 												


ServicePoint - Pregnant Women APR
4699 Murphy Canyon Road, San Diego, CA  92123
Email: servicepointhelpdesk@rtfhsd.org	
Phone: 858-292-7627 Ext 14 (William Liu)

This guide will show you how to enter Pregnant Women into ServicePoint correctly.  The first page is a summary and the additional pages contain a detailed guide.  Please contact the helpdesk if you would like help.

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
· Look at the top right hand corner of your screen to make sure you’re entering data into the correct program.  It should list what program you’re currently enter data as.

3.) Identify Client (Mother)
· Use ClientPoint to search for an existing Client (or enter a new Client if none found)
· Client’s Household information can be found in the Profile section under “Households Overview – Click to Expand”
· Click on “Start New Household” or add to an existing household

4.) Setup household information
· A new window will appear prompting if the client is the ‘Head of Household’ and what their relationship is to the ‘Head of Household’ (Select ‘Self’ if the person is ‘Head of Household)
· “Date Entered” should be the date first entered into the program
· Do not put a “Date removed” unless they are legally removed from the household
· Click “Start NEW Household” 
· Enter in the remaining household members through the search
· When complete, click on “Exit and Refresh”

5.) Entry/Exit worksheet (Part 1: While mother is still pregnant)
· Go to the mother’s “Entry/Exit” worksheet (the Door Icon on Client Profile page)
· Click “Add Entry/Exit”
· Do NOT select the baby to update the “Household Members” at this point.
· Enter the mother’s demographics, then click on “Save and Close”
· If the baby is not born yet, you can stop here at this step (continue to Step 6 when baby is born)

6.) Entry/Exit worksheet (Part 2: When baby is born)
· Go to the mother’s “Entry/Exit” worksheet (the Door Icon on Client Profile page)
· Click on the pencil next to the mother’s ‘Entry Date’
· Select the baby from the dropdown menu and click on “Add Related Entry/Exit” (It must be “Related Entry Exit” and not a normal Entry/Exit or else it won’t calculate correctly when running the APR report)
· Click on the pencil next to the Entry Date for the baby’s row
· You are now in the baby’s Entry worksheet; modify the ‘Entry Date’ to be the Date of Birth for the baby.  Fill in the baby’s basic demographics (up to Zip Code data quality)
· Do NOT select the parent to update the “Household Members” and click on “Save and Close”

5.) Exit worksheet (Part 3: Leaving the program)
· Exit the clients out normally (where you can exit the mother and baby together using the checkbox)
Detailed Guide – How to add pregnant women and their babies into ServicePoint

1. Log in to ServicePoint: https://sandiego.servicept.com

2. Make sure you’re entering data as the correct provider (top right hand corner – verify your program)

3. Click on “ClientPoint” and search for your client using one of the two Search Options (see below)
a. Search Option #1: “Search This ID” with the Client ID # (if you have it)
b. Search Option #2: “Search for Client” using a combination of First and/or Last Name, SS#
 (
Search Option #1
Search Option #2
)

















4. If you find your client, click on the blue link with his/her name to enter their profile.  If you do not find your client, then click on the button “Add Client with this Information”
















	For our example, we are entering in “Adrienne Test”, who will be a single pregnant mother.  She will enter the program “Regional Task Force on the Homeless” on 3/17/2009 and her child, “Baby Test”, will be born on 5/1/2009.

5. You’ll enter the client’s Profile page.  Click on “Households Overview – Click to Expand” if it is not already expanded.  We want to setup the household before doing an “Entry/Exit” worksheet.



6. Click on “Start New Household” or “Add Client to Existing Household” (if pre-existing household)

7. “Start New Household” instructions










a. Select “Household Type”
b. If client is the ‘Head of Household’, then select ‘Head of Household’ as “Yes”
c. If client is the ‘Head of Household’, then select ‘Relationship to Head of Household’ as “Self”
d. If client is not the ‘Head of Household’, then select ‘Head of Household’ as “No” and select the relationship to the ‘Head of Household’
e. Date Entered is the date that the Household was created (usually the first program entry date)
f. Date Removed – Do not put a date removed unless the family is legally separated (e.g. divorce)
g. Click on “Start New Household”




h.  Your household will display on the top of the screen.  To edit a client’s information, click on the Pencil next to the client name.  To edit the household information, click on “Edit Household Type”
i. Continue to add in the remaining household members by selecting ‘Head of Household’ as “No”, selecting their relationship to the ‘Head of Household’, and keep the Date Entered the same as the ‘Head of Household’ (even if the client physically came into the program at a different time)
j. Search for client or “Add Client With This Information”
k. Repeat steps i through j until all household members are entered in
l. Once complete, click on “Exit and Refresh”

8. You should now be back on the main client’s Profile



9. Click on the “Entry/Exit” button on the top right hand corner (the door icon)

10. Click on “Add Entry/Exit” to add an entry (this represents your client coming into your program)

11. 
Complete the Entry Worksheet by filling out all required fields.

	
	
	Do NOT select the check box with “Test, Baby” since Baby Test is not born yet.

12. Once finished answering the questions, click on “Save and Close”

13. You will see the following Entry screen.



If the baby is not born yet, you can stop here. 

14. If the pregnant mother leaves before the baby is born, go back to the mother’s ‘Entry/Exit’ page and then click on the Pencil Icon next to ‘Exit Date’ and state the reasons for leaving.

If the baby is born while the mother is still in the program, follow the below steps:

15. According to HUD standards, the pregnant mother and baby ‘entered’ the program at different dates and the data needs to accurately reflect this.  The mother enters the program when case managers accept them in while the baby ‘enters’ the program when he/she is born.

16. If the baby is born, go back to the mother’s profile, and click on their “Entry/Exit” screen.  Click on the Pencil Icon next to the ‘Entry Date’ for the mother (Adrienne Test)















	By going back into the mother’s ‘Entry/Exit’ screen, we can now add the baby as a related entry/exit.

17. Select the baby from the drop down menu on the top of the ‘Entry/Exit’ screen.  At this point, keep the Entry Dates as the same for the mother and child (even though the child is born and thus entered later)
 
18. Once the time has been changed, click on “Add Related Entry/Exit”
















	
	Your screen should look like this after saving.  It will display the mother and baby on the ‘Overview – HUD 40118’ section.














19. Go to the baby’s ‘Entry/Exit’ worksheet by clicking on the Pencil Icon next to the baby’s Entry Date.  The below screen will display:



20. Now that you’re on the baby’s Entry/Exit screen, change the ‘Entry Date’ to reflect when the baby was born / entered the program.  In this example, we changed the Entry Date for the baby to 5/1/2009 since that is the baby’s ‘Date of Birth’

Do NOT select the checkbox to update household members’ entry data (since the mother and baby entered the program at different dates)

21. Fill in the basic demographics for the baby.  If this step is not complete correctly, calculations for families will not add up correctly in your APR.  Children only need to complete up to the ZIP Code section.

22. Once you finish filling out the demographics (up to ZIP code), hit “Save and Close”

23. When you go back to the client’s Entry/Exit, you should now see that they have different Entry dates.



24. Your HUD APR should now calculate pregnant women as per HUD standards.  Remember that for this to calculate correctly, you must add the baby using “Add related Entry/Exit” (from the mother’s profile) method instead of entering each client individually using “Add Entry/Exit”
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