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SECTION 2

Entry / Exit ~ Case Manager ~ Case Plans ~ Assessments
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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, 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 >

Ll




Adding Entry / Exit
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On the Entry/Exit screen the user may alter the information pertaining to the client and their shelter stay.

1.
2.

Click the Entry / Exit tab. (1) Click Add Entry / Exit. (2) The Entry Data screen will appear.
In the Household Members section if the client is not part of a household - Client is not a member of any

Households will appear. (3) Proceed to box number 4. (See Figure 1-30)

a.

provide service to. In most cases, you will ONLY provide services to the primary client or the client ‘pre-
selected’. Proceed to box number 4.

current date. (4)

Click Save & Continue. The Entry / Exit Data screen will appear. (See Figure 1-31)

Last
Viewed
Home

[» | Favorites

Client - (17) Banner, Bruce Henry

Type here for Giobal Search

Ha = s

T

(17) Banner, Bruce Henry

ClientPoint

ResourcePoint Release of Information: Ends 01/01/2099

Servi

ETT Client Information
» Reports
= Client Profile Households ROI Entry / Exit
» Admin
Logout 4

Case Managers

[-Switch to Ancther Heusehold Member- submit |

ice Transactions

Case Plans Assessments Summary

Entry Data - (17) Banner, Bruce Henry

Entry / Exit

Program
9 Add Entry / Exit

Figure 1-30

B

Members

o
e= [] (6) Male Single Parent
17) Banner, Bruce Henry
[ts8) Banner, paxton Evan
[i25) Bunny, Lexi (Left Household: 07/19/2016)

Entry Data - (17) Banner, Bruce Henry

To include Household members for this Entry / Exit, click the box beside each name.
Only members from the SAME Household may be selected.

Follow Client
Ups Count

Exit Date Interims

Exit

Provider* [General - The Community Outreach (12) |
Entry Datc® ) e a0 AT i <l e ]

Save & Continue Cancel

5.
6.

Click the Edit icon *

necessary)
If / When a Client ends their
Services - enter an Exit date. (6)

7.

Figure 1-31

Client - (17) Banner,

Bruce Henry

to alter the entry or the Basic Intake (SENC) (5) - (if necessary).
Click Save & Exit to return to the Entry / Exit dashboard. To Edit the Entry / Exit from dashboard - Go to step 8. (If

Provider* will default to user’s current provider. Type* should always be listed as BASIC. Entry date* will default to the

If client is a member of a household click the checkbox(s) next to the household member's names you wish to

Entry/Exit Data

= =

Update

Client Information

Household Hembers Assoristed with this Entry / Exit

new provider’s Enery/esar

Noge: 1f you change the providar sslscres i

PTO P P e e AL AT
Provider* (Gansral- Tha Cemmunic v Outranch (12) =]
Types

—— e Exit Follaw Ruasan far

o Interims Pplaw foaran

Head of
Household

Entry / Exit

+*|ozra1rzo1e| 7 k [}

Showing 1-1 of 1

Destination Notes

Program

Add Entry / Exit

I

Housahold Mambars Basic Intake (SENC)

Entry Data: 07/21/2016 02:23:50 BM ‘hy

COMPLETE FOR ALL ADULTS

*are: TF needed. pleawe anvir Hourshold Informati
W[os)x5]/[x970 | &3 42
[ | ——
1l [White (HUG}

Wl [Cali=gs Bagras

Client's Rocidence / Last Parmanaent Address

Clhient's  Client's - - -
lient's  Cllent's  Clieat's  Current
Strast  Apartmant  CI3 ity R
ous Falls | South o
22 57108 |Sieuxralls BMth n
o 13 57108 | Siowx maila (S, v
soyen
57008 | Baresford |ZOUCR  Ino
Showing 1-3 of 3
Cantact Methad
Gend
Cantact Method Type  Phone Humber/ Email information
p-ty ety
Email Grasbso@yahos.com
Call Bhone 605-234-1234 en
Call Phone 6o5-822-1245 ves
Ada Showing 13 of 3
Doss the client have * | oy e
hdition? ~
o Tvee Start Datar Wota an Disabiity
S impaired | 06/26/2016
Add Shawing 1-1 af 1
Emplaymunt Infarmation
3
Type of Employment | Employar Name e
Targar va:
Taco mell o
Showing 1-2 af 3
H[1z00 I
1 [Ves (Hub) ~la
sava |, savasex et

Print Entry/Exit Summary.

I

[
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8. To edit an Entry / Exit from the dashboard screen. Click the Edit icon ~ nextto the Entry Date. (6) Click Save &
Continue to open Entry / Exit to edit. (See Figure 1-32)

Client Information Service Transactions
Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments Summary
0 Reminder: Household members must be established on Hous| before creating Entry / Exits
Entry / Exit
= . __ Follow Client
Program Type W Entry Date Exit Date Interims Ups Count
& General - The Community Qutreach (12) Basic " os/os/2016 7 Iz i= 0 pid
@ General - The Community Outreach (12) Basic " 07/26/2016 " o8/26/2016 B B o &
i General - The Community Outreach (12) Basic p 4 07/26/2016 p, * i_— i- 0 .,
* General - The Community Outreach (12) Basic # 4 07/26/2016 Y, 7 i; i, .0 ~f
& General - The Community Outreach (12) Basic y 4 07/21/2016 p, * i; ‘g- 8 .',
i General - The Community Qutreach (12) Basic # & 07/21/2016 # A i_— i— .0 .,
Add Entry / Exit Showing 1-6 of 6
Exit

Figure 1-32
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Adding a Case Manager

The dashboard counts reports that start with the word "My," such as "My Clients," are designed to return only those clients who
have the current user listed as a case manager.

1.

ot

Open a client record in ClientPoint to link a user to a case manager.

Click the Case Manager tab. Click Add Case Manager.

=
Po ent Profile

» Last Viewed | Favorites
Home

Client - (17) Banner, Bruce Henry

Type here for Globl Search

ClientPoint (17) Bannes, Bruce Heney

ResourcePaint Ralease of Information: None -Switch to Anether Househeld Member- Submit
SkanPoint
Client Service Trahsactions

¥ Reports
» Admin Client Profile Households ROI Entry / Exit (Case Managers Case Plans Assessments Summary

Logout

Case Managers
Name Provider Phone Number Start Date End Date
> ‘Add Case Manager No matches.
Exit
Figure 1-47

To include Household members for this Case Manager, if the client is a member of a household click the checkbox(s)
next to each client name in the Household Members section. (3) If the client is not part of a household - This Client is
not a member of any Households will appear. Only members from the SAME Household may be selected. In most
cases, you will ONLY assign a Case Manager to the primary client or the client ‘pre-selected’.

The default selection is ServicePoint User. This setting allows searches of any user in ServicePoint. By selecting Me this will
automatically choose the current user as the Case Manager. Alternatively, Other can be selected to enter a name for a case
manager who isn't in the system. (4) Select User from the picklist (5) Once a selection is made, click Add Case Manager.

(See Figure 1-48)

Note: If ServicePoint User or Me were selected as the Case Manager Type, the case manager will be linked to the user.

Figure 1-

4.

Case Manager

Case Manager - (17) Banner, Bruce Henry

~ Household Members

Client - (17) Banner, Bruce Henry

(17) Banner, Bruce Hanry

Release of Information: None

Client Information

48

Client Profile Households

Case Managers

T wame

@ § |kavia connelly

Add Case Manager ]

>

o

B

[ (8) Female Single Parent

To include Household members for this Case Manager, click the box =
beside each name. Only members from the SAME Household may be
selected.

(6) Male Single Parent

17) Banner Bruce Hen

EA(38) Banner. Paxton Evan
[}(25) Bunny, Lexi (Left Household: 07/19/2016)

Case Plans

Cr2s) Bunny, Lexi

(17) Banner, Brucs Henry (Left Household: 07/18/2016)

E:mher

-3935

Eofl

_

Type* @ servicepoint user Ome O other

Select User® o eral - The Community Outreach (12) |

Kayla Connelly (16) | <G
~

[Kavia Connelly

Title [Caseworker/Case Manager

Phene Number [605-331-3935

Email Address |

[General - The Community Outreach (12) |
[o7]¢[z0 ] ;O &
I L

Provider*

Start Date*

End Date

Cancel

Add Case Manager

Click Exit to return to the ClientPoint search screen. (See Figure 1-49)

Client - (17) Banner, Bruce Henry

[Type bere for Global Search e

[17) Banner, Bruce Heney

Client Information

Submit

~Switch to Another Houzshold Membar- .

Service Transactions

Client Profile Households

Entry / Exit Case Managers Case Plans Assessments Summary

Provider

General - The Community Outrzach

Phone Number End Date

€05-231-3935

Start Data
07/14/2016

Showing 1-1 of 1

Figure 1-49
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Addin g a Case Plan (GOALYS) - *case Manager(s) must be selected before adding a Case Plan*

If Case Managers assignment to a client ends — add an end date and select a new Case Manager. Never change the previous Case

Manager(s) in a Client Record always add new.

1.

Once you are working with a client profile, click the gray Case Plans tab. (1) The screen will refresh and display the Case

Plans screen. (See Figure 1-50 ) To create a Case Plan, you must have a goal. Click Add Goal to open the next screen. (2)

[y Last
Viewed
Home

Favorit i
| Favorites client - (17) Banner, Bruce Henry

Type here for Giobal Search

Mass Visibility Update |y

ClientPoint

17) Banner, Bruce Her
-

Relesse of Information: None

ResourcePoint ~Switch to Another Household Member- |  Submit |
ShelterPoint lient
SkanPoint
SR Client Profile Households ROT Entry / Exit Case Managers Case Plans Assessments Summary
» Reports
» Admin
Logout Goals
b Classification Type Date Added Date Set v Notes Latest Note Date
Add Goal No matches.
Case Plans File Attachments
Date Added v Name Description Type Provider
Add New File Attachment No matches.
Print Case Plan Exit
Figure 1-50

2.
see area. (See Figure 1-51)

The screen will display the Case Notes, Action Steps Planned and Service Items for this Goal section. Scroll down to see each

*Complete as necessary for your agency Case Plan requirements*

PO ent Profile Goal % B8 [Type bere for Gobal Sesen
» Last Viewed | _Favorites
Jos Eomorties sy Client - (17) Banner, Bruce Henry Goal - (17) Banner, Bruce Henry ™

Home

ClientPoint JP— v Household Hembers

RessurcePoint [ ——— - Submit

3 To 1

SkanPoint || IR 4 ‘members From the SAME Houschold may be selected. -
» Reports _ 4
= Client Profile Households [ (6) Male Single Parent s Case Plans Assessmen ks 5

T | 17} Banner, Bruce Henry 1

Goals (231 Banner, Chris £van
1 Classification Notes Latest Note Date
Add Goal Mo matches.
1 [epee]nd m —
Case Plans File Attachments
Date Added + — Description Type Provider
Add New File Atzachment o2 o |07 To v a o by Auguac £, 2016, Mo matches.
Print Case Plan Exit
:
OO asa

Figure 1-51

eraiected Fllow Up Date

Follow Up User

Ealtr)

Follow Up Mace
Complated Follow UpDat= [ /[ /[ |13 2

Add Goal Cancal

Qutcome st Fallow Up
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Addi nag Action Steps Planned *a goal must be created to add an Action Plan*

1. Locate the Goal to which you would like to add an action step. Click the Edit icon next to the Goal. (1) The Goal will
open. Scroll down to see the Action Steps. You can add Case Note, Action Steps Planned and Service Items for goal

overtime. (See Figure 1-52)

Client - (17) Banner, Bruce Henry

Type bere for Global Search £

Jient Informati

Client Profile Households Ro1

Goals

classification Type
> § | erpiomen e

Add Goal

Case Plans File Attachments

Date Added Date Set

07/14/2016 ] L

Notes Latest Note Date
07/14/2016

‘Showing 1-1 of 1

Date Added +

Add New File Atzachment:
Print Case Plan

Name Description Type Provider

Ho matches.

Figure 1-52

2. Click Add Case Notes. (2) The Case Notes window will display. Provider will default to user’s current provider. Select
Case Manager. Note Date will default to current date. Add Notes to include further information regarding the Goal. (3)
Click Save Case Note. Click Cancel to exit without saving Case Note. (See Figure 1-53)

Client - (17) Banner, Bruce Henry. Mambars |
name J
ClientPoint ‘ Provider* [ Genaral - The Community Outreach (12) ]
ResourcePoint. [-Switch to A1
Case Mansgar [iCayla Connelly ]
Skanpoint |
ate Gosl -
* Reparts | Dans G [07 /[za)/[z01e |3 & —
it | Hcase note 8
Logout |
Goals Case Note - (17) Banner, Bruce Henry
J Classification
LI
Add Goal — pwing 1-1 0 1
Cane = 8
[ 1S & Type
Add New
Grine Casa plan_|
N | e
Save Case Note Cancel
1 o =satace: 4]

Figure 1-53

Case Notes
Pravidar Caza Manager Usar Craating Hate Date [
Add Casa Nota Ho matchs.

Action Steps Planned
Action Skep Target Date  Status Gutcams

Add Actian Stap Ho matcha.

Service Ttams for this Goal

Date Set Cranted By Newd Typm Mewd Status Outcome of Need
Add Service | Add Muluple Services Ho matches.
Brine Sava Goal Sava 8 Exic it

3. Click Add Action Step. (4) The Action Steps Planned window will display. (See Figure 1-54)

+ Reports [ene—

"‘""i"—l Client Profile
_tegowt |

Goals

Households

e 07 /| 14/|2016 | BT & g
4 Classification® [Emplaymant ] E__L<
1 Type®

Goal: Ta have = job by August 1, 2016,

. Classification
" @ Employment

Add Goal

Case Plans File Attachments

Goal
Description
Type

[ee) (o1} ore 1 2 25

Target Dats

Date Added ~

Add New File Attachment
Print Case Plan

Figure 1-54

Overall -

s

If Closed, . - .

TEeet [l —E =]
e

3 Projected Follow Up Date [08]/[01/[z016 |13 45 -

[General - The .

Kayls Connelly
Fellow Up Made

Completed Follow Up Date [ /[ /[ |3 25

Follow Up User Outrsach (12} .|

Outcome at Fallow Up

Case Hotes

Providar Casa Manager Usar Craating Nota Data

General - The

Kayla
“““““““ Connelly

Add Case Note

Showing 1-1 of 1

Action Staps Plannad

Action Step

Add Action Step

Target Date Status ‘Outcome

Mo matches.

Service Items for this Goal

Date Set Created By Need Type Need Status Outcome of Need

Add Service | Add Multiple Services No matches.

Erinc Save Goal Save B Exit Exit
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4. Complete each field in the Action Step section:
a. By default, the Provider associated with the action step will display.
b. The Date Action Step was Set in mm/dd/yyyy format or use one of the date auto-fill icons. By default it will be set to the
current date. (5) (See Figure 1-55)
Describe the step in the Action Step text box. (6)
Enter the date by which the action step should be completed in the Target Date field (7) or use one of the auto-fill icons.
Select the Overall Status of the action step from the picklist provided. (8)
If Closed, Outcome: there may be a possibility that the case plan is entered and the goal may be met on the same day
and it is being entered in one step. If so, select the outcome and date of outcome. (9)
5. Complete each field in the follow up section:
g. Projected Followup Date: If there will be a follow-up on this action step, enter the date you anticipate the follow-up will
take place or select from one of the auto-fill icons. (10) (See Figure 1-55)
h. Follow Up User: This is the user who is assigned to follow up with the client. A picklist of available users appears based
on the provider. Click My Provider to select your default provider for which the user list will be associated. Select the user
from the pick list. (10)
6. Once the follow up has been complete follow up made section:
i. Follow Up Made: Select the status from the picklist. (10) (See Figure 1-55)
j. Completed Follow Up Date: Enter the date the follow-up was completed or select from one of the auto-fill icons. (10)
k. Outcome at Follow Up: Select from the options in the picklist. (10)
7. Click Save Action Step. The Action Step Data window will close. The Action Step screen will refresh and display the action
step details in the Action Steps Planned section. (See Figure 1-56)

~oao

A Overall o pyrrr—rm—
Action Step B

lans File Attac]

Date Added Action Step - (17) Banner, Bruce Henry

dle Attachmer

i

¥  Household Members

lan No Household Members were originally associated.

Provider* [General - The Community Outreach (12) |

Date Acon o8 g7z mie |21 4)

Action Step* Bruce Banner needs to show proof of insurance.

7

Target Date [og]/[o1]/[2016 |21
Overall Status* Identified -
If Closed, Outcome

L Java

™ Projected Follow Up Date |08 |/[01 ]/[2016 | 413 2
Follow Up User [General - The Community Outreach (12) ~| i
Kayla Connelly
Follow Up Made
Completed Follow Up Date I:M:M:l Y &
Outcome 3t Follow Up 1
Save Action Step Cancel
Figure 1-55

8. Click Add Service in the Service Items for this Goal area. (See Figure 1-56) Since you will be taken to another screen, a
warning window will appear to make sure you want to proceed. Click Ok. (11)

Action Steps Planned

Action Step

L insurance.

Add Action Step

Bruce Banner needs to show proof of

Target Date Status Outcome

08/01/2016 Identified -

Showing 1-1 of 1

Service Ttems for this Goal

Date Set Created By

Need Type Need Status Outcome of Need

n—:} Add Service | Add Multiple Services No matches.

Print

Save Goal Save & Exit Exit

Figure 1-56
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9. The Service Transactions window will appear. Complete Add Service section. See Adding a Service process in

Section 2. The Service will now be attached to the Case Plan.

Assessments

L= == |

Figure 1-57

This will close the Goal popup and take you to the Service Transactions page

Assessment can be created for each agency to fit their necessary need. Assessments are not globally shared.

1. If your agency has an assessment created in SENC - click the Assessments tab. (1)

2. Click the drop down arrow under Select an Assessment. Click Submit. (2) (See Figure 1-57)
3. The assessment will appear. Complete assessment and click Save or Save & Exit.

Client - (17) Banner, Bruce Henry

Mass Visibility Update | Ty

Y —

Release of Information:

Client Information

Service Transactions

Client Profile Households

Client Assessment

Entry / Exit Case Managers

Select an Assessment

Select- ~

submit |

A

Case Plans

-Switch to Another Household Member-  ~|

submit |

Assessments

Summary

No Client Default Assessment is specified for this Provider

Figure 1-57



