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Quick Reference Guide�ServicePoint 3.02 – ShelterPoint





Viewing Bedlists


1�
Click the ShelterPoint tab.�
�
2�
In the Viewing Bedlists for Provider field, select a provider. �
�
3�
Select a bedlist.�
�



Reserving a Bed





1�
Click Add Reservation.�
�
2�
Enter information about the client for whom the bed is to be reserved.�
�
3�
Click Continue with Reservation. The system searches for a matching record�
�
4�
If a match is found, select the existing record, or click Add Client With This Information to create a new record.�
�
5�
In the Reserve Date field, enter the date the client is to stay at the shelter. �
�
6�
If other household members will be entering the shelter, click the checkbox next to each household member’s name.�
�
7�
Click Save & Continue.�
�



Checking in Clients With Reservations 


1�
Under Reservations for Bedlist, click checkin. �
�
2�
In the Bed Name/Number field, click Assign Bed and select a bed.  �
�
3�
In the Supplies Given field, enter supplies.�
�
4�
In the Locker # field, enter the locker provided.�
�
5�
In the Case/Notes field, enter notes as appropriate.�
�
6�
Click Save.  �
�









Checking in Clients Without a Reservation


1�
Click the word EMPTY next to the bed to be assigned. If no beds are available, click EMPTY on the Overflow line. The Shelter Checkin screen displays.�
�
2�
Enter the client information (name, birth date, social security #, gender, race, and ethnicity).�
�
3�
Click Continue with Check In. �
�
4�
If a match is found, select the existing record, or click Add Client With This Information to create a new client record.  �
�
5�
Enter the Date In, if given any supplies, a locker # assigned, and any notes.�
�
�
If �
Then�
�
�
Client has family members to check in.�
Click the check box next to each family member seeking shelter.�
�
�
�
Click Assign Bed.  Select a bed for each family member.  If a bed is not assigned, they receive an overflow bed.�
�
6�
A Print button is available to print. �
�
7�
Click Save & Continue.�
�



If a client arrives after midnight, but you want to add him or her to the previous day, click Midnight Checkin.





Confirming an Individual Client


1�
From the Bedlist, click the client name to confirm.�
�
2�
Select Yes next to the Confirmed for Next Day Stay question.�
�
3�
Click Save.�
�









Confirming Clients Using the Confirmation List


1�
Click Update Confirmation List at the bottom of the Bedlist. �
�
2�
Click the checkbox next to each client to confirm for the night.�
�
3�
Click Save.�
�



Checking Clients Out Individually �


1�
Select the client name.�
�
2�
Enter the date/time the client left. �
�
3�
Indicate any return of supplies. �
�
4�
Enter the cost of services, if any. �
�
5�
Click Save.�
�



Checking Clients Out – Transmit List


1�
Click Transmit Today's Checkout List.�
�
2�
Click the checkbox next to each client leaving the shelter.�
�
3�
For each client, enter the date and time out and indicate the return of supplies.�
�
4�
Use the TOP Checkout Date field to set the same checkout date and time for all clients. Click Set Dates.�
�
5�
Click Check Out.�
�



The next morning, open ShelterPoint to view which clients with Preferential Check In are assigned to which beds from the previous night.  Re-assign beds as necessary.





�
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