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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
J Notes Icon Add Note
) Date Selection, Reverse, Enter, clear a date or current date stamp {pate format: mm/ddiyyyy}
Current Date Stamp Icon
o+ Bed Icon Shelter Bed Check In

Data Measurement Tool

<91- 360 Days >

Hilk
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Adding a Service

When to add a Service: Services are added when a need is identified and the service can be provided at that time by your
agency.

1. Search for and select a client in ClientPoint. (1) (Reference Section 1- Page 3)

Last
" Viewed Favorites Cliant - {17} Banner, Bruce Henry i
Home
[ Chome [TE P ——
ResourcePoint Release of Informatian: Hone -Switch to Anather Househald Membar- | _ Submit |
ShahtarPoint Chient Information Service Transactions
SkanPoint Client Profite PrE—— ROL v 7 Ex ase Hanagers Case Plans Assessments Summary
[ — _
» Admin . * client Recard tssue 10 card |
Loguout
Name ruce Hen
Name Data Quasty
atins
Social Securty 123-45.6788
SEN Data Quality Fulll SSN Reported (HUD) nge
e oo G102
Age 6
7 Client Demographics I
‘Dane of sirtn 08/15/1970
Date of Birth Type Full DOB Reported (HUD)
Gender sale
I Cther Gendes
=pecil
Erimary Race White (HUC)
Secondary Race
Etnnicity Non-Hispanican-Latne (HUC)
save | savesmxi | Exa
Basic Intake (SENC) T

COMPLETE FOR ALL ADULTS
*Mote: It meeded, please enter Household Infarmation in Hewsehold tab.

Figure 1-33

2. After a client is located or added, click the Service Transaction tab to display the Service Transaction Dashboard.
(See Figure 1-34) Click the Add Service button to display the Add Service screen.

\Type here for Global Search

[y Last N .
L Favorit . =
Viewed ] Client - (17) Banner, Bruce Henry Mass Visibility Update |y

Home

| clientPoint §  (17) Banner, Bruce Henry

ResourcePoint Release of Information: Hone. ~Switch to Another Household Member- | _ Submit |
Sheltergoim, Client Information Service Transactions
SkanPoint
» Reports Service Transaction Dashboard
» Admin
Logout a o
! ) % &= [+ 28
Add Need Add Service Add Multiple Services Add Referrals Eligibility Search
v g, T
S o S
View Previous Service Transactions View Shelter Stays View Entire Service History

Figure 1-34

3. In the Household Members section if the client is not part of a household - No Household Members were originally
associated will appear. Proceed to number 4. If client is a member of a household click the checkbox(s) next to the
household member's names you wish to provide service to. (See Figure 1-35) In most cases, you will ONLY provide
services to the primary client or the client ‘pre-selected’. (3)

IType here for Giobal Search

» Last Favorites
Viewed umSavoriics sy Client - (17) Banner, Bruce Henry T

Home:

ClientPoint (17) Bannes, Bruce He
~Switch to Another rousehold Member- v |  Submit |

ResourcePoint Releasa of Information: Hone

ShelterPoint Client Information Service Transactions
skanPoint
» Reports

Add Service

» Admin

- Members

Logout
&P To updata Housahold mambars for this Sarvice, click the box basida aach name.
[ €6) Male Single Parent
(47) Bannes Bruse Hanry (Primary Client)

[1(23) Bannsi Chris Evan

Include Additional Household Members
Service .
Provider [Evening Program - Bishop Dudley Hospitality House (4) |

Creating User Riley Zafft
Figure 1-35 strtoater (o7 os ifoie |41 afr (3] Note: Service Type -

End Date [o7foerore ] 33 AT ~]: Is specific to your agency

Service Type*  [Gothing Feciliies (BM-6500.6500-150) | _ LookUp |

B e

Save & Continue Cancel
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4. Service Provider will default to current provider. Select a Service Type from the pick list. (4) Start Date and End Date
for the Service will default to the current date. (See Figure 1-35) If applicable - Select a Provider Specific Service from
the picklist. If not- select DO NOT USE. Click Save & Continue.

5. |If applicable ~ Service Cost: Enter Number of Units. (5) Select Unit Type from the picklist. (6) If applicable - enter
Cost per unit.

6. If applicable ~ Click Add Funding Source to add a funding source. (7) Multiple funding sources may be added for
each Service. (See Figure 1-36)

7. If applicable ~ In the Follow Up Information area, if a follow up is needed, choose the Projected Follow Up Date and
a Follow Up User. The Actual Follow Up Date and Follow Up Made fields are completed when the follow up occurs.

8. In the Need Information area, select a Need Status, Outcome of Need, and If Not Met, Reason from the pick list. This
is a required for Need documentation.

9. Click Save & Exit to return to Service Transaction Dashboard. (See Figure 1-36)

[» Last viewed | Favorites i
— Client - (17) Banner, Bruce Henry (}.

Home ‘

| clientpoint (17) Banner, Bruce Henry
ResourcePoint Release of Information: None ~Switch to Another Household Member- ~|  Submit ‘
ShelterPoint

Client Information Service Transactions

SkanPoint

» Reports Edit Service

» Admin
Logout ¥  Household Members

0 To update Household members for this Service, click the box beside each name.

[ (6) Male Single Parent
17) Banner, Bruce Henry (Primary Client)
[ (23) Banner, chris Evan

Include Additional Household Members

Service Provider* ” Evening Program - Bishop Dudley Hospitality House (4)

Creating User Riley zafft

Start Date* [o7 /11 )/ vJ:[26 v[em -]

End Date 1)/2016 |33 2 ]:[26 ~[pM ]
Service Type* " Bathing Facilities (BM-6500.6500-150)

Provider Speciic [0 T USE ©

Service

Service Notes

*Fill in notes if needed*

Figure 1-36

‘Service Costs|
B_, Number of units | |
Unit Type én
Cost per Unit

s ]
Total Costof Units 3| |

Apply Funds for Service

Funding Sources

Source Amount

> Add Funding Seurce Calculate | Total: $0.00

Support Documentation

A\

Date
Added

Add Support Documentation No matches.

*‘ Follow Up Information |
Projected Follow Up g 50
—r DO Jad%
(ot e (e ‘Evenmg Program - Bishop Dudley Hospitality House (4) Vl
Follow Up Made
M Completed Follow q #
Comsecdrlon [} |21 &

¥ Name Description Type

-

—‘ Need Tnformation |
r- Need Status* Identified
Outcome of Need
o BITEES
L_ i Select v

Save Save & Exit Exit




Multiple Services

Note: We encourage services

to be added separately
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1. Click the Add Multiple Services (1) button to display the Add Multiple Service screen. (See Figure 1-37)

o
Po e 0

Last

(> rowed | Favorites

Home

Client - (17) Banner, Bruce Henry

Type here for Global Search

Fa b sios

Mass Visibility Update ||y

ClientPoint
ResourcePoint
ShelterPoint
SkanPoint

¥ Reports

» Admin
Logout

W (17) Banner, Bruce Henry
Release of Information: Hone

client Information

Service Transaction Dashboard

Service Transactions

-Switch to Another Household Member- + |

submit |

Add Need Add Service
i
" Y

View Previous Service Transactions View Shelter Stays

4

=

Add Multiple Services Add Referrals

.
Y

View Entire Service History

Figure 1-37

b+

Eligibility Search

2. In the Household Members section if the client is not part of a household - No Household Members were originally
associated will appear. Proceed to number 4. If client is a member of a household click the checkbox(s) next to the
household member's names you wish to provide service to. (2) (See Figure 1-38) In most cases, you will ONLY provide
services to the primary client or the client ‘pre-selected’.

3. Service Provider will default to current provider. Select Service Provider if not defaulted. (3) The Start Date and End
Date for the Service will defaulted to the current date.

4. If applicable ~ Enter Number of Services. (4) Select Service Type from the pick list. (5) Select Need Status from

picklist. (6)

5. If applicable ~ Click Add Another (7) and repeat steps 3-5. Click Save & Exit. (See Figure 1-38)

[y Last
Viewed
Home

ClientPoint.

ResourcePoint

| Favorites

ShelterPoint
SkanPoint

» Reports

» Admin

Logout

client Information

v Household Members

Service Transactions

Client - (17) Banner, Bruce Henry T
(17) Banner, Bruce Henry
Releasa of Information: lona [“Switch to Another Household Member- |  Submit_ |

Save & Exit Cancel

[ (6) Male single Parent

Er 17) Banner, Bruce Henry
L [J(23) sanner, Chris Evan

Multiple Services

@ To include Household members for these Services, click the box beside each name. Only members from the SAME Household may be selected.

Start Date*

End Date

Service List

ist defaults. Any data that is currently in the Servi

T
@ e suretoselect the correct Provider before entering data in the Service List below. If you,

Li
Service Provider* |

[Evening Program - Bishop Dudley Hospitality House (4) |

s a9 &
B s &S &f

Quick Tool: To add the same number services and I
status to all in the Service List. Click Set All. |

N

Number of
Services

i

[Bathing Facilities (BM-6500.6500-150) |

Number of Services Need Status [Identified Set All

Need
$ Need Status*

<
R
n D

Figure 1-38

Remove Clear

Add Ancther | Remove Al | clearan |

Save & Exit Cancel |



Page |6

Adding a Need

When to add a Need: Needs are added when a need is identified and the service cannot be provided at that time or a referral
to another agency is needed.

1. Search for and select a client in ClientPoint. (Reference Section 1- Page 3)
2. After a client is located, click the Service Transaction tab to display the Service Transaction Dashboard. (1)
3. Click Add Need (2). (See Figure 1-40 See Add Need screen.) (See Figure 1- 39)

Type here for Global Search

Last
» Favorites ,
g ooy Client - (17) Banner, Bruce Henry Mass Visibility Update |y
Home
ClientPoint §  (17) Banner, Bruce Henry
e Release of Information: fione [~Switch to Another Household Member- |  Submit |
_ ShelterPoint | | Client Information Service Transactions
SkanPoint
» Reports Service Transaction Dashboard
» Admin
Logout - B ) )
q [+) p ] = [+
E Add Need Add Service Add Multiple Services Add Referrals Eligibility Search
v v
View Previous Service Transactions View Shelter Stays View Entire Service History

Figure 1-39

4. Once on the Add Service screen. In the Household Members section if the client is not part of a household - No
Household Members were originally associated will appear. (See Figure 1-40)
a. Ifclientis a member of a household click the checkbox(s) next to the household member's names you wish
to provide service to. (3) In most cases, you will ONLY provide services to the primary client or the client ‘pre-
selected’.

5. Select the Provider issuing the Need. The field defaults to the user's current provider. Select a Need from the pick list. Date of
Need will default to the current date. (4)

6. If applicable - Enter Amount if Financial if there is a dollar amount associated with the Need. (5)

7. If applicable - Add Notes to include further information regarding the Need.

8. Complete Need Status, Outcome of Need and If not Met, Reason. (6) Click Save and Exit to display a list of the
client's Need on the Previous Needs screen.

9. Click Save and Exit to display a list of the client's Need on the Previous Needs screen.

Client - (17) Banner, Bruce Henry

(17) Bannar, Bruce Henry

Release of Information: None [-Switch ta Anather Househald Member- | Submit

Client Information Service Transactions

Add Need

w  Household Members

i} To include Household members for this Heed, click the box beside each name. Only members from the SAME Household may be selected.

Heed Information

Provider* [Evening Program - Bishop Dudley Hespitality House (4] . |

Need* [Bathing Facilities (BM-6500.6500-150) .| Look Up
bateofeeds  [07)/38)(Z518 | A5 EE L (EE LTPM ]
i 1

Financial

Figure 1-40 MNotes

[] (6) Male Single Parent
17) Bannen Bruce Henry
(23} Banner, Chris Evan

Wead Status+

Outcome of Need [ Fully Met 6
eed i Not

Met, Reason Select:

Save & Continue | Save & Exit Cancel

Note: If you enter data in multiple programs within an agency you will have choose the correct one.
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Adding a Referral

When to add a Referral: Needs are added when a need is identified, but your agency does not provide the service.

1. Search for and select a client in ClientPoint. (1) (Reference Section 1- Page 3)

tast ,
Client - (17) Banner, Bruce Henry W

(17) Banner. Bruce Henry

[obest o | raverites
Home
ClientPoint
RasourcaFoint

ShelterPoint

ShanPalnt Client Profile holds sments
» Reports
» Admin * client Record Issue 1D Card

Logout

Ralessa of Information: None

Client Information

~Switch o Another Household Member-

Name
Name Gata Quality.
Alias

Soclal Security
SSN Data Quality
U.E. Military
Veteran?

Age

123-45-6789
Full SSN Reported (HUD)

No (HUD)

a6

Change |_clear |

submit |

? Chient Demographics [
Date of Birth 06/15/1970
bote of sith Type  Full DOB Reported (HUD)
i Male
1 Other Gander,
ity
Primary Race White (HUD)
e
Ethriity Non-Hisoanic/Non-Latine (HUD)
s ave sext | Ext |
Bosic Intake (SENC) .

COMPLETE FOR ALL ADULTS

“Note: If needed, plasse enter Housahold Information in Household tab,

Figure 1-41

2. Click the Add Referral button to display the Add Referral screen. (2)

P e 0 e ofile Type here for Gobal Search
[ Last | Favorites )
Viewed i Client - (17) Banner, Bruce Henry Mass Visibility Update | ‘g
Home
ClientPoint W (17) Banner, Bruce Henry
P Release of Information: fone ~Switch to Another Household Member- ]  Submit |

ShefiesBoint Client Information Service Transactions

N P
SkanPoint
» Reports Service Transaction Dashboard
» Admin
Logout - - -
{ o < [ ] :
Add Need Add service Add Multiple Services Add Referrals Eligibility Search
¥ v
> o

View Previous Service Transactions View Shelter Stays View Entire Service History

Figure 1-42

When adding Referrals the first area of the screen is Add Needs; because, Referrals are associated with Needs. This area
contains multiple sections including Household Members, Needs Assignment and Need Data sections. Scroll to the bottom of

the page.

Note: In the Add Needs area click the Arrow icon to close and/or open the Add Needs area of the screen. Closing the area reduces the number of sections
visible on the screen.

3. Once on the Add Referral screen. In the Household Members section if the client is not part of a household - No
Household Members were originally associated will appear. Proceed to number 4. If client is a member of a
household click the checkbox(s) next to the household member's names you wish to provide service to. In most cases
you will ONLY provide services to the primary client or the client ‘pre-selected’.

4. Scroll down to Referral Provider Quicklist to select a provider that is part of the SENC. (See Figure 1-47; Page 10)

a. If you know which SENC provider offers the Need(s), select the provider from the Referral Provider Quicklist.
> Go to step 1 on page 10.

**|f the provider or Need(s) is not found in the Referral Provider Quicklist > go to step 6 on page 8**
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5. Simply enter a keyword in the Search field (5) and click Search to refine (or limit) the provider search results.
6. Click the Provider Name in the Search Results. (6) (See Figure 1-44) If an agency you need does not appear call
SENC System Administrator or 211 for additional resources.

}  Refine Search with Service Terms or Target Populations

~  Refine Provider Search Criteria

ription.

Search for Providers by using keywords for their Provider Name, AKA, or Desc
Hide Advanced Search
Search  [Dress Search | Sptione

Search for Provider based on their Physical Location or the Area Served,

Q Dress for Succass Sioux Falls - EmBe
Bed Availability

Selected Providers

)
ey [— swe [
] —
T — =
Ogervicepoint Users onwy Type
Search Clear &l
Search Results
# A B @ D E F G H 1 ) K L " N Q R s T u v w x ¥ z All
Provider Type Phone Location Distanca Matchad Neads
Level & 605-610-0665 Unknown NfA ofo

Showing 1-1 0f 1

Provider ~

Figure 1-44

Location Last Updated

Mo matches.

7. Once you have clicked the Provider Name the Provider Profile will appear. (See Figure 1-45) Locate the correct
Need(s) - Click Add Referral. (7) Click Exit to return to the Search Results.

8. Select from the list of referral options for that agency.
a. If Add Referral is red — that agency is currently not receiving referrals for that service. Go to step 9.

Optional: Click Send Summary to send a email copy of the summary description or Click Print.

Note: The ServicePoint icon ‘ indicates that the provider uses ServicePoint. None ServicePoint providers will display a blank area

Search for Provider basedl [ o Liac - brofile

ciy I

Provider Profile - Sioux Falls Food Pankry - Feeding South Dakota (Level 4) (#10)

o B

County /parish |

Bl il

Olsarvicepaint usars

Claar all

Service Information

Main Numbar
605-335-6521
The

d

535 day supply of

Showing 11 0f 1

3 0] R s T u v w x ¥ z A
Lacation Distance Matchad owds
7 Sious Falls, 50 87103 A o0
gas si .50 57103 A o0
79 Sioux Falls, 5D 57103 nA o0
Add Referral e x1 Sioux Falls, 50 57103 A o0
a7 Siou Falls, SO 57104 A or0

A Showing 1-5 of §

___________________________ @ o
h Primary Services
e Code P —
” your agency BD- 18002000 Food Pantries
has access to
ShelterPoint > Secondary Servces
i Gt Service Hame

Selected Providers

you will be able

i Provider
to Cl_ICk Bed @ | @ [sioux Falls Food
Availability to
verify open +  Refer to Providers

i
i
i
i
}

heds at chelters Referal Data

Neads Rafarral Data *

Refarral Ranking

Brogactad Follow Up DI

Follow Up User

Additional Iafasmation

Location Last Updated

5-333-6921 Sious Falls, 5D 57104 08/27/2018
Shawing 1-1 of 1

Sand 5.

Figure 1-45

Weferred Clionts

(17) Banner, Bruce Hanry

Hoad Status / Outcoma / 1 Hot Mat, Reasen Wotes

Savetvmsds OnLy | Saveail | Clasral | Cansal

Exic

9. Inthe Referral Data area, the Needs Referral Date will default to the current date. Select a date from the calendar to issue

the referral(s) with a different date (if necessary).
a. If applicable - complete the additional information: Referral Ranking, Projected Follow Up Date and Follow Up

User. (See Figure 1-46)

b. If applicable- The "Check to notify ServicePoint Providers by E-mail" check box, when checked, will send an
email notification concerning the referral to the referred-to-provider.
10. Inthe Referred-To Provider area the selected provider will be listed, along with the need(s) associated. (8)



11.

12.
13.

Figure 1-46

In the Need Data area, Date of Need will default to the current date.
with a different date (if necessary).
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Select a date from the calendar to issue the referral(s)

In the Selected Needs area, you can remove a selected need (if necessary) by clicking the remove icon e, (8)
Enter the Amount if Financial (if applicable). Select the Need Status / Outcome / If Not Met, Reason.
a. Need Status and Outcome are required. (9) (See Figure 1-46)

¥  Refer to Providers

Referral Data

Needs Referral Date*  [07 ]/[13 ]/[2016 |41 43 -]:[a1 ~]:[10 ~[pm -]
Referral Ranking
Projected Follow Up Date | /[ /[ |41 4

Follow Up User

[General - The Community Outreach (12) |

Kayla Connelly ~

[ check to notify ServicePoint Providers by Email.

Referrals

Send Summary

Referred-To Provider Work Clothing
Dress for Success Sioux Falls - EmBe (19)

~  Need Data

Referred Clients
(17) Banner, Bruce Henry

Doteor Neea®  [07 /16 /0 |41 3 ]

Selected Needs

Click the Notes icon |

to add a note to the

Need Amount if Financial
né @ww Clothing (BM-6500.1500-950) 50

14.
15.
16.
17.

Remove All Needs

Click Save Needs ONLY to associate only the needs with the client.

Need Status / Outcome / If Not Met, Notes I
. referral. .
| outside Agency- Unknown | e i — e — —

Save Needs ONLY Save ALL Clear ALL Cancel

Click Save ALL to associate the needs and the referrals with the client.
Click Clear ALL to clear the needs and referrals and remain on the screen to begin again.

Click Cancel to exit Add Needs without retaining needs or referrals
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Referral Process

Steps to adding a Referral
1. Use the drop down quicklist to select a Partner Agency. Click Add Provider.
a. Do not use Service Code Look-Up or Add Terms & Go To Search Results

¥ Household Members

This Client is not a ber of any H hold

Needs Assignment

o Select up to 5 Needs

Service Code Quicklist

Identification Cards (DF-7000.3300)
Information and Referral (T1-3000)

Add Terms Service Code Look-Up

Referral Provider Quicklist

Provider [-select- +|  Add Provider Bed Availability

Figure 1-47

2. Click the hyperlinked agency name in the Selected Providers area
3. Select from the list of referral options for that agency
a. If Add Referral is red — that agency is currently not receiving referrals for that service. Cannot select.
Bed Availability Provider Profile ) '

Provider Profile - General - Center of Hope (Level 4) (#15) Send Summary
Selected Providers
Telephone Name: Main Phone
Provider «
Telephone Number: 605-334-9789
General - Center of Hape
Q@ P Description: Everyone is welcome to The Care Center to visit with someone who cares.

4 Pastoral/Care Chaplain

Winter clothing for infants to adults, some new and some gently used, are
available at a minimal cost.

Faith Community Nurses are available on most days for health quastions or
concerns.

Referral Data Bicycles are available for a minimal price for adults lsoking for work or riding to
and from a job. Also, the Bike Shop is open 12:00pm - 4:00pm, Monday - Friday,

~ Refer to Providers

Needs Referral Date* /E where labor i free and parts are minimally priced.
- Clients can use the computers for resume and employment/job searching at no
Projected Follow Up Date I:l![ . a charge.
Follow Up User Helplin Weekly programs include:
[Selec 9:30am - 11:00am: Wednesday - Women's Coffee Break and Men's Life Bible

study groups (During the school year)
3:00pm - 5:00pm: Transition to Transformed Bible Study lead by Center of Hope
[ Chods state at the Bishop Dudley Hospitality House

~hecs Basketball - Sports Night is for men 16 - 27 who want to hear about Jesus along
3 with playing some Basketball.

Referrals
Service Information

Referred-To Provider

General - Center of Hope (15) P Note: Unavailable Services are in red.

= Primary Services

~ Need Data

Service Code Service Name
BM-6500.1500-250 General Clothing Provision Add Referral
Date of Need*
BM-6500.1500-920 Wiinter Clothing Add Referral
Selected Needs BM-6500.6500-650 Personal/Graoming Supplies Add Referral

Need BM-7000.1000 Bicycle Repair Add Referral
BT-4500.4600 Local Bicycle Transportation Add Referral
(-] Bicycle Repair (BM-7

Showing 1-5 of 11 First | Previous| Next | Last |
Remove All Needs ]

4. List Need Status as OPEN.
a. If applicable — Add Notes to the referral for the receiving agency



Page |11
Need Status to OPEN — DO NOT complete Outcome

¥ Refer to Providers

Referral Data

Needs Referral Date *

Projected Follow Up Date |:|/|:|/|:| EnE)

Follow Up User
Helpline Center - 2-1-1 (2)  Search | My Provider | Clear

K

[ Check to netify ServicePoint Providers by Email.

Referrals Send Summary
Referred-To Provider Local Transit Passes Referred Clients
General - The Community Outreach (12) (324) Test, Helpline Center

¥ Need Data

Date of Need*

Selected Neads

Need Amount if Financial Need Status / Outcome / If Not Met, Reason Notes
Open v
@ Local Transit Passes (BT-8500.1000) 1 “Select- ] 9
“Select- v
Remove All Needs

Save Needs ONLY | Save ALL Clear ALL Cancel




