[image: image1..pict][image: image2.png]ol





ServicePoint Hotel/Motel Voucher Training

4699 Murphy Canyon Road, San Diego, CA  92123

Email: servicepointhelpdesk@rtfhsd.org


Phone: 858-292-7627 Ext 14 (William Liu)

Overview of Steps:

1.) Log into the ServicePoint website

· Log into ServicePoint at -  https://sandiego.servicept.com/
2.) Check to see that you are entering data as the correct provider/program

· You should be entering data as a “Hotel/Motel Voucher” Program

· Look at the top right hand corner of your screen to see who you are entering in data as

· Click “here” to modify who you are entering in Data as if you are not entering as a “Hotel/Motel Voucher” Program

· If this step is not completed correctly, client information will NOT pull back correctly

3.) Identify Client & Household

· Use ClientPoint to search for an existing Client (or enter a new Client)

· Client’s Household information can be found under ClientPoint’s Profile
· Use ClientPoint’s Profile to create or modify a household (if there is one)
4.) Fill in Client Details

· Client Details can be found under ClientPoint’s Profile
· (For Example, Client’s Date of Birth, Gender, etc.)

· Important: If there is a household, remember you need to fill in data for rest of household as well

· Please note any important information in the non-confidential Notes section (Under ClientPoint Profile as soon as a client is pulled up)

5.) Enter Service Transactions

· Use ClientPoint’s Service Transactions to enter in Client’s Needs and Services

· Add Services through “Multiple Services” button

· Service Start Date is when the Voucher was effective starting x day

· Service End Date is when the Voucher was effective until x day

· Select your Voucher (i.e. CWS Voucher, FEMA Voucher, etc.)

· Services are either denied “Closed > Not Met” or Services can be met “Closed > Fully Met”

· If Services were met, enter the Voucher number and then select units “Voucher #”

· If you issue another voucher, click “Multiple Services” button again

Reminders: 

· Be careful who you “Enter Data as” if you work with multiple programs.  Make sure you are entering data as a Hotel/Motel Voucher Program.  To check, view the top right hand corner of the screen.

· Even though we are now tracking Vouchers with Service Transactions, please take a look at “Community Fields” section to make sure the client hasn’t exceeded their voucher time!

· Use non-confidential Notes to bring anything important to user’s attention: Did Client steal a TV?  Did Client trash a room?  Put that information into Notes and/or add an Infraction!!
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