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INTENT

This document serves as an introduction to ServicePoint and functions within ServicePoint’s ClientPoint Module.
This is not a comprehensive guide; the guide focuses on ServicePoint features that are utilized frequently and
that will ultimately make you a stronger ServicePoint user.

COMMON TERMS

The following section describes common terminology you may see within ServicePoint and throughout this
introduction to ServicePoint.

HOME PAGE TERMS
System News — A “bulletin board” used by ICA to notify end-users of essential information.

Agency News — Located on the Home Page, agencies can post news or alerts on the “bulletin board” so that it is
shared internally with end-users at that agency.

SERVICEPOINT MODULES

ClientPoint — This module can be described as a “filing cabinet” that stores client records. ClientPoint houses
Client Records and Service Transactions, it is used for:

e All data-entry related to creating and maintaining client records
e Managing project enrollments
e Recording client Needs, Services, and Referrals

ShelterPoint - This module allows emergency shelters to track bed availability at any given time; however, data
entry must always be current.

SkanPoint - Allows you to generate Client ID cards, create a list of clients by scanning ID cards, and add single or
multiple services to all clients on a list. SkanPoint provides an efficient way to document a service provided to
several clients at the same time.

REPORTING TERMS

Advanced Reporting Tool (ART) — ART is a comprehensive reporting tool that contains a multitude of report
options from data quality reports to MHDC billing/audit reports. An end-user must have an ART License to
access these reports. ART is housed on a separate server and is refreshed twice a day. Data entries and
corrections made to client records will not be captured in ART reports until after the database is refreshed.
While the refresh does not always occur at the exact same time every day, it’s usually before 5:00am and again
before 1:00pm.



Reports Module — Located in the Navigation Menu, docked on the left side of the ServicePoint window, is the
Reports Module. The Reports Module dashboard contains several pre-formatted, “canned” reports, as well as,
the ReportWriter tool.

Canned reports pull data from the ServicePoint database; therefore, they update instantly following entries or
corrections made to client records. Examples of canned reports include:

e CoC-APR- CoC funded projects
e ESG CAPER - ESG funded projects
e SSVF Export - Export/Quality Report

If there isn’t a canned report that meets your reporting needs, you can use the ReportWriter tool to create
simple, custom reports using tables, fields and filters.

CLIENTPOINT TERMS

Provider - ServicePoint uses a tier, or tree structure, to organize providers in a way that identifies their purpose
or role in the system. This tree structure is similar to an organizational chart.

e Level 1 Provider — The Missouri Implementation, which is made up of 5 CoCs (Balance of State, Joplin,
Springfield, St. Louis City and St. Louis County), is at the top of the tier.

e Level 2 Providers — Below the Missouri Implementation, Level 2 of the tier, are all the housing agencies
in the CoCs named above. Data is never entered as a Level 2 Provider, also known as, the
agency/organization where you work.

o Level 3 Providers — Beneath each Agency are the programs that provide services to clients. A client may
receive Permanent Supportive Housing services which is funded by HUD-CoC. Or, a client may receive
emergency assistance from your agency’s Emergency Assistance program, funded by MHDC-MHTF
Emergency Assistance, etc.

You will ALWAYS Enter Data As one of your agency’s Level 3 programs, or Level 4 program, if applicable.

Missouri

LeVE| 1 Implementation

Level 2
ABC - CoC ABC-
L 13 Permanent MHTF 123 - ESG
eve Supportive Emergency Prevention

Housing Assistance




Enter Data As (EDA) - A feature that allows end-users to select the project (Level 3 or Level 4) that served the
client for which data is being entered. The selected EDA provider will determine the assigned assessments/sub-
assessments that will display in the client record and/or service transaction record.

r;,; An EDA Provider must be set before entering or editing any client data.
Ne

Back Date Mode — The Back Date feature allows you to enter client information for a date prior to the current
date and time. This is useful for end-users that are unable to enter data into ServicePoint on the same day it was
collected from the client.

Back Date Mode:
o Time stamps the Date Effective for reporting the data as of the Back Date selected
e Isused for editing information that was relevant in the past
o Allows for a historic build-up of information, so that changes in client information, over time, can be
seen

Client ID — A unique number generated by ServicePoint and assigned to each client entered in the system. This
number should be written down in the client’s hard copy file and should be used when communicating with our
Helpdesk.

=| Emailing protected personal information (PPI) (i.e. name, DOB, Social Security number, address,
.‘ri etc.) is prohibited. The Client ID can be used when you need help with a specific client record.

Household ID - A unique number generated by ServicePoint and assigned to each household composite created
under the Household’s tab in the client record. A client can be in multiple households; you must ensure the
correct Household ID is selected when adding an ROI, enrolling the client in a project, or recording services.

Assessment(s) — Assessments are electronic forms where required data elements, collected from clients, are
recorded in ServicePoint. The data elements required for an assessment will be dependent on the
funder/project type. Assessments are named in a manner that allows end-users to identify which funder/project
type requires the data and at what point the data was collected.

e HUD-CoC/ESG/HOPWA (Entry, Update/Interim, and Exit)
e  MHDC - MHTF/MoHIP (Entry, Update/Interim, and Exit)

e VA -SSVF (HP Entry, RRH Entry, Update/Interim and Exit)
e Special Needs — HUD-CoC/ESG, and VA-HCHV/GPD

Sub-Assessment(s) — A sub-assessment is a form within an assessment where particular data elements are
recorded. Examples of sub-assessment forms include:

e Health Insurance Information (Entry, Update/Interim and Exit assessments)
e Income and Sources (Entry, Update/Interim and Exit assessments)

e Non-Cash Benefits (Entry, Update/Interim and Exit assessments)

e Disabilities (Special Needs assessment)
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Entry/Exit Type — As noted in the Assessments section on the previous page, the data elements required for an
assessment are dependent on the funder/project type. ServicePoint will prompt you to select an Entry/Exit Type
when enrolling a client/household into a project under the Entry/Exit tab. The Entry/Exit Type determines which
assessments will display; the correct Type must be selected, otherwise, the correct assessments will not
populate.

& If you receive a ServicePoint pop-up notifying you that no assessment has been specified for this
provider, double-check the EDA Provider and/or Entry/Exit Type selected.

Examples of Entry/Exit Types include:

e HUD-CoC/ESG/HOPWA and CE projects
e PATH - PATH projects

e RHY - RHY projects

e Standard — MHTF/MoHIP

e VA -SSVF and HCHV/GPD projects

SERVICEPOINT BANNER

Whether you are on the Home Page Dashboard or working in the ClientPoint Module, the ServicePoint Banner
will always display the following:

:’ SERVlCE])UiI]t. Nancy Drew &}
Con

ting Your Community. Case Manager Il

fw Home > Home Page Dashboard Ox?

1. Username and Role: In the upper-right corner of ServicePoint is the name of the user logged in and their
role. All ServicePoint users are set to Case Manager Il which provides the necessary permissions for end-
users to complete client data entry.

a. Byclicking the gear icon to the right of the Username, the user can add their email address,
telephone phone number, and change their password.

User Profile & o]
Name Nancy Drew (1195)
Title Test Account
User Name ndrew
Provider Springfield Community Information System [Non-HMIS] (870)
Role Case Manager 11
E-mail H ‘
Telephone
Set‘tingsI
( Allow User to tab to Goal links within Assessments
Change Password | Save Save & Exit Exit




2. EDA and Back Date Mode: In the upper-right corner, below the end-user role, is where the end-user
changes their Enter Data As (EDA) Provider and Back Date. Failing to set either one of these functions
prior to entering client data will cause errors in the client record and reports, these errors may impact
other agencies in the implementation. Any data entered with an incorrect EDA or Back Date must be
deleted and re-entered. If data has been entered with an incorrect EDA or Back Date, please contact our
helpdesk by emailing mohmis@icalliances.org. Remember, only email the Client ID.

a. Enter Data As: To change your EDA provider, click the Enter Data As link> click the green plus
sign next to the appropriate provider name.

Enter Data As Provider Search [X]

Provider Search

Search tor Pravidars by using keywords tram the Provider Name or Description

Search \ Show Advanced Options

Search (lear

Provider Number

I nter oF scan a Provider 1) number ta search for that Pravidear,

Provider ID # submit

Provider Search Results

# AB CDETFGHTIIJIKLMNMNDOPQRSTWUVWXY ZAl

Provider Level Phone Location Last Updated
CCO  Crosslines Community ol ' 2113730
w a Resource Center [SGFCIS] (955) Level 3 Unknown Unknowii 12/13/2018
CCO - Early Childhood One Stop ] . " ¥
{_% [561 €£15] (954) leval i} Unknown Unknown 101,/18/4014

b. Back Date: Click the Back Date link to record data collected on a date other than the current

date.
i. The ServicePoint Banner will turn yellow when you enter a Back Date to work in Back
Date Mode.
ii. To exit Back Date mode, click the red circle with an X to the right of the date (pictured
below).

Nancy Drew {}
v Case Manager Il
Mode: !r- Enter Data As 0 - Eg hildhood

= Back Date 12/01/2018 12:00:00 AM &

e Typeherefor Global Search M

3. Site Name, Agency Name, and Current Date
a. ServicePoint Site Name: (i.e. Training Site or Missouri Homeless Management Information
System)
b. Agency Name: The name of your agency (Level 2 provider) will appear below the Site Name
c. Current Date: The current date displays below your agency’s name

4. Location Banner: The Banner also displays your location in ServicePoint, and the bar will change colors
according to which module you are working in. For example, the Home Page location bar is blue.

BANNER ICONS
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e Printer - Allows you to print the tab, or current screen, in the client record

e Exclamation Point - Will turn orange when you have unread alerts on the Home Dashboard and it will

display the number of unread alerts, as well

e Star - Allows you to save the client record as a “Favorite”

HOME PAGE DASHBOARD

The Home Page is the first screen you will encounter upon logging into ServicePoint and it displays the following

for all users:

1. System News/Agency News

2. Follow Up List: ServicePoint allows you to enter a Follow Up Date in various locations in a client record.
When you input a follow-up date, ServicePoint will populate the client’s ID on the Follow Up List as a

reminder.

4*

If you do not utilize the Follow Up List dashlet you can remove it from your Home Page by clicking on
the X (close) icon in the upper right-hand corner of the dashlet.

#y Home > Home Page Dashboard Type bers ior Clobal Search

| ¥ Last Viewed | Favorites o System News (2)
Date Headline
11/10/2017

Agency News (0)
Home

ClientPoint .
L Sub-Assessment (1 1UD verification] Iraining
ResourcePoint

10/20/2016 ServicePolnt and ART Malntenance Scheduls

SkanPaint |

} Reports Tip: Click the arow o minimize
f 4 e Mavigation Menu.
} Admin
Logout

View All

Follow Up List (0)

o

Client ID Type Date

Time Remaining

View All

3. Finally, each end-user has the ability to customize their Home Page by adding Counts Reports.

2y Home > Home Page Dashboard YD oo lor it Suich

b Last Viewed Favorites — —
[ L | System News (2) Agency News [0) Follow Up List (0} o]
Home
e | Date Headlina Client ID Type Date Time Remaining
rentfiom 11710/2017  Sub-Assessmen (11D Verf eatian) Trining
ResourcePoint | 10/202016 Sorviceloin and ARI Mainkenanoe Schedule
SkanPoint |
F Reports |
b Admin |
Legout |
4
Wiew All Wiew All
o ¥ Customize Home Page Dashboard
;li 3§ o,
Add Counts Report Praview Counts Report Remove All

A few examples of Counts Reports available to display on your Home Page include:



e Clients with an Entry but No Exit: Counts clients with an entry for the specified provider within the
selected date range that do not have an exit.

e Clients with Expiring ROls: Counts clients for the specified provider who have an ROl End Date that falls
within the selected date range.

e The “My Clients...” reports will only pull clients with a designated case manager.
o My Clients: Counts the number of clients you are assigned to as Case Manager
o My Clients with Expiring ROIs: Counts your clients that have expiring ROIs
o My Clients with Outstanding Referrals: Counts your clients with outstanding referrals
o My Clients with Unserved Needs: Counts your clients with unmet needs

Please contact the ICA Help Desk if you would like assistance customizing your Home Page.

NAVIGATION MENU

The Navigation Menu is docked on the left side of the page. It's used to navigate to the different modules in
ServicePoint.

The Navigation Menu also contains: “ H ome > H ome Pa g e

e Atab for users to access client records they
Last Viewed since their most recent login P Last Viewed | Favorites
e C(Client records that have been marked as a — T
favorite can be viewed under the Favorites tab. Home
ClientPoint
ResourcePoint
SkanPoint
P Reports
P Admin
Logout

CLIENTPOINT MODULE

Client case management is completed in the ClientPoint Module. It is essentially the “drawer” in the filing

cabinet that contains your client records.

CLIENT SEARCH

When you click ClientPoint in the Navigation Menu, you will be directed to the Client Search page.


mailto:mohmis@icalliances.org

To search for a client record, begin by entering your client’s personal identifying information (PIl). You may
complete a combination of the data fields below, or all of them.

A. Name e o fr Gl S
. [» Last Viewed | Favorites Cileni Ssarch
B. Name Data Quality s
‘ @ Piease Search the System before adding a New Client
C. Social Security Resourcepoint Q o -
Sheltarpoint o Name Data Quality Select v
Number » Reports -
» Admin |
D. SSN Data Qual |ty SeiR © socit security Number
Social Security Number o
. Data Quality
E. U .S. M|I|ta ry Veteran? ° U.S. Military Veteran? -Select-
Exact Match
Click Search. R
1 Client Number
Enter or scan a Client ID number to go directly to that Client's profile.
Client 1D # | Submit

Or, if you know the Client ID, you can also search by Client ID #.

| § Clientpoint > Client Search  [ECETER
‘I Last Viewed ‘ Favorites Client Search
Home
" e sveran Faforn . T
ClientPoint 0 lease Sezrch the System before zdcing a Mew Client.
ResourcePoint Name First Middle Last Sufflx
ShelterPaint
Name Data Quality -Select- M
} Reports
Alicas
b Admin "
Logout Saclal Securlty Numher
Social Security Number
y -5 - v
Rara Quality Select
LS. Military Vateran? Selact M
Exact Match
Search | Clea- Add New Client With 1his Information
4 .
Client Number
Faler on sear & Clionl T mmbor Lo go diresdly To Thal Choenl's prelile

| ClentE[ | s |

CLIENTPOINT ICONS

The following section describes common icons used throughout the ClientPoint Module and referred to in the
sections that follow.

DATE FIELD ICONS

nt 7t
B 7
e Calendar - Allows you to navigate through the calendar by months or years to select a specific date

o Blue Counterclockwise Arrow - Allows you to clear the date in the date field

e Calendar with Green Checkmark - Will populate the current date, or the Back Date you have selected, in
the date field

ICONS USED FOR EDITING



a N

e Edit-The Editicon is represented by a yellow pencil and enables you to edit data previously entered
(i.e. ROI, Entry, Exit, Needs, Services, Referrals, etc.)

o Delete - Represented by an image of a trash can, the Delete icon allows you to delete whatever
information is found next to it (i.e. data element, sub-assessment, assessment, project enroliment,
service record, etc.)

ﬁ Deleting information can impact data quality, reports, and other projects that have served the
client. Always contact the ICA helpdesk before deleting any information in ClientPoint.

e History Bar - The History Bar icon, found on the left side of most data elements, allows you to view the
history of values previously entered for that data element. It also includes the User and Provider that
added the value.

The color of a History Bar will not always appear green in color, like those pictured in this section.
The History Bar changes color based on the age of the data. A green history bar indicates that the
data was entered recently.

E
Section 1: Client Demographics —
Complete this section for all clients
Date of Birth Hlos /o1 [/j19sa | 38 A
Date of Birth Type I Full DOB Reported (HUD) v
Gender l Female vi.g
Primary Race I White (HUD) rie
Secondary Race (leave | _ggjact- v
blank if only one race) e ¢
Ethnicity [l Hispanic/Latino (HUD) v
Highest Level of =
Education Attained D (HUD) € W .
R AR RE History - Highest Level of Education Attained
disabling condition? Date Effective  User Adding Provider Adding Value
04/25/2019 LFCS - Pregnancy, Parenting, and
' 11:09:01 AM Dandy Myles Adoption Services [SGFCIS] GED (HUD)
G Cickthe History Bar icon to 02/01/2019 CPO - Capable Kids and Families (Grant) Some High
view a history of values 12:00:00 AM Dandy Myles [SGFCIS) School
entered for the data element etk
02/01/2019 Dandy Myles CPO - Capable Kids and Families (Grant) Some
12:00:00 AM L [SGFCIS] College
Shewing 1-3 of 3
Ot A NS LSS SLLDTDPVN S

10



& If the historical information is “hidden” or “restricted”, then a protected Provider has entered the
data.

Switch to Another Household Member - The drop-down menu, located on the right side of the screen, in the
Client Banner (directly below the Location Banner) allows you to Switch to Another Household Member from
any tab in the client’s record.

This menu is especially useful if you need to edit every record in a household. For example, clients in
* a household have been entered in the same project multiple times on the same day and the
erroneous entries must be corrected for all household members.

Type here “or Global Search

Client - (15) Cooper, Sheldon TEST cul &
(13) Conper, Shaldon
Release of Information: Nons -Switch to Another |lousehold Membel ¥ || Submit

Use the drop-down to select -Switch to Another Household Member-

Client Informatian ancther household member, click
Submit. (28) Two Parent Family
Summary Client Profile Households ROI Plans
———

e ™M (93) Cooper, Amy
Addad ta the systam 05/05/2018 09:38 AM (658) Coop£ ienny

Name Cocpar, Sheldon Gender Mala
Date of Birth 01/01/1958 (Age B1) Primary Race white (HUD)
Social Security 111-22-3433 Sacondary Race

u.s. Military No (HUD)

C L LSS LLSITT LSS

CLIENT INFORMATION

All client records are organized by tabs. You may see more tabs (Ex. 1), or less (Ex. 2), depending on your Enter
Data As (EDA) provider. The order of the tabs is also dependent on your EDA provider. This introduction provides
a brief overview of the following Client Information tabs: Client Profile, ROI, and Entry/ Exit.

Example 1:

Type hors for Global Search

alastiiowed, g Eavarites Client - (15) Cooper, Sheldon lﬂ
Hame |
ClientPoint (15) Conper, Sheldon
ResourcePoint Release of Informations Honc ~Swilch 1o Anolher Houschald Meriber- 7| Submit
ShelterPoint Client Information Service Transactions

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

y Admin ——

11




Example 2:

Typae: bexc fon Globsd Sesael

JaLastVievied Favorites Client - (15) Cooper, Sheldon &

ClientPoint {15) Coopar, Sholdan

ResourcePoint Release of Tnformation: Nane Swilch Lo Anclher Houselhiold Mernban v| m
SkanPaoint Client Informatian Service Transactions

paAfero Client Profile ROIL Entry / Exit

» Admin

CLIENT PROFILE TAB

The Client Profile tab is a snapshot of information that may have been documented on the tab itself or auto-
populated from another area of entry in the client’s record. This tab contains the following information:

e Client Record

e (Client Demographics
e Contact Information
e Client Notes

e Attachments

e Incidents

CLIENT RECORD

The client record will always display on the Client Profile tab and contains the following client data:

A. Name /' Client Record

B. Name Data Quality —

C. Alias Name Data Quality
D. Social Security Number Alias

E. SSN Data Quality ::T}::ué::w

F. U.S. Military Veteran? US. Military Veteran?
G. Sex Sex

H. ClientID Client ID

I. Age Age

CLIENT DEMOGRAPHICS

The Client Demographics table is located directly under the Client Record and displays:

12



moOnOw»

Date of Birth

Date of Birth Type
Primary Race
Secondary Race
Ethnicity

# Client Demographics

Date of Birth
Date of Birth Type

To select multiple values
hold down the “ctri” or
‘'emd"” key and click on
each value

Race and Ethnicity

Additional Race and
Ethnicity Detail
(Opticnal)

A. Residence History

B. Contact Information
C.

Emergency Contacts

CLIENT PROFILE ADDITIONAL INFORMATION

Additional information found on the Client Profile tab, depending on your projects set-up, includes:

ICA Missouri - Client Profile Additional Information ‘ﬂ

The information in this Client Profile Additional Information assessment is automatically shared with the Homeless Services Network in Missouri. Do not
enter confidential information into this assessment.

Residence history

Start date (date * S -~ I . End date (date
cliant Feved TR Residence type Facility/location City Zip code B Rousdinn)
Owned by dlient, no
09/01/2018 ongoing housing springfield 65803
subsidy (HUD)
Add Showing 1-1 of 1

Contact information

Start date (date information * Contact type Contactinformation End date (last date information can

provided) be used)
09/01/2018 Mobile phone 417-555-0918
Add | Showing 1-1 of 1
Emergency contacts
Start date (date * End date (last date
information Name of emergency contact sg:‘iggéltsglslg;(en\evgencv Contact type Contact information information can be
provided) used)
Add |

CLIENT NOTES, FILE ATTACHMENTS, AND INCIDENTS

The last 3 sub-assessments on the Client Profile tab are:

A. Client Notes — A space for case managers to add client notes. Again, confidential information should not
be entered in the Client Notes sub-assessment; Client Notes are visible to the entire Missouri Network.

Client Notes is a space that allows end-users to free type; sensitive information (i.e. diagnosis) or
subjective notes regarding a Client’s attitude (i.e. just wants a hand-out) should never be entered
here. An example of an appropriate Client Note might be, “client needs floor level space — no stairs”.

B. File Attachments —Have a document that you would like to attach to your client’s record. File
Attachments allows you to attach scanned documents to the record.

A

File Attachments are visible to the Missouri Network and caution should be exercised when

attaching documents.

13




C. Incidents — If you need to document an Incident, please feel free to do so in the Incidents sub-
assessment. Incidents are only visible to your agency.

Client Notes

Provider Note Date Note Preview Full Note

Add New Client Note Print No matches.

File Attachments

Date Added v Name Description Type Provider Added From
Add New File Attachment No matches.
Incidents
Start Date  End Date Incident Incident Code Provider Ban Site Staff
Add New Incident No matches.

ROI TAB

Before entering any client information in ServicePoint a Client Informed Consent to Share and Release of
Information (ROI) must be signed by the client. For reporting and auditing purposes, the ROl also needs to be
entered in ServicePoint, this is done on the ROI tab.

To document an ROl in your client’s record:

1. Click the Add Release of Information button

Client Information
ROI
Release of Information
Provider Permission Start Date End Date
: w IH - Crisis Nursery of Lhe Crarks [SGFCIS] Yes 09/01/2018 09/01/2019 -
i w CPO - Caring Communifies [SGFCTS] Yas 08/06/2018 nR/06/2019 -
: g CPO - Capable Kics and Families (Grant) [SGFCIS] Yeg 06/01/2018 056/01/2019 -
Add Relezse of Information ‘ Showing 1-3 of 3

Complete the following fields on the Release of Information form (pictured on next page):

1. Household Members - Ensure that all household members have a check mark next to their name to

avoid missing ROls on reports

2. Provider — The provider name will auto-populate in the Provider field according to which Enter Data
Provider you selected

3. Release Granted - Select “Yes” or “No”, depending on whether the client has given permission to
share their information

4. Start Date — The Start Date will auto-populate
End Date — Enter the End Date one year from the Start Date
Documentation — Select the type of documentation provided by the client. Signed consent
is required for most providers, and verbal consent is limited to clients served by some
coordinated entry providers. If you are not sure, please contact our helpdesk for clarification.

14



7. Witness — Add the name of the agency employee that witnessed the client signing the consent form
or received verbal permission via phone. Note, this may not be the same individual entering the ROI

in ServicePoint

When you are finished entering the ROl information, click Save Release of Information.

ﬁ If a client refuses to sign the ROI, you must contact the ICA Help Desk to request a locked record be
created before entering any client data into ServicePoint.

Tip: You can attach scanned ROlIs to the Head of Household’s record by clicking the paperclip (see

image below).

Client Information

Release of Information

ROI

4 ‘ CPO - Capable Kids and Families (Grant) [SGFCIS]

Add Release of Information ‘

Provider Permission Start Date
4 ' CPO - Capable Kids and Families (Grant) [SGFCIS] Yes 02/01/2019
No 12/01/2018

Showing 1-2 of 2

ROIs that have been scanned to
your computer can be attached to
the Head of Household's record by
clicking the paperclip.

Exit

ENTRY/EXIT TAB

The workflow completed on the Entry/Exit tab differs from project to project. Most agencies enroll clients into

projects, add Interims, and Exit clients from projects.

The diagram of the Entry/Exit tab below demonstrates how each row represents a client’s enrollment in
projects at various agencies. The Entry/Exit tab will display the following:

e
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Projects (aka Programs) in which the client has been Entered
The date that a client Entered and Exited a Project
Number of Interim Updates completed between Entry and Exit
The number of clients in the household at the time of project enroliment
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Client Information

Client Profile| Households ROI

Entry / Exit

Service Transactions

hagers | Case Plans M

easurements

Summary

0 Reminder: Household members must be established on Households tab before creating Entry / Exits

Assessments

Entry / Exit
Project Start . . Follow Client
Program Type Date Exit Date Interims Ups Count
— | LFCS - Pregnancy, Parenting, and Adoption . * * = i £
9| services [sGFcIs] (951) pasic /- 04/25/2019 y, £ 2 P
@ | DC - Dream Center [SGFCIS] (999) Basic " 04j00/2019 J° I = | o &
— | CCO - Crosslines Community Resource Center . * ¢ = = P
¥ (scrers) (55) Basic / 04/01/2019 /| 04/02/2019 i= i= 0w
— | CPO - Capable Kids and Families (State Contract) . * * =
" [SGFCIS] (953) Basic l, 02/01/2019 p D
Add Entry / Exit .1 Projects the client has She~'ng Dates the client was Number of Mumber of
| been entered into '2‘ entered and exited _‘3_ Interim clients in
- — — updates household

To navigate the Entry/Exit tab:

© N o G;

Use the Add Entry/Exit button to enter a client in a project

Use the Edit icons to edit or view an existing Entry or Exit for a specific project

Click the Interims icon to add an interim or edit an existing interim for a specific project

Click the Client Count icon to view a list of household members

| Client Information Ib

Client Profile | Households ROI

Service Transactions

Entry / Exit hagers | Case Plans

Measurements

Summary

“ Reminder: Household members must be established on Households tab before creating Entry / Exits

Assescments

[SGFCIS] (953)

Add Entry / Exit | é

(®

Click to wiew or edit the antry
or exit

i

Click to
add an
Interim

Entry [ Exit
Program Type TR Exit Date Interims F‘:J'I':;“ Client
¥ Sarvices rotroid (aony e pasic / |oarzsizors |/ B E e o
@ DC - Dream Center [SGFCIS] (999) Basic " 0asaar2019 i = i2 o &
.i fSCC?F-CI%r]O?ZISWSS Community Resource Center Basic ‘v # 04/01/2019 , . 04/02/2019 é é @ *
i CPO - Capable Kids and Families (State Contract) Basic ?|D2fﬂlf2019 F

Click to
view
household

ASSESSMENTS

Depending on your project, you may be required to complete one or more assessments during an Entry, Interim,

or Exit. The image below demonstrates:

How to switch from one assessment to another

How to toggle between household members
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Entry Assessment ,“
TEST ot

Select an Assessment

ICA SGFCIS-Crosslines ICA SGFCIS - Crosslines ICA SGFCIS - Crosslines ICA SGFCIS - Crosslines
(Intake Form) (Treatment Plan Background (Client Notes) (Client Discharge)
Information)

Selected
assessment

Click on the
assessment you want
to navigate to.

ICA SGFCIS - ICA SGFCIS - Connect
Crosslines(Emergency Springfield Intake
Assistance Request)

{1519) Myles, April Roberta

Age: 34 Section 1: Client Demographics

Veteran: Na (HUD) Complete this section for all clients
(1521) Myles, Jack Macklin

| | age: 2 Date of Birth o5 /o1 |/1084 |38 2c
Veteran: No[fHUD)

J Date of Birth Type [| [Full DOB Reported (HUD) S

Female Tle
Use the Household Members
navigation menu to toggle White (HUD) v g
between members when
completing assessments for
a household. Select- v e

’—Hispanic/Latino (HUD) TG

SERVICE TRANSACTIONS

The Service Transactions tab is where you document Services and/or Referrals provided to a client/household. It
may be helpful to note that a transaction is an exchange between people. In this case, your client has a Need
and you provide a service to meet that need. Or, your client has a Need that your agency is unable to assist with
so you refer your client to another agency that can meet their Need.

SERVICE TRANSACTIONS DASHBOARD

The pictorial below is an image of the Service Transactions Dashboard. The buttons on the dashboard allow you
to complete actions (e.g. Add Service) and view transaction history (e.g. View Entire Service History).

Client Information # [ Service Transactions |

Service Transaction Dashboard

oy
!

i
il

7

(+) =0 ;:‘:“i‘- _ﬂ Sy

Add Need Add Service Add Multiple Services Add Referrals View Previous Service
Transactions

(i,
Mg

View Shelter Stays View Entire Service
History
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SERVICE TRANSACTION ICONS

o

0 I+

e Add Service — Represented by a green key with a plus sign, the Add Service icon is seen on the Service
Transactions Dashboard and enables you to add a service and need to client records simultaneously.

o Add Referrals — Represented be an envelope with a plus sign, the Add Referrals icon is also seen on the
Service Transactions Dashboard and allows you to document referrals, and potentially send referrals
electronically, to other ServicePoint agencies.

When viewing a client’s Entire Service History, the Add Service icon can be used to add a service to a lone Need
that you have provided a service for. The Add Referrals icon can be used to add a referral to a lone Need, if you
need to refer the client to another agency.

vz Remember, if you're adding a complete transaction (Need/Service or Need/Referral), simply click
Add Service or Add Referral and ServicePoint will automatically attach the Need for you.

i+ ‘ Need 03/12/2019 DE.MO: MO BoS CoC CES - Level 1 Access Homeless Motel Vouchers
d Point
L

DEMO: MO BoS CoC CES - Level 4 Access
g w Need 02/06/2019 Point Emergency Shelter

‘ Referral 02/06/2P19 DEMQ: MO BoS CoC CES Emergency Shelter

VIEW ENTIRE SERVICE HISTORY

Click the View Entire Service History box to view a client’s history of Needs, Services, and Referrals.

q [ Service Transactions I

Service Transaction Dashbeard

18



When you view the entire service history, you will see a Need associated with each Service or Referral that was

added.

Client Information

I Service Transactions

Need

02/0L/2019 CPO - Cepable Kids 2nd Famrlllies (Grant) [SGFCIS]

Needs Services Referrals Shelter Stays Entire Service History
All Service Transactions
Select Dates Start Date End Date
A4 e M /Il Aing &4 Search
Transaction Type Date Provider Type Need Status / OQutcome Need Goal
",' - m ﬁ Need 03/15/2019 | CPO - Czpable Kids 2nd Families (Grant) [SGHCLS] Casg/Care Manzgement | ldentified
‘ ,. i Referral 03/15/2019 | CCC - Carly Childhood One Stop [SGICIS] Case/Care Management

Case/Care Management | Closed / Fully Met

Service

02/01/2019 CPQ Cepaktle Kids end Families (Grant) [SGFCIS]

Case/Care Management

Showing 1-3 of 3

If a Need does not have a corresponding Service or Referral, you can:

A. Click the Key icon to add a Service provided by your agency

B. Click the Envelope icon to add a Referral

C. Or,ifthe Need is an error that should be removed, use the Delete icon to remove it

Client Information

ql Service Transactions

JTransaction Type Date Provider

Needs Services Referrals Shelter Stays * Entire Service History
All Service Transactions
Select Dates Start Date End Date
—Select- v / /! 2},]3 .i:,} / / Jj,]a 2"% Scarch

Type Need Status / Outcome Need Goal

‘03/15;2019 |cpo Capable Kids and Families (Grant) [SGFCIS]
02/01/2019 (CPO - Capable Kids and ramilies {Grant) [SGICIS]

02/01,/2019 CPO - Capable Kids and Families (Granl) [SGFCIS]

Click the Key icon to add a Service to e Kids and Familles (Grant) [SGFCIS]
the Need.

le Kids and Families {Grant) [SGFCIS]
Click the Envelope iconto add a

Referral to the Need.

|CasefCa re Management | [dentified
Information and Referral Closed / T'ully Met
Infurrmialion and Relerial
Casa/Care Mznagement  Closed / Fully Met

Case/Care Management

Showing 1-3 of 3

Back [0 Dashboarnd | Fxil

If you want to narrow a client’s history to just Needs, Services, or Referrals, use the tabs located above the

transaction history.

To return to the Service Transactions Dashboard, pictured at the beginning of this section, click the Back to

Dashboard button.
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