:l End Date: | | | Show Date Range || Clear Dates|
showing 1-2 of 2 (<<First <Prev | Next> Last>>)
Need Date Provider Creating Need Type Need Status
a@ 09/28/2009 ShelterLink Test Agency Transportation In Progress
m 09/21/2009 Shelterlink Test Agency Emergency Shelter Closed

showing 1-2 of 2 (<<First <Prev | Next> Last>>)

| Display all | | Display Services | | Display Shelter Stays | | Display Referrals | Add Need/Service

Click on the pencil next to the Service record that needs to be closed.
Enter the end date for the service transaction.

Change the status of the transaction to reflect the outcome.

Click Save.
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Release of Info: None envimir| ‘Tt | EEEhuedER | case itimkers 5:[ubuTY|

AV

7

&

| Save | | Save and Add Another Service | | Cancel | | Clear Fields |

Overview - # Clients: 1
Name Date Set Created By Need Type Status Outcome
b bill, dollar 09/28/2009 ShelterLink Test Agency Transportation In Progress Service Pending

Need f Service Transaction ﬁ

Date Set [09/25/2000 | [0 v : [14 & [am v

Provider | ShelterLink Test Agency (#55) v|

Need f Diagnosis

| -Select Meed from Quicklist- v| -or- lookup

|Transpor‘tation |
o7 |

Need

Financial Amount l:l MNotes about Need

Service

Service Provider | ShelterLink Test Agency (#55) v|

Start Date [09/26/2009 | [08 v : [20 ] [am v@ [ [~ > [ =D

Provider- Service Notes
specific Service

[-select Service from Quicklist- v
-or- lookup -or- Same &s Need
Transportation

[eT |

Source 1 [-select- v Cost Of Service 1 l:l

Source 2 | -Select- v| Cost Of Service 2 l:l
# of Units l:l Unit Type Caost of Units l:l

Ehe L 1 L 1 [-Select ]
Followup Date Actual Followup Date Follawup Made [ -Select:

Referral

Referral Date |09/28/2009

Service Type

O check this box to nodfy Servicefoint Erowviders by Emall,

Refer To
X -or- lookup , bed avail
Provider #1
| | [ | Clear
. -or- lookup , bed avail
Provider #2
| | [ | Clear
X -or- lookup , bed avail
Provider #3
| | [ | clear
. -or- lookup , bed avail
Frovider #4
| | [ | Clear
X -or- lookup , bed avail
Provider #5
| | [ | clear

Projected Fall
tatus and Dutcome

Status OUtcome [ service Pending v If Mot Met, Reasan  [Cgelect- v

| Mo Househald members are included in this Need/Service. |

&

| Save | DSave and Add Another Service | | Cancel | | Clear Fields |
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Exiting a client

Click the ClientPoint tab to begin.
Enter the First and Last name of the client. Click Search for Client.

If client is listed under Possible Matches, click the client’s name to proceed to the client’s record.
Click on the Entry/Exit button.

el o

\,

@ client - bill, dollar (#343) [ ([ 7L E‘Q gm0 | =)
REIEESE uf Infn: NDnE EHTR%YEZITY RO RESOURCEFPT|CASE WORKERS |SECURITY

5. Click on the Pencil under Exit Date.

Entry fExit (bill, dollar)

[ add Entry/Exit | [ Close |

Entry Date Exit Date
#na/04/2009

Program Type
fm Test Program 1 Basic Entry/Exit

Mote: Household members must be estabiished on Frofile before creating Entry/Exits,

6. Fill out the Exit Data, including Exit Date, Reason for Leaving, and Destination. The rest of the
data should already be entered.

Entry fExit - (bill, dolfar)

— ——
(LSave and Close D Save | | Cancel |

Overview - Basic Entry fExit

Name Entry Date Exit Date Reason Leaving Destination
b bill, dollar £ n9/n4/2009 &
< [09/z6/z009 | [03 ~] : [00 +] [Pm +]
<Reason for Zelect -
Leaving
If other, | |
specify
<Destinati05> -Select- v
If other, | |
specify
Motes

s

| Mo Household members are included in this Entry/Exit,

7. Click Save and Close.
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