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Quick Reference Guide�ServicePoint 3.02 – Case Management





Backdating an Assessment


1�
From the Client Profile screen, click the Assessment tab.  �
�
2�
Select the appropriate assessment.�
�
3�
In the Assessment Date field, enter the past date and time.  �
�
4�
Click the Back Date button. Click OK.�
�
5�
Enter the assessment.�
�
6�
Click Save Changes.�
�
7�
Click Return to Live Mode. Click OK.�
�



Securing an Assessment


1�
At the top of each assessment, there is a lock. Click the lock to open the security settings for that assessment.�
�
2�
Click the Open/Close link 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.�
�



Creating a Goal From an Assessment


1�
From the Assessment, click the G next to an assessment question. ��
�
2�
The Add a New Goal window displays.  �
�
3�
In the Provider field, select a provider.�
�
4�
In the Date Goal Was Set field, the default is today’s date.�
�
5�
In the Goal field, select a classification for the goal.  In the second dropdown list, select the goal.�
�
6�
In the Target Date field, enter a date.�
�
7�
Enter Case Notes, as appropriate.�
�
8�
Click the checkbox next to household members if the goal also applies to them.�
�
9�
Click Save.�
�









Creating a Goal Through Case Plans


1�
From the ClientPoint profile screen, click Case Plans.�
�
2�
Click Add Goal.�
�
3�
Check each household member to be associated with this goal. �
�
4�
In the Provider field, select a provider.�
�
5�
Verify the Date Goal Set is correct; the default is today’s date.�
�
6�
In the Goal field, select a classification for the goal.  In the second dropdown list, select the goal.�
�
7�
In the Target Date field, enter a date. �
�
8�
In the Overall Status field, select the status.  This is a required field.�
�
9�
In the Projected Followup Date field, enter a date. �
�
10�
Click Save Changes. �
�



Adding Case Notes  �


1�
Access Case Notes in the Case Plan overview page or while editing a goal.�
�
2�
Click Add Case Note.  The Case Note Data window displays.�
�
3�
In the Provider field, select an option.�
�
4�
In the Note Date field, enter the date.  �
�
5�
Enter notes. Each case note can be up to 4,000 characters in length.�
�
6�
Click Add Note.�
�












Adding Action Steps   �


1�
From the Case Plan – Edit Goal screen, click Add Action Step.�
�
2�
To set up this Action Step for other household members, click the checkbox next to each household member name.�
�
3�
In the Provider field, select the provider associated with the Action Step.�
�
4�
In the Date Action Step was Set field, verify the date is correct; the default is today’s date.�
�
5�
In the Action Step field, enter a description of the action to be taken.�
�
6�
In the Target Date field, enter a date.�
�
7�
In the Overall Status field, select the status.  This is a required field.�
�
8�
In the Followup fields, enter the Projected Followup Date.�
�
9�
Click Add Action Step.�
�
10�
Click Save Changes.�
�



Editing/Deleting a Goal


1�
From the Case Plan screen, click the Edit Icon (pencil) next to the appropriate goal. 


��
�
2�
Edit goal information.�
�
3�
Click Save Changes.�
�
4�
To delete a goal, click the Delete Icon (trash can).  Click OK.�
�



Goals should not be deleted unless entered incorrectly. Deletion of goals also deletes affiliated case notes and action steps. Needs and services related to goals are maintained without the designation of the deleted goal. 
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