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Logging In

Step 1|— Log into training site
Enter your user name
and your one-time use password

NEVER allow your password to be “remembered”. This is not
secure and will cause problems when you have to reset your

password.

Confirm

Password Expiration

ServicPoint

Connecling your community.

Carolina Homeless Information Network
Training Site

( l \ Password Manager can remember this logon and enter it automatically the next time you return to
this web site.

Do you want Password Managet ta remember this logon?

When you see this screen it means that your
password has expired.

‘ es | [Neverfurthiss\te] [ Mo

Create a new one and enter it in BOTH fields.

Your password will expire every 45 days.
The first time you do this you will see the user license
agreement. Review it and click Accept.

Password

Passwords must:

-have at least 8 characters

-have at least 2 numbers

-have at least 1 capital letter

-not be your name, your agency’s name, or a common work
spelled forward or backwards

In ServicePoint you will have to change your password
every 45 days.

You cannot go back and forth between 2 passwords but
you can cycle through 3 passwords.

ServicePoint will lock you out of the system if you try more
than 3 combinations of username and password without
getting your’s correct.

Contact CHIN to have your password reset once you’ve
been locked out of the system.

1% password:
2" password:

ServicPoint

Connecting your community.

Carolina Homeless Information Network
Training Site

MNew User Logon.
Please choose a new password
below.

pass:

{Passwords must be between & and 16
characters lorg with at least two numbers)

confirm pass:

-2 https:/iwww3.servicept.com - Software License Agreement - Microsoft... g@@

Please read the following License Apreement

BY CLICKING CON THE "ACCEPT" BUTTCN, YOU ARE COMSENTING TO ~
BE BOUND BY THIS AGREEMENT. IF YOU DO NOT AGREE TO ALL OF

THE TERMS OF THIS AGREEMENT, YOU MAY CLICK THE "DO NOT
ACCEPT™ EUTTCN AND THE SOFTWARE WILL NOT CONTINUE.

End User hgreement

Important-Read Carefully: This End-User hgreement ("EULLM)
is a legal agreement between you (either an individual or &

Do you accept all the terms of the preceding License Agreement? If you choose Do
Mot Accept, ServicePoint will cloge. To run ServicePoint, you must accept this

agreement.
Do Not Accept
&] Done D B Intemet
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3" password:
4™ password: same as 1 password

Navigation and Homepage Content

Carolina Homeless Information Metwork Training Site Jan 13

L ] . Tl
ServicPornt anc agenzs?

Connecting your community.

Click here to enter data as another provider.

Mavigate MewsFlash - System

ClientPaint - Add, edit ar view client profile, client assessments, ar add, edit, or

- - ; There is no news at this time,
vigwW service transactions

ResourcePaint - Find community resources NewsFlash - Agency

There is no news at this time.

Shelterpoint - Check housing availability in your community,

Reports - Wiew standard reports, or generate custom reports.
Hewsflash - View or post newsflashes for your agency
Help - Yisit the help area for assistance in using the system.

Administration - Maintain ServicePoint™ (administrator access only)

Followup List

Type Date Time Remaining

ServicePoint version 4.01.009 {db build #0694}
Licensed to: Carolina Homeless Information Network Training Site
3 1999-2005 Bowman Systems L.L.C. All Rights Reserved.
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ClientPoint — Searching for/Adding a client

This is where you begin using the HMIS to collect client level data.
You may find a client’s file using the Add/Find button or by entering the client’s system
generate id number in the Scan or Enter Client id field.

TO GET TO THIS PAGE — click on the
ClientPoint tab.

Step 1|— Type in the client’s last name. Be
careful to spell the names correctly.

Step 2|— Look at the TOP of the screen for
Possible Matches. ALWAYS LOOK UP and
click on the client’s name whenever
possible.

Step 3|— If there are no Possible Matches
click on Add Client With This Information to
create a new client file.

NOTE: Do NOT use the Add As Anonymous
Client button.

Connecting your community.

bClientPoint

Search Using Client ID.

Scan or Enter

Searchthisid | [ Delete this id
Client id

Search for Existing Client
Search for client before adding a new client.

Last Profile

-Select- v
— T — " —
P

Search Filter [ Exact Match?

@ search only active clients?
© search only inactive/deleted clients?
O search all clients?

Search For Client

Client
Demographics

Infermation contained in the following fields will be carried forward to the next screen and is also used when adding a client.

SSN Data -Select- >,

Quality

Date of Birth [ ] tmmvddfyyyy)

Gender - Select - )

Primary Race - Select - e
Secondary - Select - L
Ethnicity - Select - 5

[__Search For Client | [ Add An Anonymous Client

J/ Trusted sites #, 100%

tches (refine your results or add as new below)

showing 1-1 of 1 (<<First <Prev | Next> Last>>)
Date of Birth Gender Banned
01/01/1920 Male 10/12/2007
showing 1-1 of 1 (<<First <Prev | Next> Last>>)

Name s5#

T %k gMouse, Mickey (#4120) 123-45-6789

Search Using Client ID.

Scan or Enter

" Searchthisid | [ Delete thisid
Client id

Add as New or Refine Search
Change your criteria and Search for dlient to reduce the potential matches.

Last Profile -Select- v

First [mickey
ss# I Y
Search Filter [ gyact Match?

(& search only active dients?

T —

Jmr[] Last [aMouse

© search only inactive/deleted clients?
© search all clients?

Search For Client

Client
Demographics

SSN Data
Quality
Date of Birth

-Select- v
(mmydd/yyyy)

Gender - Select - |w

Primary Race [ gelect - v

Secondary - Select - v
Race

Ethnicity “Select - v

J/ Trusted sices #1002
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Profile — This screen may be different for each agency.

TO GET TO THIS SCREEN — It will come up
whenever you click on the client’s name
from the Add/Find screen, when you click
on Add client with this information, OR
when you click on the Profile tab within a
client’s file.

Notice that the name, and any other
information you entered in the Add/Find
screen carried over to the Profile.

If you are adding to an existing file, some of
the information you saw in the Possible
Matches might not be visible on the Profile.
This is because the client did not give
another agency permission to share the file.
Be VERY CAREFUL entering the date of birth,

ClientPoint

prrofile Assessments

Case Plans

Service Transactions

Client - Elephant, Horton (#3)
Release of Info: None

Client Profile &

Card Orientation: |1 v

Tssue ID Card || Save Changes | [Exit]

Added to Systern  Jan 04 2006 05:444M
"
-E-

SSN Data Quality | Full S5 Reported (HUD)

First

s5#

Age 45

1[] Last [Elephant suffix [ ]

-

Universal Elements &

Save Changes

Assessment Date

Date of Birth

Gender

Ethnicity

Primary Race

Secondary Race

.5, Military Weteran?

Zip Code of Last Permanent Address

Zip data quality

Driver's License Humber
Issuing State for ID

Mon-confidential notes

01/04/2006 | 01 % i 13 & | PM v || Back Date
[l [oxr02/1961 | tmrmfadtfipry) H &
[l [male

- Select - ¥ HG

¥|HG

[l [#sian (HuD)

- Select -
[l [mo tHuy v HG
ez s

[l [ Full zip code recarded (HuD) v|H 6

[l egsazs HG

[l [Morth Caralina %|n &

I|Has a long trunk ‘

ethnicity, and gender. If you make a typo it will affect other agencies.

Step 1/— Answer the SSN Data Quality

v/ HG

¥ HG

question

& client - Client, Monday (#1330) &
Release of Info: None

T

) [l == S
et il e e e

Client Profile &
Step 2 - |n the Assessment Date box’ Card Orientation: |1+ [ Issue ID Card || Save Changes | [Exit]
type the date of your PrOjeCt Added to System  Sep 27 2007 02:20FM

. First Monday —— |mr[_ | Last [Client | =uffix [

Homeless Connect event and click on s = B =]
Back Date. Click OK when it asks you S5 Diata Quality | Ful 35N Reparted (HUD) v
if you want to enter historical data. he #
Sections of the screen will turn dneesEE T
ye”ow. Assessment Date - 0z vt 20 ~|[p v

Date of Birth [l eruz/teas ] tmmiddvprr) H G

NOTE: You should do this on the FIRST client after you log in. You will stay in Back Date mode

until you click on Return to Live
Mode.

First

SS#

Step 3|— Enter the information on the

Age

SSM Data Quality

Added to Systern  Sep 27 2007 02:20PM

mi[ ] Last [clisnt

[357 ] - [e5 |- [as54 |

Full S5N Reported (HUD)
62

| suffix |

Profile screen

Universal Elements 2

Return to Live Mode

(Backdate Mode)

Save Changes

- Creating Households (see

next page)

Gender

Ethnicity

Assessment Date

Date of Birth

Primary Race

09/01/2007 || 12 » *| 01 v || AM v Back Date

|| [oe/oa/1974 | (mm/aafipyr) H G
Il [male vHG
I Other (Mon-Hispanic/Latino) % |H G

Il [#hite (HuD)
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Creating Households

You should create a household when a client is

living with or sharing custody of their
dependents. You do not need to create a
household for a SINGLE individual.

Universal Elements

Save Changes

Households Containing Horton Elephant

Mo Households found for this client.

Add this client to Household

Household Type Clients in Household Relationship Date Entered Date Removed Head of Household

TO GET TO THIS SCREEN — scroll to the bottom of the Profile page and click on Add this client to

Household.

Step 1/ - From the bottom of the

Profile screen Click on Add This Client to Household

- Select the type of

Add Client to Household - (Hortonr Elephant)

househOId, |f the Clie nt is the Househaold Type (7 starting new household) Couple With Mo Children %
head of the household, and the i G suseiel Yes  Lw
. . . lationship to Head of Household: Self L
client’s relationship to the N
household p Date Entered rarm/dd )
* Date Removed I:l {romddddy vy
Start NEW Household || Add # EXISTING Household |[ cancel |

BACK DATE NOTE — Make sure

the Date Entered matches the
date of the PHC event.

Step 3|— Click Start NEW Household (DO NOT CLICK Add to Existing Household)

— Search for the client you want to add to the household by entering their name and

clicking on Add/Find

“.ﬂdd Clients To Household - (Hortor Flephant)

> et memmameag im s

Add Additional Clients to Household

First * |

ser ][]

SSM Data -Select-
Quality

Date of Birth |

Gender - Zelect -
Primary Race | . Sglect -
Secondary - Zelect -
Race

Ethnicity - Select -

Search Filter [ Exact Match?

[ add/Find client | |

[mr[ ] Last* | suffix [ ]
W
| tmmyddivyyy)
w
b
b4
Add As Anonymous Client |

* - Segrchabls Fisld
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Overview - Type: Couple With Mo Children, # Clients: 1

| Edit Househald Type

Name Relationship Date Entered Date Removed Head of Household
Step 5|— Select the client & P Elephant, Horton Self 01/04/2006 Tes
from the POSSIbIe MatCheS Possible Matches (refire vour results or add as new below)
Name S5 Date of Birth Gender
Mo matching Clients found,
showing 0-0 of O

or Add as New or Refine Search

First * [Cittle | mr[ ] vLast * [Bird | suffix |

sS4

[897 - e ] - [5324 ]

Enter the additional e Full 33N Reported (HUD)

uality
demographic information Date of Birth  [q3/03/1963 | (rormfacivyy)
and click Add (the new) Gender Male v

Primary Race

Client with This Information

Secondary
Race

- Select -

- Select - -
Search Fi

Mative Hawaiian or Other Pacific Islander {HUD)

b

Refine Search Criteria

Add Client with This Information

|

Add Clients To Household - (FHorton Elephant)

Step 6 - SeIeCt Whether or Overview - Type: Couple With No Children, # Clients: 1 Edit Household Type
not the added Client iS the Mame Relationship Date Entered Date Removed Head of Household
# P Elephant, Hortan  self 01/04/2006 Yas
head of household, select
the added client’s Continue Adding Household Member
relationship to the head of client 2loel, B
. Head of Househald Mo v
hOUSEhOId, and CIICk Add Relationship to Head of Household: Cther non-relative IR
Household Member Date Entered (rrn/dddy )
Date Removed |:| (rarn/dday vy
| &dd Household Member | | Cancel

Step 7|— Repeat for each
household member THEN Close the window
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Client Consent — ROI
Make sure you have the client’s consent to be put into the system before you start entering
their information in the HMIS.

If a client circles NO to #1 on the consent DO NOT ENTER THEM INTO THE HMIS.
If a client circles NO to #2 on the consent CONTACT CHIN
If a client circles NO to #3 on the consent select NO in Step 4 below.

200

Carolina Homeless Information Network /

Complete the client consent (ROI) step after Connecting your community.

CligntPoint
you have entered all household members. Worofia Assessments Case Plans Service Transsctons

Client - Elephant, Horton (#3)
Release of Info: None

client Profile &

Step 1|— TO GET TO THIS SCREEN - From the
top of the main client’s Profile page, click on
the orange ROl button.

H -2 https:/fiwww3.servicept.com - ServicePoint - Release of Info - Microsoft Internet Explorer [ =13
Step 2|— Click on Add Release B 2 plorer (2] B[]
Release of Information {Horton Elephant) Add Release Close

Provider Permission Start Date End Date
Mo Release of Information found for this client.

Step 3|— Check the box next to the household member’s names IF they have the same release
parameters. If they have different release parameters, do not click the boxed next to their
name and remember to go into their files to set up their consents later.

Step 4|— Check whether or not the release has been granted, enter the start AND end dates,
enter the documentation and the witness

. e e |
Release of Information - (Flephant, Hortor) Save Release Info Cancel

Household members

BACK DATE NOTE — Make sure the e R T T
Start Date matChes the date Of the Household #1 Members:
PHC event. *Bird, Little

Release of Info Data

Provider Carolina Homeless Information Network (#1) W
Release granted? Tes w
Start Date
—
; End Date
Step 5|— Click Save Release Info and _ . ;
Docurnentation Signed Statemnent from Client e
Close the window Witness [oe Used |
Release of Information - (Flephant, Horton) | Save Release Info || Cancel
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Recording participation in the PHC event — ENTRY / EXIT WORKSHEETS

N 200!

Carolina Homeless Information Network /

Connecting your community.

Step 1/— TO GET TO THIS SCREEN - From the
top of the main client’s Profile page, click on
the orange Entry/Exit button.

ClientPaint

Pprafile Assessments Case Plans Service Transactions

Client - Elephant, Horton (#3)
Release of Info: None

Client Profile &

Card Orientation: |1 v |[ Tssue 1D Card ][ Save changes | [Exit]

<2 hitps:/fwww3.servicept.com - ServicePoint - Entry/Exit - Microsoft Internet Explorer g@]g\

Entry fExit (Elephant, Horton) | Add Entry/Exit || Close |
Step 2 - C||Ck on Add Entry/ EXIt Program Type Entry Date Exit Date

Mo Entry/Exits found for this client.

MNote: Household members must be established on FProfile before creating Entry/Exits,

Step 3(— Check the bOX next to the Entry fExit - (Elephant, Hortor) [ save and Close  |[Save|[ Cancel
name of additional household Household members
. . To include household members in this endrifexit, click on the box beside each name. Note!
mem be rS, |f a ny, Who are belng andy members from the same household may be selected.
enrolled in the same program. Household #1 Members:
¥ Bird, Little

Entry Data
Provider Caralina Horneless Information Metwork (#1)
— Select the type of program
(standard fOI’ PrOject Homeless E:::i:l:rata Carolina Homeless Information Network (#1) (v 7
connect) and enter the date Of the T Carolina Hormeless Information Metwork (#1)
PHC event e

BACK DATE NOTE — Make sure the i CHIN SHP Program {#111)
Entry Date matches the date of
the PHC event.

NEooe | 07 | |47 % | AM v
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Step 5/— Enter the answers to the
questions.

Under Resources Obtained,
answer Yes if the client obtained
the resource, answer No if it is an
unmet need, skip the question if it
isn’t a need of the client.

Under Housing, select the type of
housing/shelter the client
received.

Step 6/— Click Save and Close the
window

Remember that you will need to
fill out the Exit data to complete
the process and answer the survey
questions.

Photo release on file?

Yes ¥ HG

Gende |:| Male Y HG
Date of Birtt |:| (mm/dd/yyyy) H G
Ethnicity |:| Other (Non-Hispanic/Latino) (¥ |H G
Primary Race |:| White (HUD) ¥ HG
Secondary Race |:| - Select - ¥|HG
Marital Status |:| Married ¥ HG
Children in Household l:l HG
U.5. Military Veteran? |:| No (HUD) “| HG
Have you been to a Project Homeless Mo v HEG
Connect before
If yes, when and where [ HG
Income scurce(s) 551
HG
Receiving Veterans Services? Mo v HEG
Receiving S51? Yes ¥ HG
Receiving 35017 - Select- ¥ HG
Receiving Food Stamps? Mo v HEG
Pregnant? - Select- ¥ |HG
If Yes, Projected Birth Date [ ltmm/ddivwyy) HG
Receiving Prenatal MedicalCare? - Select- ¥ HG
Eligible For WIC? - Select- ¥ |HG
Receiving WIC? - Select- ¥ HG
Use Alcohol or Drugs? Na ¥ HG
Type of Living Situation |:| Place not meant for habitation (HUD) v | HG

|Resources Obtained (Y btained N t need)
[meEDICAL
Primary Care I Mo v HEG

Triage
TB

HIV test
Visicn
Dental

Orthopedic

- Select- ¥|HG
fes ¥ HG
- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG

- Select- ¥|HG

BEHAVIORAL HEALTH

Substance Abuse
Mental Health

Direct Counseling

0 [ne v|HG
- Select- ¥|HG

- Select- ¥|HG

BENEFITS

Federal

Federal-551
Federal-SSDI
Federal-WA Benefits

WA HURP

WA WVWHIP

WA OEF/OIF/Suicide Prevention
State

State-TANF
State-Medicaid/Medicare
State-Food Stamps

State-Child Support

- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG
fes ¥ HG
- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG
- Select- ¥|HG

- Select- ¥|HG

10
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Exiting your client from a program

Step 1| Pull up the client’s file by searching for it through ClientPoint

Step 2/ TO GET TO THIS SCREEN - Click on the orange Entry/Exit button from the top of the
client’s file.

Entry/Exit (Mouse, Mickey) | Add Entry/Exit || Close |

Step 3| Click on
the pencil I *CHIN-Project Homeless Connect Standard Entry #09/13/2007 &
under Exit Date

Program Type Entry Date Exit Date

Note: Household members must be established on Profile before creating Entry/Exits.

CXRIL LdLd

Step 4| Enter the exit data Exit Date I
Reaszon for Leaving PRCJE?T HOMELESS CONMMECT e
Step 5| Click Save and Close If other specify | |
Dectination PRCJ*T HOMELESS CONMNECT -
If other, specify | ’ |
BACK DATE NOTE — Make sure T seldt- v
the Exit Date matches the date Subsidy -Seffct- v
of the PHC event Notes /

¥ A
\ | / No Household members are included in this Entry/Exit.

N, Cid you get what i came for? e v HG
If no, mMenot?

H
G
what one thing did you like best? Location v HG
What would you change about today?
H
G
Did cembining PHC and VA Stand - Select - ™| H G
Down work well?
Fleaze explain
HG
Is client ALSO enrclling in an Yes v|HG
agency's program?
PHC FOLLOW-UP DATE (1) 09/15/2007 | (mm/dd/fyyyy) H G
PHC FOLLOW UP DETAILS (1) Client should enter ABC Agency's
program by this date H
G
PHC FOLLOW UF DATE (2) |:| (mm/ddfyyyy) H G
PHC FOLLOW UP DETAILS (2) |
H

11



