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Quick Reference Guide�ServicePoint 3.02 – Case Management





Logging On To ServicePoint


1�
Double click the Internet Explorer icon on your desktop.�
�
2�
In the address bar, enter www3.servicept.com/training/michigan.  The ServicePoint Log in displays.�
�
3�
Enter your User Name.�
�
4�
Enter your Password. When logging on for the first time, use the temporary password provided to you.  The system then prompts you to choose your own password.  Passwords must be 8 to 16 characters in length and must contain at least two numbers.�
�
5�
Click Logon or press Enter.�
�



Navigation Icons


Icon�
Description�
�
��
View�
�
��
Edit�
�
��
Delete�
�
H�
Previous Information �
�
��
Open �
�
��
Open with Exceptions �
�
� EMBED Word.Picture.8  ����
Closed �
�
��
Closed with Exceptions �
�
��
Answer Age Bar�
�
��
No Release of Information (ROI)�
�
��
Quick Call�
�
��
Print �
�
��
Clear Field�
�






Navigation Tips 


Icon�
Description�
�
Tab�
Moves cursor to the next field�
�
Shift Tab�
Moves cursor to the previous field�
�
F5 or Refresh �
Refreshes/updates information on the screen�
�
Home �
Moves cursor to the top of the screen�
�
End �
Moves cursor to the bottom of the screen�
�
Num Lock�
Allows use of the number keypad�
�



  Entering an ROI


1�
Click the ROI button � from the ClientPoint Profile screen.  �
�
2�
Click Add Release from the ROI window. If the release covers other household members, check any or all of the household members.�
�
3�
In the Provider field, select an option.�
�
4�
In the Release granted? field, select Yes or No.�
�
5�
In the Start Date field, the system defaults to today’s date.�
�
6�
In the End Date field, enter the end date.  (Required field)  �
�
7�
In the Documentation field, select an option.�
�
8�
Enter a witness, if appropriate.�
�
9�
Click the Save Release Info.�
�
10�
Click Close.�
�












Securing a Client Record


1�
Click the Security button � from the ClientPoint Profile screen.  �
�
2�
Click the Open/Close link in the security window to open or close the record.  Click OK.�
�
3�
To make an exception to this setting for another agency, click the checkbox next to the agency's name.�
�
4�
Click Save and close the window.�
�



Assigning a Caseworker


1�
Click the Case Workers button � from the ClientPoint Profile screen.  �
�
2�
Click Add Caseworker.�
�
3�
In the Provider field, select the provider.�
�
4�
Enter the caseworker’s name, title, phone number, and email address in the appropriate fields.�
�
5�
In the Date Started field, enter the date the case manager was assigned to the client if different from today’s date.�
�
6�
Click Add Caseworker.�
�
7�
Click Close.�
�



Securing a Caseworker Record


1�
Click the Case Workers button from the ClientPoint Profile screen.�
�
2�
Click the Edit Icon next to the caseworker record to be secured. �
�
3�
Click the Security Lock.�
�
4�
Click the Open/Close link to open or close the record. Click OK.�
�
5�
To make an exception to this setting for another agency, click the checkbox next to the agency's name.�
�
6�
Click Save and close the window.�
�
7�
Close the Caseworker Data window.  �
�
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