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Quick Reference Guide�ServicePoint 3.02 – Case Management





Canceling a Referral


1�
From the Service Transactions screen, click View Past Needs/Services. �
�
2�
Click the Edit Icon (pencil) next to the Need.�
�
3�
Scroll down and click Cancel Referral next to the referral made to your agency.  The Referral Data window displays.�
�
4�
In the If Referral Canceled Reason field, select an option. �
�
5�
To cancel the referral for other household members, place a checkbox next to each name. �
�
6�
Click Save Referral Info. �
�
7�
Click the Service Transactions tab again. Click View Past Needs/Services.�
�
8�
Click the Edit Icon (pencil) next to the Need.�
�
9�
Make changes to the Overall Need field and/or the Overall Outcome fields.�
�
10�
Click Save Changes.�
�



Receiving a Referral


1�
Click View Past Needs/Services. �
�
2�
Click the Edit Icon (pencil) next to the Need.�
�
3�
Scroll to the Outstanding Referrals section and review the referrals.�
�
4�
If you cannot provide the service:�
To provide the service:�
�
�
Click cancel referral (see steps above)


��
Click the Edit Icon (pencil).�
�
�
�
Enter the service dates and any additional information.�
�
�
�
Click Save Service.�
�






Updating a Goal or an Action Step


1�
To Update a Goal�
To Update an Action Step�
�
�
Click the Goal follow-up reminder from the Home Page.  The Case Plan – Edit Goal screen displays.�
Click the Action Step follow-up reminder from the Home Page.  The Case Plan – Edit Goal screen displays.�
�
�
�
Click the Edit Icon (pencil) next to Action Steps Planned.�
�
2�
In the Overall Status field, select a status.�
�
3�
In the If Closed Outcome field, select an option and enter a date.�
�
4�
In the Actual Followup Date field, enter the date you followed up with the client about the goal.�
�
5�
In the Followup Made field, select an option.�
�
6�
In the Outcome at Followup field, select an outcome.�
�
7�
If updating a goal:�
If updating an Action Step:�
�
�
Click Save Changes.�
Click Save Action Step.�
�





















Updating a Service


1�
Click the Service follow-up reminder from the Home Page.  The Service Transaction– Edit Need/Service screen displays.�
�
2�
In the Overall Need Status field, select a status.�
�
3�
In the Overall Outcome field, select an outcome.�
�
4�
In the If Not Met, Reason field, select an option.�
�
5�
In the Notes About Need field, enter any additional information.�
�
6�
Click Save Changes.�
�



Exiting a Client From a Program


1�
Click the orange Entry/Exit button � from the Client Profile screen. A list of the client’s programs displays.�
�
2�
Click the Edit Icon (pencil) next to the Exit Date for the program from which the client is to be exited.�
�
3�
Enter the Exit Date and Time.�
�
4�
In the Reason for Leaving field, select an option.�
�
5�
In the Destination field, select an option.�
�
6�
In the Notes field, enter any notes.�
�
7�
If this client belongs to a household, select any or all of the other household members that are also exiting the program.�
�
�
8�
Click Save and close the window. �
�
�
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