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If you have any questions contact Riley Amundson at 605-274-1446 or senc@helplinecenter.org
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Icon Overview

Icon Overview refers to specific icons that are throughout SENC System.

& SerivcePoint Icon SENC Partner Agency
P Lock Icon Agency Shared Information
‘I UnLock Icon Globally Shared Information
4 Edit Icon Update / Change Current Information
| Delete Icon Remove enteries made in error- ONLY
View Detail Icon View Attachements
) Select Icon Add Selected Information
@ Remove Icon Removed Selected Information
/ Notes Icon Add Note
Date Selection,
Y = Reverse, Enter, clear a date or current date stamp (pate format: mm/ddiyyyy}
7| Current Date Stamp
Icon
& Bed Icon Shelter Bed Check In

Data Measurement Tool

<91- 30 Days >

1l
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Client Search- New & Existing Clients

First step is to search if the client has a profile. This process easily access through the ClientPoint search tool. You must
always search for a client before entering a new one or add to an existing client profile.

Here are some helpful hints to remember when searching for a client:

> If you search for both First and Last Name you will be doing an 'and' search—the client must have both a first name and last name to be found.
> When searching for a SS#, you are searching for the digits that make up that social security number.

> When you search for a name AND n SS#, the system performs an 'or' search between the Names 'or' the SS#.

> |In addition to searching for the names you enter, ClientPoint also searches using a "soundex.” This means results will be displayed that "sound" like the
name you entered. If you want to turn this feature off, select the checkbox to the right of Exact Match. (2)

1. Click the ClientPoint tab on the navigation toolbar. The screen will display the Client Search screen.

Note: If a client has a Client ID card, you can simply scan the card using the scanner that is connected to your system. The screen will refresh and the Client ID
will be entered automatically. (See Figure 1-1) The click Submit to eneter client profile. (See Figure 1-4)
(¥ Last Viewed | Favorites Client Search
@ riease search the System before adding a New Client.
e . o Items in Italics are for Data Entry ONLY and will not be used for Search Results.

» Fundmanager

fr  NaME

 shelterpoint | \ [ | [eard | [

ActivityPoint Name Data Quality [-setect- <] Date of Birth D/D/:l By B
SkanPoint Alias T/ DOB Data Quality [-select- ~|
} Reports Social Security Number ] Gender [-select- <]
» Admin
Social Security Number Data Quality [-select- ~ If Other Gender, specify
Logout
L U.S. Miltary Veteran? Primary Race -Select- ]
Exact Match [} & [-saloct. }
Search ACTIVE Clients ® Ethnicity
Search INACTIVE / DELETED Clients o
Search ALL Clients o

P' Search Clear Add New Client With This Information | Add Anonymous Client

Client Number

Enter or scan a Client ID number to go directly to that Client's profile.
Figure 1-1

2. Simply enter a person's name or any other key data — Alias, Date of Birth, or SS# —into the Search fields. (1) & (2)

Note: When searching for a client- less is more. For example, if you type in last name "Ban”. This will avoid duplication if the name(s) were spelled differently during initial
intake.
Note: Secondary Race is not collected. Leave blank.

3. Click Search to return a list of possible matches. (3) The screen will refresh to show a possible list of matches. (See Figure 1-
2)
4. |If there is a match, you can type the Client ID # directly into the text field, (4) —and click Submit. (5) To open Client Profile

screen or click on the Pencil icon '~ next to the name to open prefix. Go Common Intake on page 5. (See Figure 1-7)
Client Results
ID  Name « social Security Number Date of Birth  Alias Gender Banned ggl‘j':te“"'d
* 5—‘ 12 Monster, Cookie HEE_HE-1113 03/03/1987 Male 0
4 ;3-‘ 13 Rabbit, Roger B a1 12 04/04/1986 Male 0
* ::-‘ 3 test, Baby 01/02/2010 Male 1
4 2 test, Just A . w*-8BEE 01/01/1976 Transgender 1
Figure 1-2 i ’ 2 0 Trainer, Sioux www_EE_1111 01/01/1988 Female 0
2 F—‘ 11 Tree, Peach FEE_++_3112 02/02/1988 Female Indefinite 1
16 Tree, Plum 01/01/2001 Male 1
Showing 1-7 of 7
5. If client’'s names DOES NOT appear in the list, follow ‘Adding New Client’ process on page 4
Existing Client
Click on the client Name or Edit icon “ | next to client name. (See Figure 1-2) The screen will

refresh and display the Client Profile screen. Follow Completing Common Intake process on page 6.


http://sp5help.bowmansystems.com/ServicePoint5_Help/512x/ServicePoint_Help/WordDocuments/skanpoint1.htm
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Adding New Client

Always remember to check for duplication before adding new client. If no matches are found, then you can enter a new client.
Complete the following steps to add a client:

1. If the search results do not include your client's name, a new client record will need to be created. (1) & (2) Enter as

much additional information as you have available. First Name, Middle Name, Last Name, SSN, Alias, and Veteran
status are important because these are the elements that comprise the client's unique ID.

Note: A unique id is assigned to each client to help prevent client duplication in the ServicePoint database.

Client Search

@D rlease Search the System before adding a New Client.

@ rtems in Italics are for Data Entry ONLY and will not be used for Search Results.

First Middle Last Suffix
[Bruce | [Henry | [Banner | [

Name Data Quality [Full Name Reported ]

Name

Date of girth [os V/[as Jomo 253 4
s P ———

| Full DoB Reported (HuD) V]
Social Security Number - - Gender [male |
Social Security Number Data Quality [Full SSN Reported {HUD) ~ I Other Gender, specify
.. military Veteran? Primary Race [white (HuD) v
Exact Match O Secondary Race |-select-

Search ACTIVE Clients

Ethnicity [ Non-Hispanic/Non-Latino (HUD) ~|

Search INACTIVE / DELETED Clients

00 ®

Search ALL Clients

Search Clear Add New Client With This Information Add Anonymous Client

Client Number

Enter or scan a Client ID number to go directly to that Client's profile.

Client ID # Submit

Figure 1-3

2. Once you have completed this information, click Search. Click Add Client With This Information. (3) An

alert will
appear. (See Figure 1-4)
Client Search
@D Please search the System before adding a New Client.
@ 1ems in Iealics are for Dats Entry ONLY and will not be used for Search Resuits.
First Middle Last Suffix

Name [Bruce | [Henry | [Banner ]
Name Data Quality [Full Name Reparted ] Date of Birth o6 J/[15 [/[1070 | ) 2
Alias Green Man; Hulk DOB Data Quality [Full DOB Reported (HUD) ~]
Social Security Number - -[e789 Gender [male -]
Social Security Number Data Quality [Fun ssN Reported (HUD) | IF Other Gender, specify
U.S. Milieary Veteran? No (HUD) [white (HuD) ]

Add New Client Information %]
Exact Match [} [-select- ~|

You are about to add a New Client to the system (Be sure to look through
Sommen ATIVE TaiiE ® all the possible matches befare continuing this process). Continue with [Non-Hispanic/Non-Latino (HUD} |
Search INACTIVE / DELETED Clients o Add New Client?
Search ALL Clients O

Ok Cancel
. Search Clear Add New Client With This Information Add Anonymous Client
Figure 1-4

Client Number

Enter or scan a Client ID number to go directly to that Client's profile.

Client ID # s |

3. Click OK to continue. (4) The screen will refresh and display a new client profile.

The client is now part of SENC
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ShelterPoint

Click the Edit icon =

SkanPoint

» Reports

» Admin

Logout

5.

Click the Edit icon |-*

ShelterPoint

SkanPoint

*

Client Information

Service Transactions

Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments
Dclient Record
AETE Client Record

Name Data Quality
Alias
Social Security

SSN Data Quality

A Editing the Client Record Information could affect the Unique ID and the

Client Record

Client Search.
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next to the Client Record. (5) A popup box will appear on the screen. (See Figure 1-5)
Complete any unanswered questions. Click Save to return to the Client Profile screen. (6)

Summary

Issue ID Card
%]
M

Change Clear

Save & Exit Exit

U.S. Military Veteran? First Middle Last Suffix
Age R |Eruca | Henry | ‘Eanner ‘
= N Dat: =
# 2me bata |Fu\| Name Reported v|
- Quality
#  Client Demograph
e Alias Green Man, Hulk
Date of Birth :
Social
Date of Birth Type Security 6789
Gender SSN Data =
Quaity [Full ssn Reported (HUD) |
If Other Gender, U.S. Milit
carane | [Meguny ]
speci -
pecify Veteran? No (HUD)
Primary Race
Secondary Race Save Cancel
—
Ethnicity
Save
Figure 1-5
*

Client Information

Note: Strive to complete as many fields as possible for data quality.

Service Transactions

» Reports

} Admin

Logout

Client Profile

next to the Client Demographics. (7) A popup box will appear on the screen. (See Figure 1-6)
Complete any unanswered questions. Click Save to return to the Client Profile screen. (8)

Note: Secondary Race is not required

6. Move to Completing Common Intake on page 6.

Households ROI Entry / Exit Case Managers Case Plans Assessments Summary
N
+ Client Record Issue ID Card
MName Banner, Bruce Henry
Name Data Quality Full Name Reported ’
Alias Green Man, Hulk
Social Security 123-45-6789
SSN Data Quality chenge | clear |
U.S. Military Veteran? Client Demographlcs H;
Age A Editing the Client Demographic Information could affect the Unique ID
3 and the Client Search. =
9 lient Demographi
E’: ograp Client Demographics T ‘i
Date of Birth
7 2t
Date of Birth Type Date of Birth I "" 1970 ’333 446
Gender Date of Birth Type I ‘FUH DOB Reported (HUD) ~|G
If Other Gender, Gender I c
specify
If Other Gender, specify | G
Primary Race
Primary Race I ‘Wh\te (HUD) V‘G
Secondary Race
Secondary Race ‘*Salect— V‘IS
Ethnicity
— Ethnicity I "SE|ECt' V| G u
Save | Cancel Save Save & Exit Exit
~
Figure 1-6
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Completing Common Intake

The Common Intake is a questioniare that must be completed ONLY for adult clients (18+). This will ensure common and
accurate data is shared througout the SENC. This information is shared among Partner Agencies.

1. Once you have completed the Client Record and Client Demographics - scroll down to the Common Intake (SENC). (1)
Information previously collected will auto populate. Use drop down arrows — complete questions. (2) (See Figure 1-7)

| Common Intake Form (SENC) I T
COMPLETE FOR ALL ADULTS

*Note: If needed, please enter Household Information in Household tab.

Date of Birth* Dor /o1 /o008 &

Gender* [l [Femate “le
Primary Race* [l [American tndian or Alaska Native (HUD) “le
ethmiciy [ a—

Marital Status* [ ——

Highest Level of Education Attained* [[itthorade (iuD)  Jle

. Address Information

Current

e Address Type Street Address Apartment / Unit Number city

Add No matches.

. Contact Method

Send information

Contact Method Type Phone Number (e.g. : 605-222-1212) e Email Address
Add
Docs the client have a disabling condition?* 1] <
_ Disabilities
Disability Type Start Date* Note on Disability
Add No matches.

. Employment Information

Current Status * Type of Employment* Employer Name

Add No matches.

Figure 1-7

Address Information

1. Click Add in the Client Address Information. (1) A popup box will appear on the screen. (See Figure 1-8)
Complete all questions in bold. (2) If client is homeless — ONLY complete Address Type.

* Complete landlord information if available.

Ethnicity ™
Marital Status* Address Information
Highest Level of Education Attaine
9 === Current Status [ves e
. Address Information Address Type Both - Physical / Mailing |6
Current Street Address [200 N Paul Lane |e

e Address Ty,

3 Apartment / Unit
/ Yes B al szber i ALz ©
@ Zip Code Apply ZIP Code Information |6

57106
City Sioux Falls (4 }-_‘

. Contact Method

County of ALWAYS CLICK - Apply ZIP Code

! Minnehaha c

Residence Information This will auto fill information.
Contact Method Type — —_————

State South Dakota &

~" @ cell Phane

Add

e i it c
Residence -

Landlord's Name [ e
Does the client have a disabling 4
1 landlord's Address [ e L
. 8 . Disabilities Landlord's City | ‘c
Figure 1- e -
Disability Type | Lndlonds stote . bi
ok Landlord’s Zip Code [ s
) 1 Landlord's Phone l:lc I
. Employment Information
Address Data Quality [-select- e
Current Status* [-

g ves Reported Date BV Rt
Add ] (o= B VOV aS as Ef:

Total Monthiy 1 . | save and Add Another Cancel |
otal Monthly Income

Note: Bold sections are required. Non-Bold sections if information is available.
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Entering Client Zip Code

1. Enter client zip code in the Search field. (4) A list of possible matches will appear. (5) Select correct match. Click
Apply ZIP Code Information. (6) (See Figure 1-9)

Note: Apply ZIP Code Information populates the City, State, and County/Parish fields after a ZIP code is entered.

Address Information

Current Status Yes |G 3
Address Type |Both - Physical / Mailing -~ |G

-
Street Address |2DD M Paul Lane G

Apartment / Unit
Number

n—% Zip Code 57106 (| Apply ZIP Code Information |G O

City Sioux Falls, SD 57106
Sioux Falls (Shindler), SD 57106

e (I .
Residence

[a124 e

state (Sl e !
Reason for Leaving this |—Se|ec:t- |c

Residence > [
Figure 1-9

2. Zip Code Confirmation popup box will appear. Use the drop down arrow to change City or County/Parish- if necessary.
(7) Click Yes to confirm information. (8) (See Figure 1-10)

Address Information

Current Status G
Address Type Both - Physical / Mailing « |G

Street Address |2E|El N Paul Lane |G 5
Apartment / Unit aioa G
Number
Zip Code 57106 Apply ZIP Code Information ‘G [f 1
Ci N
w ZIP Code Confirmation
County of
Residence o Is the following ZIP Code information correct? Etion
e ZIP Code 57108
Reason for . -
Residence City [sioux Falls ] [f 1
- State South Dakota
Landlord's N County/Parish |Minnehaha, SO e
— n_) e )
Landlord's Cityf |
Landiord's State Era—r bility

Landlord's Zip Code

HD

Landlord's Phone

Address Data Quality |-SE\E|:I:- v |G [—
Reported Date r'f J;',',O e

Move-Out Date |:|f’|:|!|:| A B

=
-

Save ‘ Save and Add Ancther Cancel |
W Tves (HUD) w6
Figure 1-10

3. Once the address information is complete- Click Save to exit screen or Save and Add Another to add an additional
address. Click Cancel to return without saving changes.
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Changing Address Information

*REQUIRED -- CHANGE CURRENT STATUS TO NOT ON OLD ADDRESS — WHEN ADDING NEW **

+

1. Click the Edit icon | next to the address that is no longer current. (1) Select Current Status & Address Type (2)
If Current Status is: NO — Update -- Reason for Leaving this Residence- select from one of the options. (3)

Enter Move-Out date. (4) (See Figure 1-11)

Ethnicity ™
e p——— Address Information
Highest Level of Edug
9 § Current Status L i
{ Seect-
. Address Informa Address Type ; ical / Mailing |6
s
Current Street Address o ane le -
b Address Ty, - v City
Unit
Yes Both - Physical i o Al24 © Sioux Falls
Zip Code 57106 Apply ZIP Code Information |G [f 1
{1 = E— f
. Contact Method
Conntyich Minnehaha G -
Contact Method Type fHon | il Address
. stote T
/| | cell Phone
Reason for Leaving this G
= Residence 2 [f N
Landlord’s Name [ e
Does the client have Ng {
A Landlord's Address [ |e L
\ Disabllities Landiord's City [ e
Disability Type Landlord's State ¢ bility
add Landlord's Zip Code L e
T ovtoras phone e i
. Employment Information
Address Data Quality [-select- v|e
Current Status*
g ereaome  [g2)[is) e |9 e
add Move-Out Date V89 a4 [f 1
save | saveand Add Another Cancel |
Total Monthly In
e T TS . Ly =
Figure 1-11

2. Click Save or Save and Add Another to add the new address.

Adding Contact Method ** REQUIRED — PHONE NUMBERS MUST INCLUDED DASH(S) **

1. Click Add in the Contact Method section. (1) A popup box will appear on the screen. (See Figure 1-12) Use drop
down arrow to complete information. (2) Click Save to return to the Client Profile screen. (3)

Note: If client does not have a phone — Select No Phone

{_ Contact Method —| Contact Method - rh [

: Note: Send information
| Vviatext -- should ONLY
1 be answered if client
: provides a cell phone

Phone Number (e.g.
: 605-222-1212) I[s08-341-3730 |6 __--7 Dumber.

Contact Method Type

Contact Method

T I |Ce|l Phone ~ |G

/ 4 " Cell Phone

1 R

Send information ,/”’ Lo o J
via text? Ifes ]
Does the client have a disabling condition? Email Address I |Cooll-cid2001@h0tmail.com G

| Disabilities S D 228 ]2016 |53 &
Disability Type Endirate l:l“{l:l“{l:l o EL F

Add Print Recordset | Save and Add Another Cancel

Figure 1-12 sﬂ

3. Click Save or Save and Add Another to add a new Contact Method.
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Changing Client Contact Method
*REQUIRED — ENTER END DATE WHEN CONTACT METHOD IS NO LONGER ACTIVE**

"

1. Click the Edit icon “ next to the Contact Method Type to change or update information. (1) A popup box will appear
on the screen. (See Figure 1-13) If contact information is no longer current - Enter End Date. (2)

/. Contact Method Contact Method =

y 4 9 Cell Phone
= Phone Number (e.g.

— ] : 605.222.1212) I [608-941-3730 e |
Send information
vin taxt? Ifves  v]e

Does the client have a di54 Email Address ] |CO0Ikid2001@hotmail.com G

| Disabilities Start Date* [[1z]/z8 /(2016 | s
s 1)zl 89 e

Add Print Recordset | Save E Save and Add Another Cancel

Contact Method Ty Contact Method I Call Phoma G |

Figure 1-13
Disability Type

2. Click Save or Save and Add Another to add new contact information.
Disabilities
1. Use the drop down arrow to complete Disabling Condition question. (See Figure 1-14) (1) Select the appropriate

response. If yes - Click Add in the Disabilities Type section. (2) Go to step 2. For all other responses, follow
Employment Information process on page 9.

m Does the client have a disabling condition? Yes (HUD) iv|e

<, Disabilities Yes (HUD) HUD Verification &&
No (HUD)
Disability Type Client doesn't know (HUD) Above condition is going to be long term?
Add Client refused (HUD)
Data not collected (HUD)
Figure 1-14

2. Once you have clicked Add. A popup box will appear on the screen. (See Figure 1-15) Select the Disability Type that
best fits the client. (3) Complete all questions in bold and Non-Bold sections if information is available. (4)

Client's i / Last A
Edit Recordset - (17) Banner, Bruce Henry
Client's Street Address City Client's State c“‘".e“fme
" W 1313 America Street Disabilities = b Qe South Daketa Ves
~" @ 2000s. Beach Drive rd South Dakota Mo
Disability Type [l [ Hearing Impaired wle
add . Disability edlece & [
3 determination slect S »
Contact Method 1f Ves, Expected to be
of lang-continued and
Contact Mathad Type indefinite duration and g - . Send information via text?
’ N substantially impairs A
W | Email A ability to live 1
” @ | cell Phone independently Ves
0 1 1f Ves, Documentation -
W | cCell Phone of the disability and -Select- o ves
. severity on file
= 1F Ves for Mental
Health Problem,
Alcohol Abuse, Drug
) ) . Abuse, or Both Alcohal | ~Select w5
Does the client have & 2 B Airme
= confirmed (PATH only) RSP —— I :
Di ! 1
1f Ves for Mental :
- Hesith Brobler (PATH ! Enter appropriate date as needed or leave as =
only) Serious mental -Select- 1 . m?
i [red illness (SMI) 2nd, if 1+ current date by selecting the Set to Current h
o SMI, how confirmed H '
Add ] (If yes)Currenthy ! l,alf‘ N Il
“Select- . iy I
trestments s el i Dateicon ¥ nextto start date. h
, e I T T '
Employment Informatian Start Date * [l [oc]/[2¢6]/[2016 D f,j;""
Type of Employment Note on Disability Current employer?
Add
s
Total Monthly Income.
Above condition
Covered by Health Insurance A e vz [ Va2 s
- End Date AN A e Cancel
_ =
PrincRecordset | | Save | SsveandAddAncther |  Cancel
Client Notes Figure 1-15

3. Click Save or Save and Add Another to add new Disability.
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Employment Information

1. Click Add in the Employment / Income Information (Reitred, SSDI, all income sources) section. (1) A popup box
will appear on the screen. (See Figure 1-16) Complete all questions. (2)

. Employment / Income Information (Retired, SSDI, all income sources)

Overall Total
Reported Date Current Status ~ Type of Employment Employer Name Employment End Date Monthly Tncome
=
4 ' 04/20/2017 Yes Full Time Mernards US52,200.00
=
Y ' 03/29/2017 No Full Time Sioux Falls Ford US%1,500.00

m Add ’ Showing 1-2 of 2

Health Insurance

Covered by Health Insurance * I Yes (HUD) V|G

Cancel

Figure 1-16

Employment / Income Information (Retired, SSDI, all income sources)

Reported Date [os Jr[24 J/2017 |23y 25

Employment
s
Current Status G
Type of Employment |—Se|ect— v| G

E Employer Name | | G
Employment End Date I:Ifl:l:’l:l i) o 26
Income (Retired, SSDI, all income sources)

. Overall Total Monthly I:I G
Income

Save i Save and Add Another Cancel

Figure 1 — 16A

Note: “Income” does not

3. Click Save or Save and Add Another to add new Employment information.
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Changing Employment Information
REQUIRED -- CHANGE CURRENT STATUS_ONLY to NO
DO NOT change past information- ALWAYS add new

1. Click the Edit icon © next to the employment that is no longer current. (1) Change Current Status— No (2) Enter End
date. (3) (See Figure 1-11)

# " i Hearing Impaired 02/29/2017 Unable to hear out of the left ear
Add Edit Recordset - (324) Test, Helpline Center
<, Employment / Income Info Employment / Income Information (Retired, SSDI, all income sources) g fh
ik | Reported bate 1o /oo Vo 1D & s s i Homthly Tncome
% ? 04/20/2017 ¥ Enployment | US$2,200.00
7+ | '@ o03/29/2017 P Dlves s US$1,500.00
Add 1 Type of Employment I G [
Health Insurance Employer Name I G
Covered by Health lnsuranﬂ}* Employment End Date I:lfl:l,’l:l %) o ;«J [
Income (Retired, SSDI, all income sources) Cancel
1 Overall Total Monthly Income I G 1
B Print Recordset ‘ Save [ Save and Add Another Cance\ =

v

Figure 1-17

2. Click Save and Add Another to add new Employment information or Income amount. (4) If only updating income
amount — add new entry. (See Figure 1-17)

(e.g. If aclientis on SSDI in June — making $700.00 THEN he comes back in July still receiving SSDI but now making
$450.00. We will want to add a new entry for the new recorded income. Even though his source of income did not change-
the dollar amount did)

Health Insurance

1. Select from the drop down box to reflect the clients Health Insurance status.

Health Insurance

Covered by Health Insurance * I |Yes (HUD) ~| G

Figure 1 -18

Note: “Covered by Health Insurance” includes: Medicaid, Medicare, Affordable Care Act, Private Insurance, and Military
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Client Notes *Do not delete Client Notes always enter NEW Client Note**

1. Click the Add New Client Note in the Client Notes section. (1) A popup box will appear on the screen. Enter client
information that is valuable to process of serving the client. (2) Click Save. Client Notes are shared Globally.

Employment In:
Type of Empl Employer Name Current employer?
A7 W | Full Time ves

~ Note [

| W | Part Time No

=7 ] Add a New Client Note - (17) Banner, Bruce Henry i n

- /T2el/] o =
Total Monthly Income ol 0s)/[26|/[z016 |43 45

Notes Bruce is hard of hearing on the left side.
Covered by Health Insurance 4 Bruce lives alone and has a companian dog named
Rex.

Cancel

Client Notes

Provider Full

Add New Client Note || Brint Mo matches.

File Attachments

Date Added v brovider Added From

Add New File Attachment Save Cancel Mo matches.

Figure 1-19
L4

2. Click the Edit icon © to edit a Client Note. Click Save to exit. If necessary - Click Print to print copy of the Client Note.

File Attachments ** DO NOT ADD ROI IN THIS AREA --- ALWAYS USE ROI TAB**

1. Click the Add New File Attachment in the File Attachment section. (1) A popup box will appear on the screen. Enter
Description of file. Click Browse. (2) Attached the file from your computer. Click Upload. File Attachments are shared

Globally. r e
HINT: The ONLY way to see
Client Notes 2 I if anothgr agency has addgd
1 an ROl is to look in the File
— TR LRk Attachments area
v W 7 Day Shelter Program - St. Francis House 06/26/2016 Bruceis hard of hearing on the left si.. I

Add New Client Note erint | Upload Attachment 1 Showing 1-1 of 1 Added Form SHOULD say
| ROLI. If not, double check the
— | Mame @ﬁbselmad. E
File Attachments

scanned copy to see if it an

NOTE: You cannot see other I

Deseription | privers License Copyl ROI or another document.
Date Added ~ 7 Provider Added From I
~N | Add New File Attachment | [ No matches.
3 E I agencies attached ROI's in
Incidents the ROI Tab-- you must look
- Upload Cancel |
e I in the File Attachments area.
Add New Incident Mo matches.
Save | SaveBBxit |  Exit |
2. Click Upload to add file. Click Cancel to return to the previous screen without retaining the changes.
File Attachments
Date Added * Name Description Type Provider Added From
06/26/2016 211.jpg g;i::rs License jpg |7 Day Shelter Program - St. Francis House Client Profile rh
Add New File Attachment Showing 1-1 of 1
Figure 1-20

3. Once the file has been uploaded to the File Attachments section you can see the attachment by clicking the View icon
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4. Click the Edit icon © to edit the description if necessary.

Incidents **ONLY USED IF SAFETY IS A CONCERN**

1. Click the Add New Incident in the Incidents section. (3) A popup box will appear on the screen.

2. The Provider will default to the user’s current provider. The Start Date default to the current date.

3. Select the type of incident and Incident Code (if necessary) from the drop down box. Enter Staff name, Site Barred
From and add Notes to include further information regarding the Incident. (4) Incidents are shared Globally.

Employment Information Incident =&
ToociE e Add a New Incident - (17) Banner, Bruce Henry e
. Full Time Ves
T v — Provider * 7 Day Shelter Program - St. Francis House (17) =
W  PartTime Mo
Start Date * o6/[zs|/2018 | &
Add h 2

End Date W] Fo b )

T [y HrErms = Incident DCisagreement with rules/persons

Covered by Health Insurance P —— ao1 »

- Cancel
) Ban Oyes ®po | g
Staff Persen Riley Zafft
Figure 1-21 Client Notes Sites Barred From (St Francis House
e ote
4 7 Day Shelter Program - St. Frands. aring on the left si.. ]
hel he |=ft
== Notss Client did not want to fallow the showering schedule.
Add New Client Note print | 1
File Attachments
Date Added ~ Added From
dl 06/26/2016 . save | cancel | Client Profile T

Add New File Attachment Showing 1-1 of 1

Incidents
Ban Site Staff

Start Date End Date  Incident Incident Code Provider
Add New Incident No matches.
Save Save & Exit Exit

4. Click Save to exit screen
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Creating a household is an easy way to assign services to a group of people. Households are typically configured in family units with
one person as the head of the household. When other members are added to the household, they are identified by their relationship to
the Head of Household. Creating a household makes it faster and easier to record data in ServicePoint. By grouping client records
together the user may update or provide services, enter a Release of Information (ROI), or create an entry for all household members in
one action, thereby eliminating the need to individually create entries for each member receiving services.

First step is to search if the client is part of an existing household. This process can be easily accessed through the Household
tab. You must always search for an existing household before entering a new one or adding to an existing household.

1. Click the Households tab. (1) the screen will display two options — Search Existing Households or Start New

old.

Household
2. Click Search Existing Household. (2) Use keywords for Client Names, Client ID #, or Full Social Security Numbers of Clients
already in a Household —into the Search field. (3)

Note: When searching for a client- less is more. For example, if you type in last name "Ban”. This will avoid duplication if the name(s) were spelled differently during initial

intake.
5
tPo 0
4 L,a5t | Favorites .
Viewed Client - (17) Banner, Bruce Henry
Home
ClientPoint W  (17) Banner, Bruce Henry

ResourcePoint

ShelterPoint

SkanPoint

' Reports

+ Admin

Logout

Household Search

I_r

Household Search

Release of Information: None

Client Information

Search for 3 Household by using ke
Househeld.

Search | Ban

rdz for Client Names, Client ID, or Social Security Numbers of Clients already in a

Show Advanced Search

Client Profile

» Previous Households

Households
—

Search | Clear

Household Results

Household

D 4 Type

9 Search Existing Households

Start New Household

©

Female Single Parent

|
4

Client

Head of Household

test, Just A

Count

2

Showing 1-1 of 1

e

Add NEW Household ‘ Cancel |
— Current Clients - (1) Female Single Parent <)
Househeold Members

Name Age Head of 52':;iz;'§hip to Joined Previous Household

9€ Household Household Associations Count
Household
(2) test, Just A 40 |Yes Self 04/18/2016 /0 ' 1
(3) test, Baby & | No Son 04/18/2016 /0 ' 1 Q
Exit
Figure 1-22

3. Click Search to return a list of possible household matches. (4) The screen will refresh to show a possible list of household
matches. (See Figure 1-22)

4. |If there is a match, you can click View icon

Household Search screen.
5. To open Client Profile screen click Select icon 0 next to the name to open prefix.

to view the clients in that specific household (5) Click Exit to return to
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Creating a New Household

Always remember to check for duplication before adding new client. If no matches are found, then you can enter a new client.
Complete the following steps to add a client:

1. If the search results do not include your client's name or household, a new client household will need to be created.
(1) Click Add NEW Household. The Add New Household popup box will appear. Go to step 2.

Type here for Glob:

Household Search B

Tl

l | R Favorites -
Viewed Client - (17) Banner,
(a7 Household Search
Home _—————————————1
| ClientPoint (17) Banner, Bruce Henry Search for 8 Household by using keywords for Client Names, Client ID, or Social Security Numbers of Clients already in a
Household. p
R Point Release of Information: Mo -Switch tc
esourceToln 3 Search |Elanner Show Advanced Search E
ShelterPoint Client Information
SkanPoint I
Client Profile J i Search E Clear Assessm
» Reports p -
» Admin Household Results
Logout
. Household Client -
1 a Type Head of Household Count

b  Previous Househ
—_— No matches. -

Search Existing Huuseﬂ E Add NEW Household Cancel

Legal Notices

Figure 1-23

2. Select a Household Type from the pick list. (2) Your Client’'s name should appear at the bottom of the screen. (3) Click
Continue. The Household Information popup box will appear. (See Figure 1-24)

» SERVICEpoint’

Add New Household

Household Type

Household Type* |Ma|e Single Parent ~ ‘
" Type here for Glo
Client Search Couple With No Children
Last ] e ] Female Single Parent 0
viewed Client - (17) Banner, B Foster Parent(s) =m before adding a New Client. Hide Advanced Search |
Home Grandparentis) and Child —
First Last Suffix
Male Single Parent
= = 17) Banner, Bruce He Name
ClientPoint (17) Banner; Bruce Henry Nen-custodial Caregiver(s) | |Elanner | |
ResourcePoint Release of Information: Nona Name Data =i Other ‘ -Switch
. i -5el€ Two Parent Fami ~ u
ShelterPoint Quality Y

Client Information

SkanPoint Alias ]

Client Profile

H
Reports - Social Security - ~
) Number N b N I

Assess|

Admin

Social Security
Logoul Number Data [-=elect- -

Quality

» Previous Househol .
U.S. Military = -
Veteran? [-seleat ~
Search Existing Household Exact Match O
3 Search | clear | Add New Client With This Information Add Anonymous Client =

Client Number

Enter or Scan a Client ID to add that Client to this Househeld.

Client 1D # Submit

Selected Clients

ID Mame =t UritY pate of Birth Alias Gender Banned o=t

Number Count
17 322";’ Bruce FEE_EX_GT50 06/15/1970 Green Man, Hulk | Male Indefinite 0

Showing 1-1 of 1

Continue Cancel

Figure 1-24
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Head of Household in the Household Information area. (6) (See Figure 1-25)

required field.
display. (See Figure 1-25)

Note: The Head of Household field defaults to "No." The field need only be altered for the Head of Household.

Set the Head of Household indicator. (4) If this client is Head of Household, select Yes, otherwise select No.
Select Relationship to Head of Household from the pick list. (5) Complete Date of Birth, Gender, and Relationship to
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The Joined Household defaults to the current date. (7) This is the date the client will be entered into the household. It is a

Click Save and Click Exit. The user will be returned to the Household Overview screen. The newly added household will

Household Information - (6) Male Single Parent o
@ (6) Male Single Parent Save Save B Exit \ Exit
Household Typer
¥ Last Viewed | Favorites 1 US£0.00 0
Client - (17) Banner, Bruce Henry neams N
Home Client Count 1
ClientPoint £17] Banner, Bruce Henry
_ Household Members
ResourcePoint Release of Information: Nons
SheltasPoint . Head of _Relationship to Head of . . Previous  Household
= = Client Information == A92 ousshold Household prr=liEm=E Associations Count
SkanPoint
= F— S @ (7) Banner, Bruce Henry < E—| 1 T L I E
! Add/Delete Household Househald History Report
» Admin 3 Members
Logout = (6) Male Single Parent
4 13

Name

[17) Banner, Bruce Henry Individual Client Assessment

Manage Household

Household Members " Client Record

Issue ID Card | T

»  Previous Households

Search Existing Start New Household
Households

Name
Mame Data Quality
Alias

Social Security
SSN Data Quality

U.S. Military
eteran?

Age

Banner, Bruce Henry
Full Nzame Reported
Green Man, Hulk
123-45-6788

Full S5N Reportad (HUD)

No [HUD)

46

Household Information (SENC)

Date of Birth

Gender

Househald

-

Relationship to Head of

[Self head of hous=hold]

|a

Cancel

TETEY

Adding Minor (Child) to Existing Household

Adding a minor into SENC — ONLY collect: full legal name, date of birth, gender

Save Save&Exit |  Exit |
Figure 1-25
1. Click Households > Click Search Exiting Households > Enter minors name > Click Search > Enter Household Type.
If Minor is not in the system — Click Add Client With This Information > Confirmation textbox will appear > Click Okay.
rAdd New Household E

Household Type

Household Type *

Client Search

@D rlease search the System before adding a New Client. Hide Advanced Search
Client - (1) Banner, Bruce Henry
@D rrems in Italics are for Data Entry ONLY and will not be used for Search Results.
W (1) Banner, Bruce Henry N First mMiddle Last Suffix
Release of Information: None ame | | | | |panner | | |
Client Information | Name ; - Date of r r HS &
Data [-select- ] 74 7] 5
Summary Client Profile ROT Quaiity
-
DOB Data
Alias Quality [-select- |
Social
Security | |- |- | Gender  |-Select- ~|
Number
»  Previous Households
Sacial
Security If Other
. Number |-Selact- - Gender,
Search Existing Households |  Start New Household e specify
Qualicy
. v.s.
Military | -Selact- - ‘;""’a’y |-s=lect- ~]
veteran? ace
Exact Secondary |- - =
Match D Race [-selact ‘
Ethnicity  [-Select- ~]
Search Clear Add New Client With This Information Add Anonymous Client |
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Always remember to check for duplication before adding new client. If no matches are found, then you can enter a new client.
Complete the following steps to add a client:

1.

Click Manage Household on the Household Overview screen. (1) The Household Information popup box will appear.

Click Add/Delete Household Members. (2) The Add/ Delete Household Members screen will appear. (See Figure 1-26)

Household Information - (6) Male Single Parent o2
(6) Male Single Parent Save savesExit |  Ext |
for Gisba
Househald Type* Malz Single Parant ———
¥ Last Viewed | Favorites
e Client - (17) Banner, Bruce Henry bzime US$0.00
Home. Client Count 2 -
ClientPoint (17) Banner, Bruce Henry
ResourcePoint Retease of ntormation: rione Household Hembers o] s
SkanPoint Headof _Relationship to Head of | . Previous  Hausehold
— Client Information = A%® Househald Househald ol =T Associations Count
- S
) MW,. Client Profile Hauseholds @ (17) Banner, Bruce Henry 45 [07}[07]/[z015 | & £ o L -
min -
=  Pascton Evan Az 12 |
v (6) Male Single Parent ‘Add/Delete Housshold Housshald History Report
Members
4 fonship |
of Hous

Name
(17) Banner, Bruce Henry

(38) Banner, Paxton Evan

9 MansgsiHousshokd

b Previous Households

b Previous Household Members

Individual Client Assessment

Househald Members . Client Record

Issue ID Card | Ty || B

Name Banner, Bruce Henry

Search Existing | Star New Household

[ e e ey
St nge: 46

e

Full Name Reportad
Green Man, Hulk

Name Dat= Quality
Alias

Households

Age: rinaeen
sxx_s5.67g9

Full SSN Reparted (HUD)

Social Security
55N Data Qualicy

u.s, Military

Veteran? No (HUD)

Age 46

Household Information (SENC)

Date of Birth 1[oe]/[15)/ (170 |0 2=
S |

Relationship to Head of

[l [S=lf [head of household]

Household
Cancel
Save saeB Bt | Exit |
Figure 1-26

New & Existing Clients process on page 3. Click Search.

return to the Household Information screen. (See Figure 1-27)
If the client you are searching for does not appear in the Client Results — follow Adding New Client process on page

a.

< SERVICEpoint”
| vt

Click the drop down arrow next to Add Clients to the Household. (3) Search for an existing client. Follow Client Search-

To select the client click the Add icon ¢p . (4) This will move the client to the Selected Clients area. (5) Click Continue to

Add/Delete Household Members - (6) Male Single Parent

Household Members

— Head of _Ralationship to

(6) Male Single Parant

W (17) Banner, Bruce Henry a5 | ves Self

[M2] & (38) Banner, paxton Evan e

hold Type*

Figure 1-27
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1
1
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et @ Plezse Search the System before adding 2 New Client, Hide Advanced Search
»  Previous Household Mem Name “ ] I”” ] ‘L;:m\ ] ‘ |
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A Jame Do [Select- |
Household Hembers 1

3 Shawing 1-2 of 2

Selected Clients

Exact
Match a
Search | Clear | _Add New Client With This Information | _Add Anonymous Client
Client Number
Enter or Scan a Client 1D te add that Client to this Household.
Client 1D # Submit
u Client Results
1 Hame Date of Birth Alias Gender Banned Houshold
&9 15 Bunny, Bugs 08/08/1986 male o
&) 25 | Bunny, Lexi 02/15/1980 Female 1

Date of Birth Alias

Social Security
== Number

Mo matches.

Gender Banned Household

Continue Cancel

Count
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The Household Information screen will appear. Set the Head of Household indicator. If this client is Head of Household,
select Yes, otherwise select No. Select Relationship to Head of Household from the pick lists. If the client is the Head of
Household, select Self. (6) Complete Date of Birth, Gender, and Relationship to Head of Household in the Household
Information area. (7) Click Save & Exit to return to the Client Information screen.

The Joined Household defaults to the current date. (8) This is the date the client will be entered into the household. It is a
required field.

Click Save and Click Exit. The user will be returned to the Household Overview screen. The newly added household will
display. (See Figure 1-25)

2 SERVICEpoInt”
o G

Household Information - (6) Male Single Parent C
- (6) Male Single Parent Save Save&Exit | Exit |
entp ent P e for €
Type* Male Single Parent -
» Last Viewed Favarites
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Home Client Count 3 ]
ClientPaint (17) Banner, Bruce Hanry
ResourcePaint Hone Hausehold Members o
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P —— Client Profile Households @ |(17) Banner, Bruce Henry 46 - [ ra— | TR ) t Q =
T @ (28) Banner, Paxton Evan 520 1 Q
~  (6) Male Single Parent @ |(25) Bunny, Lexi 4 75 0 2
Add/Delets Housshold Housshald History Report | o=
q Name Mzmbers =
(17) Banner, Bruce Henry
1 »  Previous Household Members 3
(38) Banner, Paxton Evan
ansge Household | | [ — )
¥ Previous Households Household Members . Client Record Issue ID Card | Ty
(47 anmer, pruce Henry
T Start New Household s Name Bunny, Lexi
Households Name Datz Quality Full Name Reparted
P
[ iy Alias
U.S. Mill
Ve vesauD)
........................... Age 36
1
; - : L
. . . . Household Information (SENC)
I Note: Click the Remove icon to 1
| remove existing clients from . Date of Birth 1o2)/[15)/[1320 | 8D &=
. 1
L household. . Gender [ ——
......................... -
Relatianship to Head of | [.f(head of household I
Cancel
Save SaveBExit | Exit |
Figure 1-25

An existing client is now part of an existing household
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Removing Existing Client From Household

**These steps below will remove a Client from the Household you will no longer be able to associate them
with Household information including Goals, Case Notes, Case Managers, Shelter Stays, and Service
Transactions after this date. **

1. Toremove client from an existing household. Click Manage Household on the Household Overview screen. (1) The

Household Information popup box will appear. Click the Remove icon @ next to the client you would to remove. (2)

2. Client Left Household popup box will appear. (See Figure 1-26) Date Client Left Household will default to the current
date. Click Save. (3)

3. The removed client will now appear in the Previous Household Members area in the Add/Delete Household Members
section.

SERVICEpoint
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Tncame uss0.00 Type
Last Viewed | Favorites N | Client Count z 1
e Client - (17) Banner,
Home |
Househald Hembers
ClientPaint W 37 sanner, sruce wenny
_ Head of  Relationship to Head of " N Previous Household .
o ranoed nekase of intomaon: Hons [ — A9¢ Household Househald oo = Associations Count ather Household Membs
SheltarPoint . T B(17) Banner, Bruce Henry 46 [o7/ o16 |4145 0 L 1
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Figure 1-26

** These steps below will delete this Client’s Association with the Household COMPLETELY.

4. If client was added to household in error. Click Add/Delete Household Members. In the Previous Household Members

area - click the trash icon ¥ next to the client’s name. (4) This will delete the client’s relationship to that household.
Delete Household Relationship popup box will appear. (See Figure 1-27) Click Delete.(5)
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Adding a Release of Information (ROI)

**Each Adult Client MUST sign an ROI**

1. Search for and select a client in ClientPoint. (See page 3) or click Client Search- New & Existing Clients. Click the ROI
tab to display the Release of Information area. (1) Click the Add Release of Information. (2) The Release of
Information popup box will appear.

2. Household Member Section: Each adult (18+) household member must sign a separate ROl. Each ROl must be
attached to an individual household member; this will require you to scan and attach the signed ROI in each Client
Profile.

a. For minor household members (17 years of age and younger) DO NOT check the box(s).

3. Inthe Release of Information Data area — Provider* will default to the current provider. Complete Release Granted. The
Start Date will default to current date. Complete End Date — always enter: 01/01/2099. (4) Select from the Documentation
picklist. (5) Click Save Release of Information to return to Client Information screen. (See Figure 1-28)

E entPo ent Profile Type here for Global Search m
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Figure 1-28

of Information Cancel

H,
Verification from Other Institution

4. Click the Trash icon ¥ to remove the Release of Information from the client. Click the Edit icon *  to alter the
Release of Information. (6) Click Add Release of Information to add a new Release of Information. (7) Click the

file attachment icon ® to add an attachment to the ROI. (8) This will open the File Attachment window. (See Figure 1-
29)

Notice: The file attachment icon updates to show how many attachments are associated with each ROI.
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Figure 1-29



