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Quick Reference Guide�ServicePoint 3.02 – Client Intake





Creating a Household


1�
Click the ClientPoint tab.�
�
2�
Access the client’s record.�
�
3�
Click Add This Client to Household from the Client Profile screen.�
�
4�
In the Household Type field, select an option.�
�
5�
In the Head of Household field, select Yes or No.�
�
6�
In the Relationship to Head of Household field, select an option.�
�
7�
In the Date Entered Relationship field, the system auto-selects today’s date.�
�
8�
Click Start NEW Household to create a household that contains your client.�
�



Adding Clients to a Household


1�
After clicking Start NEW Household, the Add Clients to Household screen displays.  �
�
2�
Enter the client’s name, birth date, SS#, gender, race, and ethnicity in the appropriate fields.�
�
3�
Click Add/Find Client. The system searches for a matching record.�
�
4�
If �
Then�
�
�
Match�
Select existing client record.�
�
�
No match�
Click Add Client With This Information.  Click OK.�
�
5�
In the Head of Household field, select Yes or No.�
�
6�
In the Relationship to Head of Household field, select an option.�
�
7�
Click Add Household Member.  �
�
8�
When finished entering household members, click Exit.�
�






Entering an ROI


1�
Click the ROI button � from the Client 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�
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 Client Profile screen.  �
�
2�
Click the lock 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.�
�
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Entering a Client Into a Program


1�
Click the Entry/Exit button � from the Client Profile screen.  �
�
2�
Click Add Entry/Exit.  Select any or all of the other household members that are also entering the program.�
�
3�
In the Provider field, select a provider.�
�
4�
In the Type field, select the type.  HUD programs: use HUD 40118 Entry.  Non-homeless: use Basic Entry/Exit.�
�
5�
Enter the entry date and time, if different from today’s date and time.�
�
6�
Click Save and Close. Close window.�
�



Assigning a Caseworker


1�
Click the Case Workers button � from the Client 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.�
�



Backdating an Assessment


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