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Logging In
1. Log onto https://chin.servicept.com

2. Enter user name and one-time password.

Servic®oint’

Connecting your community.

>

¥our username or
ct your agency admini

System use requires your compliance
with the

int version 4.04.

3. Upon entering your one-time password, you'll be asked to create a new one.

4. The first time you enter your new password you will see the License Agreement. Review it and click
Accept.

5. You are now at the ServicePoint home page.

Password Tips
Your password must:
1. Have at least 8 characters.
2. Have at least 2 numbers.
3. Have at least 1 capital letter.
4. Not be your name, your agency’s name, or a common work spelled forward or backwards.

Password Expiration
1. This screen means that your password has expired.
2. Create a new one and enter it in both fields.

ServicePoint will automatically ask you to change your password every 45 days. You cannot switch
between 2 passwords, but you can cycle through 3. ServicePoint will lock you out of the system if you try
more than 3 incorrect combinations. If you’re locked out of the system, contact CHIN to have your
password reset.
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https://chin.servicept.com/

ClientPoint: Searching for/Adding a client

Here you will begin using the HMIS to collect client level data. If a client’s file is already in ServicePoint,
you can find it by either entering his/her client ID and clicking Search This ID, or by entering his/her
name and clicking Search For Client. To get here, click on the ClientPoint tab.

1. Select ClientPoint to begin entering clients into the HMIS.

ServicePoint Modules NewsFlash - System

ClientPoint - Manage client information including client profile, assessments,

A When to change Provider -
service transactions, case plans, and more.

Change the Provider to a program
(Ex:Agency-APR Programjon the

ResourcePoint - Search the resource database to locate community service Entry/Exit and SERVICES screen.

providers. Leave Provider as your agency on the
ROI and Needs screens.

ShelterPoint - Manage shelter activity including client check-in, check-out, ALWAYS LOOK UP - Remember to

reservations, Entry/Exit and service delivery. look up for Possible Matches AND
CLICK ON THE CLIENT'S NAME to

SkanPaint - Use Client IDs to quickly add service transactions to groups of access the file.

clients.

Reports - Choose from a list of reports including Audit, Provider, and Custom. |N‘"'SFIaSh - Agency

2. Typein the client’s name, being careful to spell the names correctly.

3. Click Search for Client.

b ClientPoint

Search Using Client ID.

Scan or Enter | ‘
Client ID

Search This ID

Search for Existing Client

Search for client before adding a new client.

First Norvile — |mi[ | Last [Roberts | suffisc |
-

Search Filter [ exact Match?

Search For Client
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4. Be sure to look at the top of the screen for Possible Matches; if your client is already in the
system, click on their name from the list. Clicking on the client’s name will take you directly to
the client’s profile screen.

-

\
Possible Matches
(refine your results or add as, L below)
showing 1-1 of 1 (<=<First =Prev | Next> Las
Name 55# Date of Birth Gender Banned
E Roberts, Norville ;#1719\1 787-78-7878 09/09/1960 Male

1-1 of 1 (<<First <Prev | Next> Las

Search Using Client ID.

Scan or Enter | [ Search This ID
Client ID

Add Client With This Information

Change your criteria and Search for client to reduce the potential matches.

Frt Fordle —Jwi[ ] Last [Robers  suf |

5. |If the client is not in the system, continue entering his/her demographic information, and click
Add Client With This Information.

Add Client With This Information

Change your criteria and Search for client to reduce the potential matches.

First mr[ ] Last [Robers | suffic |
ss# - - [7878
Search Filter [] Exact Match?
Search For Client
Client
Demographics
S5N Data [Full SSN Reported (HUD) v|
Quality
Date of Birth  [0g/09/1960 (mm/ddyyyyy)
Gender
Primary Race | white (HUD) |
Secondary | - Select - "l
Race
Ethnicity | other (non-Hispanic/Latino) +|

[ Add Client With This Information |

The following box will appear: “About to add this client as New. (Be sure to look through all the possible
matches before continuing this process.) Continue with Add New Client?” Click OK. This is reminding
you to search for clients first so that duplicate files aren’t entered.
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Profile

You can reach the Profile screen in the following ways: 1) When you click on the client’s name from the
Add/Find screen, 2) when you click on Add Client with This Information, or 3) when you click on the
Profile tab from 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 any other agency permission to share the
file. Be VERY CAREFUL entering the date of birth, ethnicity, and gender; if you make a typo it will affect

other agencies.

1. You will now be on the Client Profile Page. Continue adding information about the client,
being sure to answer ALL RED HUD-REQUIRED QUESTIONS; click Save Changes.

Added to Systern  Jan 22 2008 02:01FM

First [Norvile  |mI[] Last [Roberts | suffix [
55% [ 1-

SSN Data Quality | Full SSN Reported (HUD) v|

Age 47

Universal Elements &

Assessment Date [01/22/2008 |[ 02 +|:[ 03 v PM v |[ Back Date |

Date of Birth I (mm/dd/yyyy) H G
Gender I HG
Ethnicity I |0ther (Non-Hispanic/Latino) Vl HG
Primary Race I | White (HUD) b | HG
Secondary Race | - Select -
U.S. Military Veteran? HG
Zip Code of Last Permanent Address HG AII Red
Zip data quality [ Full Zip Code Recorded (HUD) ¥ |H G qUEStiO”S are
Driver's License Number [ |HG
Issuing State for ID HG reqUIred by
Non-confidential notes HUD
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Household Information

Create households when a client is living with or sharing custody of their dependent(s) or a couple
without children. Do not create a household for a single individual. A household must contain at least
one adult and one child or 2 adults; unless a juvenile is a parent, in which case there would be 2 minors
in the household.

1. To attach household members to the client’s file, click the blue Household Information link,
and then click Start New Household.

Client - Roberts, Norville 19) 2
Release of Info: Ends 01 009

Household Information - 1 Households - Click to Expand

Eligibility | Add Client to Existing Household |[ start New Household
R R Date Date Head of Monthly
Type Cuuntppuelatpss hxd Entered Removed Household Income

2. Complete the information for the head of household, and again, click Start New Household.

Add Client to Household - (Norville Roberts)

Household Type | Male Single Parent vl

Head of Household

Relationship to Head of Household: | Self vl

Date Entered (mm/dd/yyyy)

Date Removed |:| (mm/dd/yvyy)
Start NEW Household || cancel |

Data Entry Tip: Don’t complete Date Removed field. Always leave it blank.
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3. Answer questions about the next household member and then enter client’s name and click

Search for Client.

Household Member Information

Head of Household No

Relationship to Head of Househaold: | Son vl

Date Entered (mm,/dd/yyyy)

Add Using Client ID.

Scan or Enter | | Add This ID |
Client ID

Add Additional Clients to Household

"Search for Client" before adding a new client.

Last Prfie

First [Rabert |mi[ ] Last [roberts | suffix |
-0

Search Filter [1 Exact Match?

| search Forclient |

4. |If your client is not already in the system, continue entering his/her information. Notice
that SSN Data Quality, Primary Race, and Ethnicity are already filled in. If these need to be
changed, do so.

Add Client With This Information

Change your criteria and "Search for Client" to reduce the potential matches.

= —"

First mi[ ] Last [Roberts | suffix |
ss= J-CJ-C]
Search Filter [ exact Match?
Search For Client
Client
Demographics
SSN Data | Don't Know or Don't Have SSN (HUD) V‘
Quality

R E—
Gender  [Sdea- 9]

Primary Race | White (HUD)

Secondary | - Select -

Race

Ethnicity | Other (Mon-Hispanic/Latina) v|

[ Add Client With This Information | [ save & Exit

Carolina Homeless Information Network North Carolina Housing Coalition



5. Once all fields are complete, click Add Client With This Information.

Add Additional Clients to Household
"Search for Client" before adding a new client.

Last Profile -Select- "

- B

Search Filter [ exact Match?

Search For Client |

Client
Demographics

when adding a client.

First [Robert [mi[ ] Last

| surfc [ ]

Information contained in the following fields will be carried forward to the next screfn and is also used

S5N Data Partial SSN Reported (HUD) v

Quality

Date of Birth |os/05/1993 | (mmyddfyyyy)

Gender Male w

Primary Race White (HUD)

Secondary - Select - w

Race

Ethnicity Other (Mon-Hispanic/Latino)

| Search For Client || Add Client With This Information || Sava\ |Exit

6. As entered, household members will appear at the top of the screen.

Owverview - Type: Male Single Parent,
Current Members: 3 Removed Members: 0

& T » Roberts, Norville (£1719) Self
& T Roberts, Robert (£1721) Son
& ™ Roberts, Bertie (#1722)  Daughter

Edit Household Type

MName Relationship Date Entered Date Removed Head of Household

01/22/2008 Yes
01/22/2008 No
01/22/20038 No

Carolina Homeless Information Network
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7. Repeat above steps until all household members are entered. When all clients are entered
into the household, click Save & Exit.

Household Data Entry Tip: Be sure to click Add Client With This Information for every client—if
you select Save & Exit before adding a client, that client’s data will not save.

8. The Profile screen will refresh to show the Households Overview.

ClientPoint

bProfile Assessments Eligibility Case Plans Service Transactions

Client - Roberts, Norville (#1719) &% T2 [Mudldmy B0 [ &
Release of Info: None i M R LS

Households Overview - Click to Collapse
Eligibility | Add Client to Existing Household |[ start New Household

lvoe CauniElationshi glaltt:red g:::uved :sz:eohfold ?nncr:)tr':ll:
& T Male Single Parent H 3 &

& Roberts, Norville Self 01/22/2008 Yes

& Roberts, Robert Son 01/22/2008 No

& Roberts, Bertie Daughter 01/22/2008 No
r =
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Release of Information
1. Click on the orange ROI button to enter the consent information for the household—a new

screen will appear. m»,

2. Click Add Release.
Release of Information (Norville Roberts)

| Add Release | | Close |

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

3. Ifthe dependents’ release info is the same as the Head of Household’s, check the boxes next
to their names.

For questions on release of information parameters, see Client Consent Explanation on next
page.

4. Complete the Release of Information.

5. Click Save Release Info.

Release of Information - (Roberts, Norville) Save Release Info | | Cancel

Household members

To include household members in this release of info, click on the box beside each name.
Note: Only members from the same househeold may be selected.

Household £1 Members:
* Roberts, Bertie
* Roberts, Robert

Release of Info Data

Provider | ABC Agency (#4) v

Release granted? Yes v

Start Date 01/22/2008

End Date 01/22/2009

Documentation | Signed Statement from Client v|

Witness B |

Release of Information - (Roberts, Norville) [ saveRelease Info || cancel |
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6. Another small screen will appear showing you that the release has been added; Close this
window.

Provider Permission Start Date End Date
& T ABC Agency Yes 01/22/2008 01/22/2009

CHIN HMIS Client Consent

¢ #1=Yes
¢ #2=Yes
* Other agencies may see this information

B
-if

v #1=Yes
v #2=Yes
» #3-Yes

* Other agencies may see this
information

* No other agencies will
see this information.
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Recording Participation in a Program—Entry/Exit Worksheets
1. Click on the orange Entry/Exit button at the top of the page—a new screen will appear.

il S e I ra i
EMTRY,EXIT| ROI |RESOURCEPT|CASE LIORKERS|SECURTTY

2. Click Add Entry/Exit.

Entry/Exit (Roberts, Norville) | Add Entry/Exit || Close |

Program Type Entry Date Exit Date
Mo Entry/Exits found for this client.

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

Data Entry Tip: Once you select Add Entry/Exit you’ll see the Household Data Sharing box at the
top of the screen. First, complete the Entry Data, and then return to Household Data Sharing.

There are 4 important items you must remember on the Entry/Exit screen:

1. Provider = Program (not agency). You must select the program that is providing
the services.

2. Type =HUD 40118. If you must submit an APR or ESG report, you want to select
HUD 40118 as the entry type in order to have an accurate report.

3. Allred questions are required by HUD.

4. IF you change the date on the client’s entry/exit, after you complete all the fields
and click SAVE, the Zip Code, Zip Data Quality, and Vet Status will disappear.
This happens because the client was created (and this is where this data was
originally input) on a date after the Entry was created. There are 2 ways to fix
this:

e [fthe client is NOT attached to a household (is single), then simply re-answer
the questions and click SAVE.

e [fthe client has a household, complete the Household Data Sharing—this
will complete these “missing fields” for other household members and the
Head of Household'’s file.
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3. Check the boxes next to household members’ names that are also entering the program.

4. Complete the fields—be careful to make sure the entry date is the date the client actually entered
the program. See note on previous page regarding Entry Date

Household members

To include household n bers in this entry/exit, click on the box beside each name. Note: Only members from the
same household may be selected.

Household #1 Members:
¥ Roberts, Bertie
¥ Roberts, Robert

Entry Data
Provider |ABC APR. Program (#107) |
Entry Date m IOE—V| [40 ~|[Pm ¥]

Is client a Juvenile Parent?

V HG
Type of Living Situation-HUD | Living With Family (HUD) L | HG
Type of Living Situation-NC [ Living with Family (HUD) v|ne

Length of Stay-HUD | Maore than one week, but less than one month (HUD) v| HG

Is Client Homeless?

Yes ¥ HG
Is Client Chronically Homeless? Mo “ HG
Homeleszness Primary Reason | Unemployment (ESG) v| HG
Zip Code of Last Permanent Address I HG
Zip data quality Il [Full Zip Code Recorded (HUD) v |H &
U.5. Military Veteran? I HG
Domestic Violence Victim? Mo v HG
Do you have a disability of long duration? HE

Living Situation Note: Living Situation-NC PiT answer should be the same as the HUD answer EXCEPT
when a client was in a public institution (jail, mental health facility, hospital, substance abuse treatment
center, juvenile detention center) before coming to your agency AND was there less than 30 days. For
example: Norville was staying with friends. He went into the hospital and stayed there 2 weeks.

He left the hospital and went to an emergency shelter. Select “Living with friends” for the Living

Situation-HUD and “Hospital” for Living Situation-NC PiT.

5. Once all fields are complete, click Save.

6. If the client has a Disability or Income, be sure to complete the Disability and Monthly Income
Assessments.

Carolina Homeless Information Network North Carolina Housing Coalition



Adding a Disability

If you selected Disability as Homelessness Primary Reason or Yes for Disability of Long Duration, you

must complete a Disability Assessment. Also, to answer yes for the above questions, the client must

have a diagnosed disability.

1. If the client has a disability, click Add at the bottom of the Entry Data Screen in the Disability

Information box.

Homelessness Primary Reason I | Disability (ESG)

v|HE

Zip Code of Last Permanent Address

J oo Jwe

Zip data quality

I | Full Zip Code Recorded (HUD) v| HG

U.5. Military Veteran?

T
T
[ieom  wlne

Domestic Violence Victim?

Do you have a disability of long duration?

| Disability Information

Disabilities

|Disability Type

No Record Sets

Show Entire List In Window

Monthly Income

Monthly Income

|Lasl 30 Day Income |Source of Income

|Last 90 Day Income |

No Record Sets

Show Entire List In Window

2. A new window will appear. Complete the fields.

Client Name: Roberts, Norville
Client ID: 1719

Disahilitiesé

| Save & Add Another

|| save & Exit

Assessment Date

01/22/2008 02:40PM

Disability Type

| Developmental (HUD 40118)

If SA, substance of chaice? |:| HG
MNote on Disability
Above condition is going to be long term? HG

Start Date

(mm/dd

End Date

[ [tmm/ddiyyyy)HG

Client Name: Roberts, Norville
Client ID: 1719

Disabilities &

| Save & Add Ancther

|| save & Exit

3. Click Save & Add Another if there are multiple disabilities, and click Save & Exit when finished.

Carolina Homeless Information Network
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Tracking Monthly Income
Use the Monthly Income assessment to record any income for your client. This is particularly useful
when trying to report a client’s financial gains while at your agency.

1. If the client has any income source, click Add at the bottom of the Entry Data Screen in the
Monthly Income box.

Homelessness Primary Reason I | Disability (ESG) v| HG
Zip Code of Last Permanent Address I HG

Zip data quality I | Full Zip Code Recorded (HUD) V| HG
U.5. Military Veteran? I HG

Domestic Violence Victim? I HG

Do you have a disability of long duration? I Yes (HUD) ¥ HG

| Disability Information

Disabilities
|Disability Type |
No Record Sets

Show Entire List In Window

Monthly Income

Monthly Income

|Last 30 Day Income |Source of Income ILasI 90 Day Income |
No Record Sets

Show Entire List In Window

2. Anew screen will appear. Complete the fields.

Client Name: Roberts, Norville
Client ID: 1719

Monthly Income

[ Save & Add Ancther  |[ Save & Exit | [Exit]
Assessment Date 01/22/2008 02:40PM
Last 30 Day Income 330.00 HG
Source of Income |A Weteran's Disability Payment (HUD)
HG
Lot 50 Day ncome —[T"
Start Date 08/18/2000 | (mmy/dd/yyyy) H G

End Date [ ltmm/dd/yyyy)HG

Client Name: Roberts, Norville
Client ID: 1719

Monthly Income%

| save & Add Another || Sawve & Exit

3. Click Save & Add Another to record multiple income sources. Click Save & Exit when done.

Carolina Homeless Information Network North Carolina Housing Coalition



ADDING HOUSEHOLD DATA

1. Click Add Household Data.

16

Entry/Exit - (Roberts, Norville)

Save and Close || Save || Cancel

Household Data Sharing ﬂ

Add Household Data |

Overview - HUD-40118

Name Entry Date Exit Date
Roberts, Bertie £01/22/2008 &

» Roberts, Norville £ 01/22/2008 &
Roberts, Robert £01/22/2008 &

2. A new window will appear.

Reason Leaving Destination

3. Check the boxes next to the household members’ names.

4. Complete the fields that are correct for the majority of household members. (See the next page

for instructions for household members with different data.)

Household members

household may be selected.

Household #1 Members:
*Roherts, Bertie
*Roherts, Robert

To include household members in this "Household Assessment”, click on the box beside each name. Note: Only members from the same

Household Data Sharing Assessment 5 ﬂ

Save and Close Exit

Assessment Date

01/22/2008 || 02 ¢

40 w||PM + || Back Date

If enrolling in a program, do this at Entry screen

1= client a Juvenile Parent?

0 [ne vne
Zip Code of Last Permanent Address I HG
Zip data quality [l [Full Zip Code Recorded (HUD) | H &
U.5. Military WVeteran? I No (HUD) ¥|HG
Domestic Violence Victim? I No ¥ HG
Do you have a disability of long duration? I No (HUD) v HG
1s Client Homeless? I Yes ¥ HG
Is Client Chronically Homeless? I No ¥ HG
Type of Living Situation-HUD I Living With Family (HUD) “|HG
Type of Living Situation-NC I Living With Family (HUD) ¥ HG
Length of Stay-HUD I More than one week, but less than one month (HUD) + H G
Homele Primary Reason I Unemployment (ESG) ¥ HG

Household Data Sharing Assessment =

Carolina Homeless Information Network
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5. Click Save and Close—you’ll be taken back to the Entry/Exit Screen where you’ll be able to see
the Entry/Exit Overview:

DOverview - HUD-40118

Name Entry Date Exit Date
Roberts, Bertie Fo1/22/2008 &

¥ Roberts, Morville #01/22/2008 &
Roberts, Robert & 01/22/2008 &

Instructions for Household Members with Different Data: You can change the answers for the
1% client after you save the Household Data by changing it on the Entry Worksheet. If OTHER
household members have different answers, click on the pencil next to the other client’s
name—this will take you into that client’s entry data file. From here change the necessary
fields.

For example: Norville Roberts comes to your agency with his 2 children. He is a veteran and
needs shelter. You create files for Norville and his 2 children in ClientPoint. After completing
their Release of Information you input their entry data. First you complete Norville’s entry data,
answering that he is a veteran. Next you complete the Household Data Sharing Fields. The
household members all share the same information except that the children are not veterans—
you select NO for Veteran Status and Save the information. You then go back into Norville’s file
and change his Veteran Status back to YES and Save the information again. Now, the children’s
data and Norville’s is correct, but you didn’t have to complete separate entry forms for each
household member.

Carolina Homeless Information Network North Carolina Housing Coalition
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Recording Services, Needs and Referrals
You can record single needs and services, multiple services, unmet needs, and referrals. Select Service

Transactions to reach this screen.

ClientPaoint

rProfile Assessments Eligibility Case Plans Service’Transactions

ol _| FESOURCEFT | CASE WORKERS | SECORTTY|

Client - Roberts, Norville (#1719) &
of Info: Ends 01/22/2009

ENTRERIT

Household Information - 1 Households - Click to Expand
Client Profile &8
Card Orientation: |1 v |[ Issue ID Card |[ Save Changes | [Exit
Added to System Jan 22 2008 02:01PM
First mi[ ] Last [Roberts | suffix |
ss# -[78 |- 7878
SSN Data Quality | Full SSN Reported (HUD) v|
Age 47

Recording Multiple Services
Choose Multiple Services to easily record multiple services from one screen.

1. Torecord more than one service at a time, select Multiple Services.

ClientPoint
Profile Assessments Eligibility Case Plans kService Transactions

%ﬁ :nsmm s::%r

Client - Roberts, Norville (#1719) &
of Info: Ends 01/22/2009

ENTRTIESIT

Household Information - 1 Households - Click to Expand

| Service Transactions &

Add Services
Multiple Services [ Add Need/Service |

Display Options
Display All | Display Services | |Display Shelter Staysl | Display Referrals |

Select Dates Start Date:| | End Date: | |[ Show Date Range |[ Clear Dates

showing 0-0 of 0 (<<First <Prev | Next> Last>>

Need Date Provider Creating Need Type Need Status
No Service Items found for this client.
showing 0-0 of O (<<First <Prev | Next> Last>>

Display All | | Display Services | |Displa\,r Shelter Stavsl | Display Referrals | Add Need/Service

Carolina Homeless Information Network North Carolina Housing Coalition
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2. Check boxes next to household members who are receiving the same services.

3. For Provider, select the Program the client is entering.

4. Complete fields:

e # of Services defaults to 1; this can be changed if necessary. For example, if you want to
record the actual number of times a client used the phone, you would record that here.

e Select the Service your program is providing from the drop down menu.

e Select the Start Date to record when the client began receiving services.

e End Date defaults to today’s date. If you know a specific End Date, enter it. If you leave

the End Date blank it will only record services provided on the Start Date.

e Optional: Source and Cost of Service can be used to track grant sources. It is not

required for the APR, but can be used in reports to track cost of providing services.

e Optional: # of Units and Unit Type can be used to describe what was provided. For

example, you could record that 5 bus passes (# of Units) were in a transportation book

(Unit Type).

e Optional: Cost of Unit can be used to record the cost of unit. For example, the bus pass

cost $.50.

e Status records whether needs were met, not met, or referred. While Status is not

necessary for the APR, if your agency and/or program wants to run a Needs Report,

Status must be selected.
0 Identified = Need Referred to another agency

0 In Progress = Ongoing Service your agency is providing

0 Closed = Your agency met the need

Carolina Homeless Information Network

Household members
Teo include household members in these services, click on the box beside each name. Note: Only members
from the same household may be selected.
Household #1 Members:
* roberts, Bertie
*Roharts, Robert
5. Select Add

Multiple Services Another
Warning: Be sure to select the correct provider before entering data in the Servi
change the Provider, the page will refresh to make adjustments for the new t
defaults. Any data that is currently in the Service List will be removed and o
Provider ABC APR Program (#107)

Service List continue

# of Services |1 Service | Case/Care Management b .

adding
Start Date |01/24/2008 || 12 % |: |53 % ||PM End Date [01/24/2008 |12 % | :|53 & | PM
Source 1 | -Select- w Cost of Service 1 SerVICES,'
-Select- i

Source 2 Cost of Service 2 record the

# of Units Unit Type | -Select- Cost of Unit

Status | Closed e services

Cancel -Clear . .
| E=ncet] [Clear] provided in
Services each box'
Add Ancther || Cancel All_|[ Clear All ][ Save And Exit | [Exit

North Carolina Housing Coalition



6. When done, click Save & Exit.
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Multiple Services
Warning: Be sure to select the correct provider before entering data in the Service List below. If you
change the Provider, the page will refresh to make adjustments for the new provider's Service List
defaults. Any data that is currently in the Service List will be removed and will need to be reentered.
Provider ABC APR Program (#107) v|

Service List

# of Services Service ‘ Case/Care Management R ‘

Start Date |01/24/2008 | [ 12 (%] :[53 w|[PM v | End Date |01/24/2008 |[12 % :[53 v|[pm +|

Source 1 | -Select- V| Cost of Service 1

Souroe2| -Select- V| CustufServicezl:l

# of Units | |unit Type | -Select- v CostofUnit |

taus

[Cancel | [clear]

# of Services Service ‘ Clothing w

Start Date [01/24/2008 |[12 v | :[53 v|[pM +| End Date |01/24/2008 |[12 v |:[53 v|[pM »

[Source 1 | -Select- V| Cost of Service 1

Souroe2| -Select- v| Cugtufs,erviqezl:l

# of Units | |unit Type | -Select- | Costofunt |

s

[ Cancel | [Ciear |

# of Services Service ‘ Personal/Grooming Supplies v

Start Date 01/24/2008 | [ 12 (v :[53 ~|[PM v | End Date |01/24/2008 |[12 v :[53 v|[pm +|

[Source 1 | -Select- v| Cost of Service 1 l:l

E‘n:ruroe2| -Select- V| CustofServiceZl:I

# of Units | |unit Type | -Select- +| CostofUnit |

Cancel || Clear
Services
Add Another |[ Cancel All_|[ Clear All || Save And Exit | [Exi]
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Recording a Single Service

Record a single need and/or service in order to make referrals, track referrals and unmet needs, and to
be able to add non-confidential notes about the need. Also use this function to record Unmet Needs.
For Unmet Needs, only complete the fields in the Needs section (Leave Services blank) and click Save.

1. Select Add Need/Service.

ClientPoint

Profile Assessments Eligibility

Case Plans FService Transactions
Client - Roberts, Norville (£171 = & [Pl gy PR
Release Df Info: Ends 01!22!20 ENTRYYEXIT| ROI |RESOURLEPT|CASE WIORKERS|SECURIT
Household Information - 1 Hou - Click to Expand

| Service Transactions &5

Add Services

Multiple Services  |[ Add Need/Service |
Display Options
Display All | Display Services | |D\splay Shelter Staysl | Display Referrals |

Select Dates | -Select- | Start Date: l:l End Date: | || Show Date Range || Clear Dates
showing 0-0 of 0 (<<First <Prev | Next> Last>>
Need Date Provider Creating Need Type Need Status

No Service Items found for this client.

showing 0-0 of 0 (<<First <Prev | Next> Last>>
| Display All | | Display Services | |D\splav Shelter Stays| | Display Referrals | | Add Need/Service

2. Check boxes next to household members who have the same need and are receiving the same
service.

_ ClientPoint

Profile Azseszments Eligibility Case Plans PService Transactions

Client - Roberts, Norville (#1719) a

|

Service Transaction - Add A New Need/Service

[save]] Save and Add Another Service |[ cancel ][ Clear Fields |

Household members

To include household members in this need/service, click on the box beside each name. Note: Only members
from the same household may be selected.

Household #1 Members:
*Roherts, Bertie

*Roberl‘s, Robert

Need / Service Transaction

Date Set |01/25/2008 07 % |2 39 % || AM v
Provider ABC Agency (#4) v

Need [ Diagnosis

Local Transportation v | -or- lookup
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3. The screen is split between Need information and Service information. Remembering that the

Agency diagnoses the Need and the Program provides the Service, complete the fields:

Need / Service Transaction
Date Set |01/25/2008 07 ¥ |z 39 & || Al
Provider | ABC Agency (#4)
Need / Diagnosis

Local Transportation | -or- looku

|Loca| Transportation |

Need

Financial Amount l:l Notes about Need

Service
Service Provider | ABC APR Program (#107)

Start Date [01/25/2008 07 »|:|39 v| AM % End Date M ~ ~

Provider-
specific Service

TR TS Local Transportation

Source 1 -Select- v Cost Of Service 1 I:l
Source 2 -Select- b Cost Of Service 2 I:l
# of Units [ 1 unitType|-Select- v CostofUnits [ |

Service

Followup Date l:lActual Followup Date l:l Followup Made | -Select- v

-Select- v Service Notes

-Select Service from Quicklist-
-or- lookup -or- Same As Need

Date Set should be the day the need was diagnosed.

Provider is the Agency (Agency Diagnoses the Need).

For Need/Diagnosis, select the client’s need from the drop-down menu.

Optional: Financial Amount is for your agency’s tracking needs.

Optional: Notes about Need allows you to write non-confidential notes about your
client’s needs. Depending on the client’s level of consent, these notes may be viewed
by other agencies.

Service Provider is the program that is providing the service.

Select the Start Date to record when the client began receiving services.

End Date defaults to today’s date. If you know a specific End Date, enter it.

Optional: Provider Specific Service is if your agency provides a special service that is not
in the AIRS taxonomy.

Select Service Type from the drop down menu, or click lookup to search for a service in
the AIRS taxonomy. You can click Same As Need to automatically fill in the same service
as the need that was diagnosed.

Optional: Service Notes allows you to write non-confidential notes about the service.
Optional: Source and Cost of Service can be used to track grant sources. It is not
required for the APR, but can be used in reports to track cost of providing services.
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e Optional: # of Units and Unit Type can be used to describe what was provided. For
example, you could record that 5 bus passes (# of Units) were in a transportation book
(Unit Type).

e Optional: Cost of Unit can be used to record the cost of unit. For example, the bus pass
cost $.50.

e Optional: Record a date to follow up with the client in Service Followup Date.

e Optional: Record the Actual Followup Date.

e Optional: Select whether a Followup was Made.

4. When all necessary fields are complete, click Save.

Making a Referral
Record Referrals from the Add Need/Service page. To make a referral, record the Needs, but leave the
Service information blank.

1. Select Referral Date.

Referral

Referral Date |01/25/2008

[ check this box to notify ServicePoint Providers by Email.

Refer To

Hospitality House-Asheville (£202 | -or-

Provider 21 p - 24 . { ) or- lookup , bed avail
[Hospitality House-Asheville (2204 [202 | clear

Provider £2 “Select- v | -or- lookup , bed avail
‘ H ‘ Clear

Provider £3 -Select- « | -or- lookup , bed avail
‘ H ‘ Clear
-Select- ¥ | -or- lookup , bed avail

Provider £4

[ I | Clear

-Select- | -or- lookup , bed avail
\ I[ | Clear

Projected Followup Date l:l

Status and OQutcome

Provider £5

Status | In Progress % Qutcome | Service Pending v If Not Met, Reason -Select- -

Service Transaction - Add A New Need/Service |
| Save and Add Ancther Service H Cancel || Clear Fields ||

2. Do not use Check this box to notify ServicePoint Providers by Email.
3. Select referring agency in Provider boxes.

4. Optional: Enter a Projected Followup Date.
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5. Optional: Status records whether needs were met, not met, or referred. While Status is not
necessary for the APR, if your agency and/or program wants to run a Needs Report, Status must
be selected.

0 Identified = Need Referred to another agency
0 In Progress = Ongoing Service your agency is providing
0 Closed = Your agency met the need

6. Optional: Outcome
0 Service Pending
0 Fully Met
0 Partially Met
0 Not Met

7. Optional: If Not Met, Reason
0 All Services Full
0 Client Not Eligible
0 Client Refused Service
0 Service Does Not Exist
0 Service Not Accessible

Viewing Services Provided

You can view Needs Diagnosed, Services Provided, Unmet Needs, Referrals, and Shelter Stays from the
Service Transactions page. Select one of the following options: Display All, Display Needs, Display
Services, Display Shelter Stays, or Display Referrals.

Display All View:
ClientPoint
Prafile Assessments Eligibility Case Plans YService Transactions
Client - Roberts, Norville (#1719) il F L [Fulldmsm] Fn | =
S et e o o P el e

hold Information - 1t ds - Click to Expand

| Service Transactions &

Add Services
[ Multiple Services || Add Need/Service |
Display Options
[ Display Needs || Display Services | [Display Shelter Stays|[_Display Referrals |
Select Dates | -Select- ~ | Start Date: | | End Date: | ][ Show Date Range |[Clear Dat
showing 1-3 of 3 (<<First <Prev | Next> Last:
Transaction Type Date Provider Type Need Status Need Outcol
& T Need 01/24/2008 ABC Agency Case/Care Management Closed Fully Met
& T Service 01/24/2008 ABC APR Program Case/Care Management
¢ T Need 01/24/2008 ABC Agency Clothing Closed Fully Met
& M Service 01/24/2008 ABC APR Program Clothing
T Need 01/24/2008 ABC Agency Personal/Grooming Supplies  Closed Fully Met
& M Service 01/24/2008 ABC APR Program Personal/Grooming Supplies
showing 1-3 of 3 (<<First <Prev | Next> Last:
| Display Needs |[ Display Services | [Display Shelter Stays|[ Display Referrals | [ Add Need/Service
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ShelterPoint allows you to place clients in a bed, hold beds, create waiting lists, check out a list of clients
or a single client, and check bed availability at other shelters. You can either place an existing client in a
bed, or you can enter a new client and place them in a bed from this screen. You can also complete the
ROI and provide services from ShelterPoint. To reach this screen, click on the green ShelterPoint tab at

the top of the page.

oo | starvont | mesots ) vls | ot |

View Bedlists For Provider -Select- v
-Select-

ABC APR Program

Submit

Place a Client in a Bed

1. Select the Provider (Program) from the drop down menu (View Bedlists for Provider).

2. Click Submit.

3. Select the Bedlist from View Information for Bedlist.

4. Click Submit.
Click Empty.

View Bedlists For Provider

Check Bed Availability

Submit

Note: H holds must be

View Information For Bedlist  Emergency Shelter |+ Submit

=

T cancel reservation checkin

checkin

01/14/2008

T cancel reservation 01/15/2008

Bedlist (Emergency Shelter - Emergency She

Carolina Homeless Information Network

Que, Suzy

hed in ClientPoint before reservations for or checking in Famili
Reservations for Bedlist - Emergency Shelter
Add Reservation
Arrival Date Client Gender Group ID

Female
ale

Filter

Floor Room Bed Eld Client IDDUP Conf. ﬁ:;':::f
Families 1 F-01 Hold EMPTY

Families 1 F-02 Jones, Karen A (#1579) 03/31/1950 Female 9915 No

Families 1 F-03 Jones, Charles J (#1582) 06/04/2005 Male 9515  No

Families 1 F-04 Hold  EMPTY

North Carolina Housing Coalition



6. A new screen will appear. From here, either place an existing client in a bed or create a new

client.

7. You have 3 options for placing an existing client in a bed:
e Enterthe client’s ID # and click Search this id.
e Select a client you recently worked with from Last Profile.
e Enter the client’s first and last name and click Search for Clien

Search Using Client ID.

Scan or Enter Client id 1719

Check In Client

"Search for Client" before adding a new cli

Lot proie
-Select-

. Roberts, Norville

First i Mi[ ] Last [Roberts | suffix |

ss -]

Search Filter [ Exact Match?

Search For Client |

Carolina Homeless Information Network North Carolina Housing Coalition
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8. Anew screen will appear. Complete the fields:

Date In
Bed Name/Mumber
Supplies given

Locker #

Codes/Notes

Date In is the date the client began staying at the shelter.

Optional: Supplies Given records anything lent to the client during his/her stay.
Optional: Locker # records the locker assigned to the client.

Optional: Codes/Notes records any non-confidential notes.

01/27/2008 || 10 % [: |55 % || AM » | Midnight Checkin

Families 1 F-04

|Iir|er|5, towels |

[321 |

Household members

To checkin household members also, click on the box beside each name. Then assign each
member a bed. If no bed is specified, an Overflow bed will be used. Nots: Only members
from the same household may be selected.

Household #1 Members:

*Roherts, Bertie @
*Roherts, Robert @

9. To assign household members to beds, check the boxes next to their names and click Assign
Bed. A new screen will appear.

10. Place client in bed by selecting bed nhame/number.

11. Click Submit.

Families 3

Quicklist
Beds:
-Select- bl
Families 1 F-01
IFamilies 1 F-04
Families 2 F-05
Families 2 F-06
Families 2 F-07
Families 2 F-08
Families 3 F-09
Families 3 F-10
F-11
F-12

Families 3
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12. The screen will refresh to show bed placement.

Bed Stay Data - Norville Roberts #1719 (Male 09/09/1960 787-78-7878)

Date In 01/27/2008 ] 10 ~|:|55 || AM v| Midnight Checkin
Bed Name/Number Families 1 F-04

Supplies given ||iI'IEI'I5, towels |

Locker # [z21 |

Codes/Notes

Household members

To checkin household members also, click on the box beside each
member & bed. If no bed is specified, an Overflow bed will be,
from the same household may be selected.

Household #1 Members:

* Roberts, Bertie 1521 Families 2 F-05 @
*Roherts, Robert 7]

13. Repeat for each household member needing bed placement.
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14. On this same screen you can enter the client’s ROl (see p. 10 for instructions), and record

multiple services (See p. 18 for instructions).

Household #1 Members:

% Roberts, Bertie 1521 Families 2 F-05 @
* Roberts, Robert 1522 Families 2 F-06 @

Infractions for Norville Roberts
Banned Start Banned End Infraction Ban Code Provider
No Infractions found for this client.

Release of Information Data

Release of Info: Ends 01/22/2009

Services

Add Ancther || Cancel All

Multiple Services
Warning: Be sure to select the correct provider before entering data in the Service List below. If you change the Provider, the page will refresh
to make adjustments for the new provider's Service List defaults. Any data that is currently in the Service List will be removed and will need to

be reentered.

ABC APR Program (£107) v |

Provider

Service List

# of Services Service ‘ -Select- w |
Start Date |01/27/2008 |[ 11 v |:[16 | am +|

End Date |01/27/2008 |[11 v :[16 ~|[am +|

Source 1 | -Select- v| Cost of Service 1 l:l
Costofsenicaz] |
Costoftnit |

Source 2 | -Select- v|

eofunits| | Unit Type | -Select- |
Status | Identified v

[ cancel |[ clear |
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Holding a Bed
1. Click on the Hold link next to the bed to be held. This is useful when the bed is broken or can’t
be used because it’s in a family room. To remove the hold, click on the Held link.

[ |Bedlist (Emergency Shelter - Emergency Shelter]
Display All Beds | Sort By| Bed | Ascending  + [Filter |
Floor Room Bed Hld Client DOB Gender ::;I;DUP Conf. ﬁ';':::""
Families 1 F-01 Hold EMPTY
Families 1 F-02 Jones, Karen A (#1579 08/31/1950 Female 9915 MNo
Families 1 F-03 Jones, Charles ] (#1582) 06,/04/2005 Male 9915 No
Families 1 F-D4 Hold EMPTY
Families 2 F-05 HELD
Families 2 F-06 Hold EMPBTY
Families 2 F-07 Hold EMETY
Families 2 F-08 Hold EMPTY
Families 3 F-09 Hold EMPTY
Families 3 F-10 Hold EMPBTY
Families 3 F-11 Hold EMPTY
Families 3 F-12 Hold EMPTY

Creating a Reservation/Waiting List
1. Click on Add Reservation; a new screen will appear.

PShelterPoint

View Bedlists For Provider ABC APR Program | [ Submit |

Check Bed Availability

View Information For Bedlist Emergency Shelter vl | Submit

Note: Hi holds must be blished in ClientPoint before making reservati for or checking in Famili

Reservations for Bedlist - Emergency Shelter

Arrival Date Client DOB Gender Group ID
M cancel reservation checkin 01/14/2008 Que, Suzy (£1600) 04/13/1970 Female
T cancel reservation checkin 01/15/2008 Mouse, Monster (#1313) 02/25/1928 Male
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2. You have 3 options for placing an existing client on a reservation list:
e Enter the client’s ID # and click Search this id.
e Select a client you recently worked with from Last Profile.
e Enter the client’s first and last name and click Search for Client.

Search Using Client ID.

ISgan or Enter Client 1719 Search this id

Add Reservation

"Search for Client" before adding a new

Last Profile -Salect- W

First Roborte, Norville MI[ | Last [Roberts | suffix [
s5% = I Y
Search Filter [] Exact Match?

Search For Client |

3. You can also create a new client from this screen.

4. Click Continue With Reservation; a new screen will appear.

5. Select Reserve Date.

6. Check household members’ boxes if you’d like to add them to the reservation.
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7. Click Save & Continue.

Reserve Date

02/18/2008

Bed Reservation Data - Norville Roberts (Male 09/09 /1960 787-78-7878)

Household members

Note: Only members from the same household may be selected.

Household #1 Members:

*Roherts, Bertie

*Roherts, Robert

To make reservations for household members also, click on the box beside each name.

Infractions for Norville Roberts
Banned Start

No Infractions found for this client.

Banned End Infraction Ban Code Provider Sites Staff

Save & Continue | | Cancel

The Bedlist will refresh, showing reservations.

View Bedlists For Provider |ABC APR Program v | [ Submit |

Check Bed Availability

View Information For Bedlist Emergency Shelter

Note: Households must be established in ClientPoint before making reservations for or checking in Families.

Reservations for Bedlist - Emergency Shelter

Arrival Date Client DOB Gender Group ID
M cancel reservation checkin 01/14/2008 Que, Suzy (#1600) 04/13/1970 Female
T cancel reservation checkin 01/15/2008 Mouse, Monster (£1313) 02/25/1928 Male
M cancel reservation checkin 02/18/2008 Roberts, Bertie (#1722) 04/04/2004 Female 9935
M cancel reservation checkin 02/18/2008 Roberts, Norville (#1719) 09/09/1960 Male 95935
M cancel reservation checkin 02/18/2008 Roberts, Robert (#1721) 05/05/1999 Male 95935

Bedlist (Emergency Shelter - Emergency Shelter)

Carolina Homeless Information Network

Display All Beds + | Sort By Bed

Floor Room Bed :ﬁ'd Client DOB
Families 1 F-01 Hol EMETY
Families 1 F-02 Jones, Karen A (#1579 08/31/1950

+ | Ascending v

Group Codes/
Gender D Conf. Notes

Female 9915 No

North Carolina Housing Coalition
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Moving a Client from Reservation to Bed List

1. Click checkin next to the client’s name you want to place in a bed; a new screen will appear.

2. Complete fields:

o Date Inis the date the client began staying in the shelter.

e Click Assign Bed to place client in a specific bed.

e Optional:
e Optional:
e Optional:
e Optional:
e Optional:

0 A pop-up window will appear; select bed name & number and
click Submit.

Quicklist
Beds:
Families 2 F-06 b

[ Submit ] [ Cancel ]

ID

Overflow Bed Name records your name for your overflow bed.
Supplies Given records any supplies lent to client.

Locker # records locker assigned to client.

Codes/Notes records non-confidential codes and notes.

Reservation Checkin: Bed Stay Data - Norville Roberts (Male 09/09/1960 787-78-7878)

Date In

Bed Mame/Number

D

Owverflow Bed Name (optional)

Supplies given

Locker #

Codes/Motes

Save || Cancel

3. Click Save.

01/27/2008 || 12 w[: | 25 ™ || PM v

[Families 2 F-06 | [ AssignBed | @

| | ©

|Iinen5, towels |

[321 |
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4. The Bedlist will refresh showing the client moved from Reservation List to bed.

Reservations for Bedlist - Emergency Shelter

| Add Reservation |

Arrival Date Client DOB Gender Group ] i
0 cancel reservation checkin 01/15/2008 Mouse, Monster (#1313) 02/25/1928 Male Client
T cancel reservation checkin 02/18/2008 Roberts, Bertie (£1722) 04/04/2004 Female 9935 Norville
I cancel reservation checkin 02/18/2008 Roberts, Robert (#1721) 05/05/1999 Male 9935 Roberts
moved from

Bedlist (Emergency Shelter - Emergency Shelter)

Display All Beds b SurlBy{Bed lescending vl_Fi Reservation

List to
Floor Room Bed Eld Client DoB Gender ::;I;DUP Conf. ﬁc::: Bedlist.
Families 1 F-01 Hold EMPTY
Families 1 F-02 Jones, Karen A (#1579 08/31/1950 Female 9915 No
Families 1 F-03 Jones, Charles J (#1582) 06/04/2005 Male 9915  No
Families 1 F-04 Hold EMPTY
Families 2 F-05 HELD
Families 2 F-06 Roberts, Morville (#1719 09/09/1960 Male 9935 No
Families 2 F-07 Hold EMPTY
Families 2 F-08 Hold EMETY

Checking a Client Out of a Shelter
You can check clients out either individually or as a group.

To check out an individual
1. Click on the green ShelterPoint tab.

a

Submit

View Bedlists For Provider

ABC AFR Frogram

2. Select the Provider (Program) from the drop down menu (View Bedlists for Provider).

3. Click Submit.

4. Select the Bedlist from View Information for Bedlist.

5. Click Submit.

Carolina Homeless Information Network North Carolina Housing Coalition
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6. Click on the client’s name that you want to check out; a new screen will appear with that client’s

bed stay information.

M cancel reservation

Reservations for Bedlist - Emergency Shelter

[ Add Reservation

[ cancel reservation
I cancel reservation

Arrival Date Client DOB Gender Group ID
checkin 01/15/2008 Mouse, Monster (£1313) 02/25/1928 Male
checkin 02/18/2008 Roberts, Bertie (#1722) 04/04/2004 Female 9935
checkin 02/18/2008 Roberts, Robert (#1721) 05/05/1999 Male 9935

Floor

Families
Families
Families
Families
Families
Families
Families

Families

Room

LRI S S R R e N

Bed

F-01
F-02
F-03
F-04
F-05
F-06
F-07
F-08

Bedlist (Emergency Shelter - Emergency Shelter)

Dispa Sort By 5.3

v | Ascending vI Filter |

Hold . Group Codes/
All Client DOB Conf. Notes
Hold EMPTY

Jones, Karen A (£1579
Jones, Charles J (#1582)
EMBTY

HELD

Roberts, Norville (#1719)
EMBTY

EMPTY

Male 9935 No

9/09/1960

7. Complete fields:

Carolina Homeless Information Network

Date In, Confirmed for Next Day Stay?, Bed Name/Number, Overflow Bed
Name, Supplies Given, Locker #, Codes/Notes all default to information
originally recorded when client was checked in. This information can be
changed as necessary.

Date Out records the date the client checked out of the shelter.

Time defaults to the current time and if not changed the client is immediately
check out. If you need to change the time, do so; however, note that the time is
in Central Standard Time. Also, if you enter a later time, asterisks also appear
around the client’s name until 1 hour after check out time, after which the client
is removed from the bedlist.

Select whether Supplies returned.
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e Optional: Cost of Service and Source are available for your agency to track

Bed Stay Data - Norville Roberts (Male 09/09/1960 787-78-7878)

grant sources.

Date In

Confirmed for Next Day Stay?
Bed Name/Number

(s}

Overflow Bed Name (optional)
Supplies given

Locker #

Codes/Notes

Date Out
Supplies returned?
Cost Of Service 1

Cost Of Service 2

[u/zzrz005] (12 v (25 (v][m ]

Families 2 F-06 | [ ResssignBed | @
| —

[linens, towels |

:

Yes v

[ | Seurce 1| -Select- v
[ | Source 2 | -Select- v|

Infractions for Norville Roberts

Add new infraction to Client

Banned Start Banned End Infraction Ban Code Provider Sites Staff
No Infractions found for this client.
Jump To Client Profile Il Jump To Service Transactions I Jump To Multiple Services ][ Cancel | ©

[ Check in Additional Family Member ]

8. To continue checking client out, click Save or Save & Exit if you are completely done with that
client’s shelter stay information; the bedlist will refresh.

View Information For Bedlist  Emergency Shelter v| | Submit

Note: Households must be established in ClientPoint before making reservations for or checking in Families.

Notice the asterisks around

Reservations for Bedlist - Emergency Shelter

Arrival Date Client DOB Gender GroupIf that he has a check-out date in
T cancel reservation checkin 01/15/2008 Mouse, Monster (#1313) 02/25/1928 Male the future.
T cancel reservation checkin 02/18/2008 Roberts, Bertie (£1722) 04/04/2004 Female 9935
T cancel reservation checkin 02/18/2008 Roberts, Robert (£1721) 05/05/1999  Male 95935

Norville’s name—these show

Add Reservation

Also see p. 35, point 7 for more

Bedlist (Emergency Shelter - Emergency Shelter)

Displa Sort By 5ed

info on asterisks in ShelterPoint.

lescending w | Filty

Floor Room Bed All Client DOB
Families 1 F-01 Hold EMPTY

Families 1 F-02 Jones, Karen A (#1579 08/31/1950
Families 1 F-03 Jones, Charles 1 (#1582) 06/04/2005
Families 1 F-04 Hold EMPTY

Families 2 F-05 HELD

Families 2 F-06 *Roberts, Norville (#1713)* 09/09/
Families 2 F-07 Hold EMPTY

Families 2 F-08 Hold EMPTY

Group Codes| . _
Gender Conf. o es| If his check-out date were that
day, or in the past, his name
Femzlz EEE 0 would be removed from the
Male 9915 No

bedlist.

9. A pop-up window will appear asking you to confirm that you want to check out the client; click

OK.

10. From here you can also record service transactions or check in/out an additional family member.

Carolina Homeless Information Network
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Checking Multiple Clients Out of a Shelter

1. From your program’s bedlist, click on Transmit Today’s Checkout List.

Display All Beds | Sort By Bed « | Ascending | Filter

Floor Room Bed :ﬁld Client DOB Gender ;;I;D"p Conf. ﬁ?:::l
Families 1 F-01 Hold EMPTY
Families 1 F-02 Jones, Karen A (#1579 08/31/1950 Female 9915 No
Families 1 F-03 Jones, Charles 1 (#1582 06/04/2005 Male 9915  No
Families 1 F-04 Hold EMPTY
Families 2 F-05 HELD
Families 2 F-06 *Roberts, Norville (#1719)*  09/09/1960 Male 9935 No
Families 2 F-07 Hold EMPTY
Families 2 F-08 Hold EMPTY
Families 3 F-09 Hold EMPTY
Families 3 F-10 Hold EMPTY
Families 3 F-11 Hold EMPTY
Families 3 F-12 Hold EMPTY
Singles Men M-01 Hold EMPTY
Singles  Men M-02 Simpson, Homer (#1183 01/01/2005 Male 9907 No
Singles Men M-03 Simpsoen, Bart (#1178 01/01/1980 Male 9907 No
Singles Men M-04 Hold EMPTY
Singles Men M-05 Hold EMPTY
Singles Men M-06 Hold EMPTY
Singles  Men M-07 Hold EMPTY
Singles Men M-08 Hold EMPTY
Singles  Men M-08 Pits, Brad D (#1260 08/04/1969 Male 9911 No
Singles Men M-10 Hold EMPTY
Singles Women W-01 Pits, Shiloh (#1261 01/12/2007 Female 9911 No
Singles Women W-02 Jue, Suzy (#1600 04/13/1970 Female No
Singles Women W-03 Hold EMPTY
Singles Women W-04 Jones, Gail T (#1580 12/16/1999 Female 9
Singles Women W-05 Hold EMPTY

Overflow (new) EMPTY
[ show Outstanding Referrals (3 total)

[ Update Confirmation List ] [ Transmit Today's Checkout List

2. Check the boxes next to the clients you want to check out of the shelter.

3. Choose whether or not Supplies were returned.
Current Checkout Date: [01/27/2008 ]| 01 v |:[22 w|[PM v

Checkout? Client Name Bed # Date Qut Time Out Supplies Returned?
O HELD F-05

] Jones, Charles J (#1582) F-03 01 %[22 ¥][pM ¥ Yes v

0 Jones, Gail T (#1580) W-04 01 v :[22 »|[PM v Yes  w

0 Jones, Karen A (#1579) F-02 01 v|:[22 ¥][pM ¥ Yes v

Pits, Brad D (£1260) M-09 01 v|:|22 v||PM w Yes v

Pits, Shiloh (#1261) W-01 01 v |:[22 [¥][PM ¥ Yes v

| Que, Suzy (£1600) W-02 01 v ;|22 ¥|[em » Yes v

O Simpson, Bart (#1178) M-03 01 v :[22 »|[PM » Yes  w

O Simpson, Homer (#1182) M-02 o1 v ;|22 «|[PM 1w Yes v

O Check/Uncheck all Clients with current checkouts

Future Checkout Date: 01 % |:|22 %[/ PM |%

Checkout? Client Name Bed # Date Out Time Out Supplies Returned?
il HELD F-05

O Roberts, Norville F-06 12 v :[00 ][ PM Yes v

[] checkfuncheck all Clients with future checkouts

[ checkout | [ cancel |
4. Click Check Out; the bedlist will refresh and clients checked out will be removed from list.

5. Update Confirmation List is also located at the bottom of this screen. Unless you’ve discussed
this with your regional coordinator, don’t use this function. Confirming a next day’s stay can
cause shelter-data problems.
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Exiting a Client from a Program

Make sure you always complete an Exit Worksheet whenever a client leaves your program. Also, make
sure the Exit Date matches the date the client left the program.

1. From ClientPoint, pull up your client’s file; then click on the orange Entry/Exit button.

ClientPoint

FProfile Eligibility Case Plans ransactions

Client - Roberts, Norville (#1719) & 'E @ IEE% % %
of Info: Ends 01/22/2009 £:17| ROI | RESOURCEPT | CASE WORKERS | SECURITY]

Household Information - 1 Households - Click to Expand
Client Profile &
Card Orientation: |1 v |[ Issue ID Card |[ Save Changes | [Exit
Added to System  Jan 22 2008 02:01PM
First mi[ ] Last [Roberts | suffix |
552 - [78 |- [7878
SSN Data Quality |Fu|| S5N Reported (HUD) v‘
Age 47

2. A new screen will appear showing Entry/Exit information; click on the pencil under Exit Date to
begin the Exit Worksheet.

Entry/Exit (Roberts, Norville) Add Entry/Exf)f| || Close
Program Type Entry Date Exit
T ABC APR Program HUD-40118 £ 01/20/2008 &

Nete: Household members must be established on Profile before creating Entry/Exits.
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3. Anew screen with the Exit Worksheet will appear.
4. Complete the fields:

o Exit Date defaults to today’s date; change, if necessary, to the date the client left the

program.
e Select the Reason for Leaving from the drop down menu.
o Ifthe reasonisn’t listed, select Other and type reason into If other, specify.
e Enter Destination.
e Select Tenure from drop down menu.
o Select if client is receiving any Subsidy from drop-down menu.
e Enter non-confidential Notes.
e Check boxes next to household members’ names who are also exiting the program.
5. Click Save and Close.

6. For household members with different Exit Worksheet responses, click on the pencil next to
client’s name to update their file. \

Entry/Exit - (Roberts, Norville) Save and Close || Save | [ Cancel

Overview - HUD-40118

Name Entry Date Exil Reason Leaving Destination
Roberts, Bertie #01/20/2008 &
b Roberts, Norville #01/20/2008 &
Roberts, Robert #01/20/2008 &
Exit Data
Exit Date 0z v|:[03 v|[PM ¥
Reasen for Leaving Disagreement with rules/persons v
If other, specify | |
Destination Don't know v
If other, specify | |
Tenure Don't Know %
Subsidy None .

Notes

To update household members' exit data also, click on the box beside each name.
Roberts, Bertie

Roberts, Robert

Edit Entry Data

Entry/Exit - (Roberts, Norville) [ Saveand Close | [Save |[ Cancel |

Data Entry Tip: If client acquired a job, or received additional income while in your program, click on Edit
Entry Data and record new information (see p. 14 for further instructions).
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Don’t do the following unless you have specific instructions from your Regional Coordinator:

e Don’t click on Click here to enter data as another provider.

ServicPoant’ ——

Connecling your community. Click to enter data as ancther provider,
Currently Shadowing:

This could change how your data is both handled and seen in the system; it will also affect
reports.

e Don’t click on the locks or Security buttons anywhere in the system.

brrofile | Assessments Eligibility Case Plans Service Transactions

Client - Elephant, Horton (£1205) &
Release of Info: Ends 01/01/2009

These buttons control how data is seen in the system and should only be used by CHIN System
Administrators.

Carolina Homeless Information Network North Carolina Housing Coalition



