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1. HPRP Data Entry Requirements 
HPRP has specific data entry requirements.  Below is a brief summary of the data entry required by the 

HPRP grant: 

× All HPRP clients must have the paper HPRP intake form in their file.  If the client is already in the 

IaL{Σ ŀƴŘ ȅƻǳ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ŎƻƭƭŜŎǘ ƴŜǿ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ ǿǊƛǘŜ ά!ƭǊŜŀŘȅ ƛƴ IaL{έ 

across the HMIS portion of the intake.   

× You will be able to see program entry data for all HPRP programs across the state.    

× !ƭƭ ŜƴŘ ǳǎŜǊǎ ŜƴǘŜǊƛƴƎ Řŀǘŀ ŦƻǊ ŀƴ Itwt ǇǊƻƎǊŀƳ Ƴǳǎǘ ǳǎŜ ά/ƭƛŎƪ IŜǊŜ ǘƻ 9ƴǘŜǊ 5ŀǘŀ !ǎ !ƴƻǘƘŜǊ 

tǊƻǾƛŘŜǊέ  !ƴŘ ǎŜƭŜŎǘ мItwt ŀǎ ǘƘŜ ǇǊƻǾƛŘŜǊΦ 

× LŦ ȅƻǳ Řƻ ƴƻǘ ǳǎŜ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ŜƴǘŜǊ Řŀǘŀ ŀǎ ŀƴƻǘƘŜǊ ǇǊƻǾƛŘŜǊΣέ ŀƭƭ Řŀǘŀ ǿƛƭƭ ƘŀǾŜ ǘƻ ōŜ ŘŜƭŜǘŜŘ 

and re-enterŜŘΦ  ¢ƘŜǊŜ ƛǎ ƴƻ ǿŀȅ ǘƻ άŦƛȄέ Řŀǘŀ ǘƘŀǘ ƛǎ ƴƻǘ ŜƴǘŜǊŜŘ ŀǎ ŀƴƻǘƘŜǊ ǇǊƻǾƛŘŜǊΦ 

× ¢ƘŜ {ǘŀǘŜ ǎǘǊƻƴƎƭȅ ǊŜŎƻƳƳŜƴŘǎ ǘƘŀǘ ŜŀŎƘ ŀƎŜƴŎȅ ƘŀǾŜ ŀƴ άŀǳǘƘƻǊƛȊŜŘέ ǳǎŜǊ ǿƘƻ ǿƛƭƭ Ǝƻ ƛƴǘƻ ǘƘŜ 

IaL{ ŀŦǘŜǊ ǘƘŜ Řŀǘŀ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘ ŀƴŘ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎŜǊǾƛŎŜ ǎǘŀǘǳǎ ƛǎ άItwt ǎǳbmitted 

ŦƻǊ ǇŀȅƳŜƴǘέΦ  ¢ƘŜ ŀƎŜƴŎȅ Ŏŀƴ ŜǎǘŀōƭƛǎƘ ŀ ǇǊƻŎŜǎǎ ǿƘŜǊŜ ǘƘŜ ŦƛǊǎǘ ǳǎŜǊ ǎŜƭŜŎǘŜŘ άLŘŜƴǘƛŦƛŜŘέ ŦƻǊ 

the status and the 2nd ǳǎŜǊ ŎƘŀƴƎŜǎ ǘƘŜ ǎǘŀǘǳǎ ǘƻ άItwt ǎǳōƳƛǘǘŜŘ ŦƻǊ ǇŀȅƳŜƴǘέΦ 

× To be in the official HPRP report, a client must have: 

o Housing Status NOT  EQUAL TO {ǘŀōƭȅ IƻǳǎŜŘΣ 5ƻƴΩǘ YƴƻǿΣ wŜŦǳǎŜŘ ƻǊ bǳƭƭ 

o Program Entry during the report period 

o A service recorded during the report period 

× CƭƛŜƴǘǎ ǿƛƭƭ ƴƻǘ ōŜ ŎƻǳƴǘŜŘ ƛƴ ȅƻǳǊ Itwt ǊŜǇƻǊǘ ƛŦ IƻǳǎƛƴƎ {ǘŀǘǳǎ Ґ ά5ƻƴΩǘ ƪƴƻǿ.έ  Enter correct 

Housing Status data as soon as iǘΩǎ ŀǾŀƛƭŀōƭŜ. 

× While determining eligibility, record a service of Outreach & Engagement.  If the client is not 

eligible, you are finished entering data.  If the client is determined eligible, you must enroll the 

client using the Entry worksheet with an Entry Date that matches the date the first service of 

Outreach & Engagement was recorded AND the time on the Entry worksheet must equal 

12:00am.  
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2. Eligibility Determination Recorded in HMIS 
If a client does not qualify for HPRP, state funded HPRP communities will need to complete paper intake, 

as well as record HMIS Profile and Service data of Outreach & Engagement.  To get reimbursed for any 

time spent with a client, these steps must be completed: 

1. The first day you start determining if a client is eligible: 

ü Record ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻŦƛƭŜ ŀƴŘ ƘƻǳǎŜƘƻƭŘ ŘŀǘŀΣ ƛŦ ƴŜŎŜǎǎŀǊȅ 

ü Next, record your meetings to determine eligibility in the Multiple Services 

section (these meetings should be recorded as outreach and engagement) 

 

 

2. Once you have finished determining their eligibility: 

ü IF THEY ARE ELIGIBLE ς complete an entry worksheet.   

× 5ŀǘŜ Ґ ȅƻǳǊ ǇǊƻƎǊŀƳΩǎ ŦƛǊǎǘ ǎŜǊǾƛŎŜ ƻŦ hǳǘǊŜŀŎƘ ϧ 9ƴƎŀƎŜƳŜƴǘ 

× Time = 12:00am 

ü  IF THEY ARE NOT ELIGIBLE , your data entry is complete 
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3. Initial Log In 
1. Log onto https://chin.servicept.com 

2. Enter user name and one-time password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Upon entering your one-ǘƛƳŜ ǇŀǎǎǿƻǊŘΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ǎŎǊŜŜƴ ǘƘŀǘ ǎŀȅǎΣ ά¸ƻǳǊ ǇŀǎǎǿƻǊŘ Ƙŀǎ 

ŜȄǇƛǊŜŘΗ  tƭŜŀǎŜ ŎƘƻƻǎŜ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ōŜƭƻǿΦέ   

4. Enter your new password in both fields. 

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

click Accept.   

6. You are now at the ServicePoint home page. 

Password Tips 

Your password must: 

ü Have at least 8 characters. 

ü Have at least 2 numbers. 

ü Have at least 1 capital letter. 

ü bƻǘ ōŜ ȅƻǳǊ ƴŀƳŜΣ ȅƻǳǊ ŀƎŜƴŎȅΩǎ ƴŀƳŜΣ ƻǊ ŀ ŎƻƳƳƻƴ ǿƻǊƪ ǎǇŜƭƭŜŘ ŦƻǊǿŀǊŘ ƻǊ 

backwards. 

 

Password Expiration  

1. ServicePoint will automatically ask you to change your password every 45 days. 

2. You will see a screen that saȅǎΣ ά¸ƻǳǊ ǇŀǎǎǿƻǊŘ Ƙŀǎ ŜȄǇƛǊŜŘΗ  tƭŜŀǎŜ ŎƘƻƻǎŜ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ 

ōŜƭƻǿΦέ   

3. You do not need CHIN to reset your expired password.  Simply create a new one and enter it in 

both fields. 

4. You cannot switch between 2 passwords, but you can cycle through 3.  ServicePoint will lock you 

ƻǳǘ ƻŦ ǘƘŜ ǎȅǎǘŜƳ ƛŦ ȅƻǳ ǘǊȅ ƳƻǊŜ ǘƘŀƴ о ƛƴŎƻǊǊŜŎǘ ŎƻƳōƛƴŀǘƛƻƴǎΦ  LŦ ȅƻǳΩǊŜ ƭƻŎƪŜŘ ƻǳǘ ƻŦ ǘƘŜ 

system, contact CHIN to have your password reset. 

https://chin.servicept.com/
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4. Click Here to Enter Data As Another Provider 
In order for clients to properly appear in your HPRP reports, Click here to enter data as another 

provider: 

 

 

 

 

 

 

This will open a new window.  Select 1HPRP program from the list:  
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5. ClientPoint:  Searching for/Adding a Client 
Here you begin using the HMIS to collect client level data.  Click on either the blue link or the green 

ClientPoint tab.  This will open a new window. 

 

 

 

 

 

 

 

 

 

 

Search the HMIS for your client: 

1. Enter first and last name. 

2. Click Search for Client. 

 

 

 

 

 

 

 

 

5ŀǘŀ 9ƴǘǊȅ ¢ƛǇΥ  5ƻƴΩǘ ŜƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘΩǎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ І ǿƘƛƭŜ ǎŜŀǊŎƘing.  This limits the search 

too much and possible matches may not appear. 
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3. If client is already in system, his/her name will appear in the Possible Matches: 

 

 

 

 

Check the SS# and 

DOB to make sure it           

is the same person. 

 

 

 

 

 

 

 

 

 

4. hƴŎŜ ȅƻǳΩǾŜ Řetermined your client is already in the system, click their nameτthis will 

take you to the profile page. 

5. If your client is not already in the system, complete the demographic information and 

click Add Client With This Information.   

6. A pop-up will appear, reminding you to search for you client.  Click OKτthis will take 

you to the Profile page. 

 

    Be sure to 

complete SSN Data 

Quality, especially if client          

does not have/give a SS#. 

 

LŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ŀ 

ŎƭƛŜƴǘΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ 

enter 01/01 and guess a year 

approximate to their age.  HUD 

requires that DOB be 

completed.  For DOB Type, 

enter Approximate or Partial 

DOB entered. 
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6. Profile 
The profile page begins collecting client level data. 

 

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. 

 

Continue entering profile data. 

 

 

 

 

 

 

 

 

All red 

questions 

require answers 

  

Data entered on the 

Add/Find Screen carries 

over 
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7. Household Information 
LƳƳŜŘƛŀǘŜƭȅ ŀŦǘŜǊ ŜƴǘŜǊƛƴƎ ǘƘŜ IŜŀŘ ƻŦ IƻǳǎŜƘƻƭŘΩǎ ǇǊƻŦƛƭŜΣ ŜƴǘŜǊ ƘƛǎκƘŜǊ ƘƻǳǎŜƘƻƭŘ ƛƴŦƻǊƳŀǘƛƻƴΦ  ¢Ƙƛǎ 

helps to ensure correct data entry later on.   

 

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. Click the Households Information link to setup a household. 

 

 

 

 

 

 

 

 

 

2. Click Start New Household. 

  

 

 

 

 

 

 

 

 

3. Enter data for the Head of Household. 

 

Relationship to 

Head of 

Household is 

SELF 

 

4. Click Start New Household. 

  

Date Entered = when client 

came to your agency.         

Date Removed = blank. 
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5. A new window will open.  Record information for the next household member: 

 

ü Whether they are Head of Household 

ü Their Relationship to Head of Household 

ü The Date Entered is when they first came to your agency 

ü Date Removed is always blank 

 

 

 

 

 

 

 

 

 

 

 

 

6. 9ƴǘŜǊ ŎƭƛŜƴǘΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜΦ 

 

 

7. Click Search for Client to ŜƴǎǳǊŜ ǘƘŜȅ ŀǊŜƴΩǘ ŀƭǊŜŀŘȅ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ 

 

8. Check ǘƘŜ tƻǎǎƛōƭŜ aŀǘŎƘŜǎ ōƻȄ ŦƻǊ ǘƘŜ ŘŜǇŜƴŘŜƴǘΩǎ ƴŀƳŜΦ 

 

 

9.   If client appears in Possible Matches, click their name.  
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10. If client is not in system, continue entering demographics. 

 

11. Click Add Client With This Information. 

 

12. Repeat these steps until all dependents are added to the Household. 

 

13. When all dependents are added, click Exit & Refresh.  This will take you to the Profile page and 

will update the Households Overview. 

 

 

 

  

 

Do Not click άExit and Refreshέ uƴǘƛƭ ȅƻǳΩǾŜ ŎƭƛŎƪŜŘ ά!ŘŘ /ƭƛŜƴǘ ²ƛǘƘ ¢Ƙƛǎ LƴŦƻǊƳŀǘƛƻƴΦέ           

                   ̧ƻǳ ǿƛƭƭ ƭƻǎŜ ǘƘŜ Řŀǘŀ ƛŦ ȅƻǳ ŘƻƴΩǘ !ŘŘ ǘƘŜ /ƭƛŜƴǘ ŦƛǊǎǘΦ  
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8. Release of Information (ROI) 
All clients must consent to have their information entered in the HMIS.  Visit http://nchomeless.org  for 

more information on obtaining client consent.   

 

  

1.  Click the orange ROI button. 

 

 

 

 

 

 

2.  Click Add Release. 

 

 

 

 

 

3. Check the box next to the dependent(s) names, if consent information is the same. 

ü Provider = 1 HPRP 

ü Release Granted = Yes, if they did not cross out the paragraph  

ü Start Date = Date they signed consent 

ü End Date = 1 year from Start Date 

ü Documentation = Signed Statement from Client 

ü Witness = Intake worker 

 

 

 

 

 

 

 

 

 

 

4. Click Save Release Info.  

http://nchomeless.org/
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9. Recording Outreach & Engagement Services While Determining Eligibility 
¦Ǉƻƴ ƛƴƛǘƛŀƭƭȅ ƳŜŜǘƛƴƎ ǿƛǘƘ ȅƻǳǊ ŎƭƛŜƴǘΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǊŜŎƻǊŘ ǘƘŜ ǘƛƳŜ ǎǇŜƴǘ ŘŜǘŜǊƳƛƴƛƴƎ ŜƭƛƎƛōƛƭƛǘȅ ŀǎ 

Outreach & Engagement using Multiple Services.  In order to be reimbursed for any time or money 

ǎǇŜƴǘ ǿƛǘƘ Itwt ŎƭƛŜƴǘǎΣ ȅƻǳ Ƴǳǎǘ ǊŜŎƻǊŘ ŀ ǎŜǊǾƛŎŜ ǘǊŀƴǎŀŎǘƛƻƴ ŦƻǊ ŜŀŎƘ ƛǘŜƳΦ  9ǾŜƴ ƛŦ ŀ ŎƭƛŜƴǘ ƛǎƴΩǘ 

eligible for the program, for STATE-HPRP ǊŜƛƳōǳǊǎŜƳŜƴǘΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǊŜŎƻǊŘ ǘƘŜ ǘƛƳŜ ǎǇŜƴǘ ǿƛǘƘ 

client determining eligibility as Outreach & Engagement.  Begin by going to Service Transactions and 

then clicking the Multiple Services button. 

 

 

 

 

1. If applicable, check the boxes next to ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊΩǎ ƴŀƳŜόǎύΦ 

2. Provider = HPRP program providing services. 

3. Start Date = Date client received service.  End Date defaults to Start Date. 

4. Service = Basic Needs 

Record a Relocation and Stabilization service of Outreach & Engagement and complete: 

ü Source 1 = State HPRP funds or Entitlement HPRP funds 

ü # of Units = # of 15 minute increments spent with client 

ü Unit Type = 15 minutes 

ü Status = Select HPRP Submitted for payment (if State ) or Closed (if Entitlement) 

Recording Outreach & Engagement in Multiple Services Screen: 
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/ƭƛŜƴǘ CƛƭŜ ¸ƻǳΩǊŜ Lƴ 

10. Entry/Exit:  Record Participation in HPRP program 

Important notes for successful data entry 

Do not record an Entry for a client until you have determined they are eligible for the HPRP program.  

While determining eligibility, go ahead and record Outreach& Engagement services for reimbursement 

purposes (see instructions in section 9, page 13).   

 

Once you have determined a client is eligible, for data to properly appear in reports, program 

enrollments must accurately record: 

ü Provider = HPRP Program client is entering 

ü Type = HPRP 

ü Entry Date = Date initial Outreach & Engagement Service was recorded; **time = 12:00am** 

ü Entry Data will not be transferred to all household members unless Add Household Data is used. 

ü **IF YOU FORGET TO USE THE INITIAL DATE OF THE OUTREACH & ENGAGEMENT SERVICE AS 

YOUR ENTRY DATE AND HAVE TO CHANGE THE DATE LATER, YOU WILL LOSE DATA AND HAVE 

TO RE-ENTER THE ENTIRE ENTRY WORKSHEET!** 

 

To begin an Entry worksheet for a dependent, click the box next to their name(s).  This will 

only start the file.  5ŜǇŜƴŘŜƴǘǎΩ Řŀǘŀ ǿƛƭƭ ƴƻǘ ŎƻǊǊŜŎǘƭȅ ŀǇǇŜŀǊ ƛƴ ǊŜǇƻǊǘs unless you use ADD 

HOUSEHOLD DATA.  The data above the block of lines is for the entire household.  The data 

ōŜƭƻǿ ǘƘŜ ōƭƻŎƪ ƻŦ ƭƛƴŜǎ ƛǎ ƻƴƭȅ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ŎƭƛŜƴǘΩǎ ŦƛƭŜΦ 

 

 

  

Answering these questions sets up data 

for an entire household 

These questions are only for the 

client whose file you are in 
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Add Household Data 

Recording Entry/Exit Data 

1. Click the orange Entry/Exit button 

 

 

 

 

2. Click Add Entry/Exit 

 

 

3. The Entry worksheet will appear.  Maximize the window for best viewing.   

4. /ƘŜŎƪ ōƻȄŜǎ ƴŜȄǘ ǘƻ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊǎΩ ƴŀƳŜǎ 

5. Provider = Your HPRP Program 

6. Type = HPRP 

7. Entry Date Ґ 5ŀǘŜ ƻŦ ȅƻǳǊ ǇǊƻƎǊŀƳΩǎ ŦƛǊǎǘ hutreach & Engagement Service 

8. Time = 12:00am 

Click Add Household Data 

Do not click below the set the blocked set of lines or you will get stuck on that screen 

and have to finish answering all the questions until before you can Add Household Data.  

The data above the block of lines is for the entire household.  The data below the block of 

ƭƛƴŜǎ ƛǎ ƻƴƭȅ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ŎƭƛŜƴǘΩǎ ŦƛƭŜΦ 
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¸ƻǳΩǊŜ ƛƴ IƻǳǎŜƘƻƭŘ aŜƳōŜǊǎΩ ŦƛƭŜ 

Add Household Data 

Once you click Add Household Data, a new window will appear.  Make sure the Household 

aŜƳōŜǊǎΩ ōƻȄ ƛǎ ŎƘŜŎƪŜŘΣ ŀƴŘ answer questions that are correct for the majority of household 

members.  Click Save and Close.  If household members have different answers, change these in 

their individual files.  Usually, household members have all the same data. 

9. Once you click Save & Close in Add HousehoƭŘ 5ŀǘŀΣ ȅƻǳΩƭƭ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŎƭƛŜƴǘǎΩ ŦƛƭŜΦ  

Answer the rest of the questions on the entry screen and click Save.  Note that there are 2 

questions that are specific to the Head of Household: 

1. Date you determined client was eligible for HPRP 

2. State HPRP-Lǎ ŦƻǊƳ ! ƻǊ . ƛƴ ŎƭƛŜƴǘΩǎ ǇŀǇŜǊ ŦƛƭŜΚ 

  






































