DATA ENTRY PROCEDURE FOR SHELTER PLUS CARE/PATH BEDS
· Each person who will enter data for a Shelter Plus Care Bed or PATH bed will have two licenses.  One for their agency through the Oakland County Continuum of Care and one from DCH. 

· Sharing agreements (QSOBAAs) will be in place before you create an Entry/Exit within the DCH tree.  

· The data entry will be placed at the program level of your agency within the CoC not the DCH tree. 
· The only double entry that is needed is the Entry/Exit Screen.  

· To enter Data Entry 

1. Log into ServicePoint

2. Choose Enter Data As Shelter Plus Care or PATH Program
3. Complete a Client Profile

4. Complete a HUD Assessment

5. Complete a PATH Assessment

6. Complete an Entry/Exit into HUD or PATH Program

7. Choose Enter Data As DCH

8. Pull up Client Profile Page

9. Complete an Entry/Exit only (into HUD or PATH Program).  

10. Proceed back into Enter Data As your agency.
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