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Quick Reference Guide�ServicePoint 3.02 – Case Management





Printing a Case Plan


1�
Access the client’s record. Click the Case Plans tab.�
�
2�
Click the Printer icon � towards the top left of the screen.  The Case Plan screen displays.�
�
3�
Click Print This Document.�
�
4�
Select print settings and click Print.  Close the window.�
�



Adding a Need - Linking to a Goal


1�
Access the client record.�
�
2�
From the Client Profile screen, click the Case Plans tab.  �
�
3�
Click the Edit Icon (pencil) next to the goal  �.�
�
4�
Scroll down the screen.  In the Service Items for This Goal section, click Add Need/Service.  The Service Transactions screen displays.�
�
5�
In the Provider field, select a provider.�
�
6�
In the Date of Need/Diagnosis field, verify the date is correct.�
�
7�
In the Need/Diagnosis field, select a need or use lookup.�
�
8�
In the If Need is Financial, Amount field, enter a dollar amount as appropriate.�
�
9�
In the Overall Need Status, select a status. This is a required field.�
�
10�
In the Related to Goal field, note the goal associated with this need is listed.�
�
11�
In the Notes about Need field, enter any information related to the need.�
�
12�
Click Save Changes.  �
�






Adding a Service


1�
From the Service Transactions screen, click the Add Service button.�
�
2�
In the Provider field, select a provider.�
�
3�
In the Service field, select a service or use lookup.�
�
4�
In the Service Start Date field, verify the date is correct.�
�
5�
In the Service End Date field, enter the end date, if known.�
�
6�
In the Provider Specific Service field, select a service.  �
�
7�
In the Cost of Service 1 and 2 fields, enter a dollar amount as appropriate.�
�
8�
In the Source 1 and 2 fields, select the funding source as appropriate.�
�
9�
In the Service Notes field, enter any additional information about the service.�
�
10�
In the Projected Followup Date field, enter a date.�
�
11�
Click Save & Add Another or Save & Exit.  �
�



Creating a Need-Not Linking to a Goal


1�
Click Service Transactions from the Client Profile screen.  �
�
2�
To associate this need/service with other household members, check each household member’s name. �
�
3�
In the Provider field, select a provider.�
�
4�
In the Date of Need/Diagnosis field, enter a date.�
�
5�
In the Need/Diagnosis field, select a need or use lookup.�
�
6�
In the If Need is Financial field, enter an amount.�
�
7�
In the Overall Need Status field, select a status. This is a required field.�
�
8�
In the Notes about Need field, enter any information related to the need.�
�
9�
Click Save Changes.  �
�















Viewing/Editing Past Needs/Services


1�
From the Service Transactions – Edit Need/Service screen, click View Past Needs/Services. A list of all past transactions displays�
�
2�
To view or edit any of them, click the Edit Icon (pencil) next to the need.�
�
3�
Edit information.�
�
4�
Click Save Changes.�
�



Entering a Referral �


1�
Access the client record. �
�
2�
Click the Service Transactions tab.�
�
3�
Click View Past Needs/Services.�
�
4�
Click the Edit Icon (pencil) next to the Need.�
�
5�
Scroll down and click Add Referral.�
�
6�
In the popup referral window, place a checkbox next to each household member who you are also referring.�
�
7�
Select the provider.  You may refer the client to up to five different providers.�
�
�
Non shelter referrals, enter:


Referral date


Provider (use drop down list or lookup)


�
Shelter referrals, enter:


Referral date


Provider (click from the bed avail list, then click the shelter name)�
�
8�
Click Save Referrals. �
�
9�
Click Save & Add Another or click on Save Changes.�
�
10�
Click Exit.�
�
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