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ServicePoint 4.04 

Service Transaction Instructions

02/08

*These steps are necessary to complete the HUD APR*

ENTERING SERVICES VIA MULTIPLE SERVICES 

*Entering services via ’Multiple Services’ is the quickest way to enter services for HUD – you may enter services at the time they’re given or enter all services at once when a client exits* :O)
Enter Multiple Services:

1. Click on the ‘ClientPoint’ link and search (using Client ID, Name, or SSN) for the client for which you want to add a service.
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 After searching for the client, click on the client’s name to access the client Profile page.
2. After you are in the client’s Profile page, click on the ‘Service Transactions’ tab.
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Once you are in the client’s Profile page, click on Service Transactions.
3. Select 'Multiple Services'.







This is the Service Transactions Page; users can enter services one-by-one or multiple.

Note: Check box to include household members in services




 
 
This is the Service Transactions Page for multiple services; under Provider select your specific program, NOT your agency.
4. From the Provider drop down menu, select the name of your program (NOT your agency).

5. Enter a Service Start Date (mm/dd/yyyy) - often this is when the client entered the program.  (Hours and minutes are optional)

6. Enter a Service End Date (mm/dd/yyyy)- can be the day after the start date or the exit date if you enter services at the time of Exit. (Hours and minutes are optional)



 










This is the multiple services section; you can change quantity, status, cost, and type of services provided.
7. Select Service to describe the type of service provided (e.g. Education, Job Training, etc.)
8. Enter # of Services provided  (The APR doesn’t total quantities of service provided for each individual client so it’s only mandatory to enter a ‘1’ for each service a client received.  You may track additional quantities of services given for your own records and the APR will still calculate correctly.)
9. Optional for the HUD APR:  Select Source of funding.  Input the Cost of Service to the right.  (If the client is in a household, the cost will be evenly divided among household members)
10. Select Status of service provided (Identified, In Progress, Closed).



Identified – Service need is identified




In Progress – Service is being currently given




Closed – Service has been completed

11. You may also use the # of Services and Status options on the right hand corner and ‘Set All’ to select all services at once.
12. Once services are entered, scroll to the bottom and select Save & Exit
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