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Quick Reference Guide�ServicePoint 3.02 – Client Intake





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 top of the screen�
�
End �
Moves cursor to the bottom of the screen�
�
Num Lock�
Allows use of the number keypad�
�



Entering a Client Record


1�
Click the green ClientPoint tab.�
�
2�
In the First field, enter the client’s first name.�
�
3�
In the MI field, enter the client’s middle initial.�
�
4�
In the Last field, enter the client’s last name.�
�
5�
Click Add/Find Client to continue. �
�
6�
If �
Then�
�
�
Match�
Select the existing client record.�
�
�
No match�
Proceed to the next step and add remaining information.�
�
7�
In the Date of Birth field, enter birth date.�
�
8�
In the SS# field, enter the client’s social security number if appropriate.�
�
9�
In the Gender field, select the gender.�
�
10�
In the Race field, select the race.�
�
11�
In the Ethnicity field, select the ethnicity.�
�
12�
Click Add Client With This Information.�
�
13�
Click OK.�
�






Entering Additional Profile Information


1�
After entering the client record, note that the Additional Profile Information assessment displays.�
�
2�
In the Alternate SS# field, enter the client’s social security number if appropriate.�
�
3�
In the Alias field, enter an alias name.�
�
4�
In the English Speaking Skills field, select an option.�
�
5�
In the Primary and Secondary Language Spoken fields, enter languages as appropriate.�
�
6�
Enter the client’s city, state, and country of birth in the appropriate fields.�
�
7�
In the Marital Status field, select client’s current legal status.�
�
8�
In the Emergency Contacts section, click Add.  �
�
9�
Enter the contact’s name, address, city, state, and telephone number in the appropriate fields.�
�
10�
In the Relationship to Client field, enter the contact’s relationship.�
�
11�
In the Start Date field, enter a date.�
�
12�
Click Save & Add Another or Save & Exit.�
�



Creating an Anonymous Client Record


1�
Click the ClientPoint tab.�
�
2�
Complete as much demographic information as you have available. (Name, Date of Birth, SS#, Gender, Race, and Ethnicity fields)�
�
3�
Click Add As Anonymous Client. �
�
4�
Click OK.�
�
5�
At the creation of the client record, the client receives a unique ID*.  Enter service transactions, notes, case plans, etc. as usual.�
�



*Note: Be sure to record the unique ID assigned to the anonymous client. It is in the Last Name field on the Profile screen. You will need the unique ID to retrieve the client record. 
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