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       Service Point 4.04

HUD Singles Instructions

02/08

(All items in bolded purple are the HMIS required data elements)

Entering Clients:

ServicePoint is designed so that you are required to search for a client before entering a new one to prevent client count duplication. Therefore, the initial step in adding clients is to search for an existing client.

Client Intake Information – ClientPoint:

1. Click on the ‘ClientPoint’ link or tab.

2. There are two methods to search for a client: 

a. The first option is to use the ‘Search Using Client ID’ Section.  Use this method if you know     the client’s ServicePoint Id.

1. Enter the Client Id in the indicated text box.

2. Click Search this id. 

Note:  An additional button labeled Delete this ID will show for Agency Administrators and higher levels.
b. The second option is to use the ‘Search for Existing Client’ Section.  Use this method if you want to search by name and/or SS#.

1. Enter the First and/or Last Name.
2. Enter Social Security number (if applicable).

3. Click Search For Client.

Notes on searching:

· If you enter both a First and Last Name, a “Match” is any client with the First AND Last Name entered.

· If you enter only a SS#, a “Match” will be any client with a social security number containing the numbers entered.  This is in case numbers were not entered in the exact order.

· If you enter a name and a SS#, then a “Match” will be any client with the name OR the SS#.
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3. Possible Matches will appear at the top of the screen. If the client has a record already in ClientPoint, DO NOT add them as new, just click on client’s name in the matching record section at the top of the page! 
[image: image11..pict]
[image: image12..pict]
[image: image13..pict]
[image: image14..pict]
4. If the client has no client record, go to bottom of page and click Add Client With This   Information.  This will create a new client in ServicePoint with the name that was entered when searching.
Client Profile: 

Now that you are in the Client Profile page, enter the following information:

a. [image: image15..pict]Social Security Number

b. SSN Data Quality (this is a new HUD required field)
c. Click Save Changes 
[image: image16..pict]**Note:  It is recommended that you write down the client’s ServicePoint Id (located to the right of their name) to quickly locate the client when accessing ServicePoint in the future.
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Entry Information:
1. Click on the orange button [image: image36..pict]  located at the top right hand corner of the page.

2. The window below will appear.  Click Add Entry/Exit. 
[image: image19..pict]
[image: image20..pict]
3.     Enter the following:

a.
Provider – Select the name of the program the client is in **This should be a specific program; NOT the agency name!
b.
Type – Select HUD-40118 if the Provider is HUD funded or select Basic Entry/Exit.

c.
Entry Date – This field will be automatically filled with the current date.  If the client entered the program on a previous day, it is very important to enter the actual date the client entered the program!!! 
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4.
Continue down the page to the Basic Demographics section and enter the following:

a.
Date of Birth **If the client’s exact birth date is not known, use the first day of the month and year of birth (ie.3/1/1975 for March 1975).  If the month and day are not known, then use 1/1/1975.
b.
Gender 

c.
Primary Race

d.
Secondary Race 

e.
Ethnicity 

f.
Is the Client a Natural Disaster Evacuee?

g.
Is Juvenile Parent?

h.
Is Client Homeless?

i.
Is Client Chronically Homeless?
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5.
Under Residential History, enter the following:


a.
Zip Code of Last Permanent Address (90 or more days)


b.
What type of Zip code is this? (Zip Data Quality)


c.
Prior Living Situation (night before entry)


d.
Length of Stay at Prior Living Situation


e.
Homelessness Primary Reason
6. [image: image22..pict]Scroll down to the Income section and click on the Add button to enter information about your client’s cash and non-cash income sources.
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Note:  If the client’s current income is already correctly reflected in the Monthly Income subassessment, then skip this step and go to step #7.  Reentering income that is already input will cause monthly amounts to double on reports! 

    A window will be displayed where the following data is to be entered:

a. Start Date - MUST be on or before the entry date!

b. Source of Income – Select from the drop down menu.  If client has no income, select “No Financial Resources”

c. Monthly Income  - Input $0 if “No Financial Resources” was selected as Source of Income.  Do NOT leave blank.
d. If there is an additional source of income, click Save & Add Another and then repeat steps a, b, and c above.  Otherwise, click Save and Exit. 
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*After exiting the Monthly Income subassessment, the entry worksheet screen will refresh to display the sources of income that were input.
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7. Scroll down to the Medical section and click on the Add button in the top right corner of the Disabilities subassessment to enter information about your client’s diagnosed disabilities.
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Note:  If the client’s current disabilities are already correctly reflected in the Disabilities subassessment, then skip this step and go to step #8.
A window will be displayed where the following data is to be entered:

a. Start Date (*all dates default to today’s date so change to actual date*)
b. Disability Type - Select from the drop down menu.

c. Above condition is going to be long term? - Yes/No
d. If there is an additional source of income, click Save & Add Another and then repeat steps a, b, and c above.  Otherwise, click Save and Exit.
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*After exiting the Disabilities subassessment, the entry worksheet screen will refresh to display the disabilities that were input.
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8. Scroll down past the Disabilites Subassessment and answer the following:


a.
Of the disabilities above, Are any Long Duration?


b.
Domestic Violence Victim?


c.
U.S. Military Veteran?
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9. Click Save and Close to exit the Entry Worksheet.  The Entry Worksheet is now completed!

10. The Entry/Exit window will display a summary of the Entry Worksheet that was just created.  Click Close to return to the client’s profile page.
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**To search for or access another client’s file, return to ClientPoint by clicking on the ClientPoint tab.**
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Exiting a client:

Search for Client:
1. Click on the ‘ClientPoint’ link or tab.

2. Search for the client that is to be exited from your program.  The quickest way to locate your client is to ‘Search Using Client ID’.  If searching for the client using the ServicePoint Id, ServicePoint will go directly to the client’s profile page. 
3. If the ServicePoint ID is not known, use the ‘Search for Existing Client’ Section and search for the client to be exited using their first name, last name, and/or SSN.  Click on your client from the list of Possible Matches that appears.  ServicePoint will go to the client’s profile page.

Exit Information:
1.  Click on the orange button at the right hand corner that reads ‘Entry/Exit’: [image: image4.png]



2.  Locate the record that corresponds to when the client entered the program.

     3.  Click on the Pencil Icon under the ‘Exit Date’


4. Enter the following information:

1) Exit Date - This field will be automatically have the current day’s date.  If this is not the day the client is exiting your program, then it is important to change this date to the actual day the client exited the program!!!
2) Reason for Leaving - Select from the drop down menu.

3) Destination - Select where the client will be staying after they leave the program.

4) Tenure – Select from the drop down menu whether this move is permanent, transitional, or unknown. 

5) Subsidy - Select from the drop down menu; indicating whether this move involves a specific grant (HUD or another) or no funding at all.


5.  If the client’s monthly income has changed (source of income has been lost, added or changed) since entering the program, scroll down to the Income section. Otherwise, got to step #6.
a.  If the client LOST an income source…

1) Click on the Pencil next to the income source that ended.



Note:  Do not delete an Income Source that the client no longer has!  Deleting a record will mean the client never had the income, and the client’s income history will be lost.
2) The Monthly Income subassessment window will open; enter the End Date of the source of income.





3) Click Save & Exit.  The Exit Worksheet will refresh and display the End Date.



b.  If the client has an ADDITIONAL income source… 

1) Click on the Add button to enter information about client’s increased/additional income.


2) Enter the following information in the window that is displayed:

a. Start Date - Should be after the entry date but before the exit date!

b. Source of Income – Select from the drop down menu.  If client has no income, select “No Financial Resources”

c. Monthly Income  - Input $0 if “No Financial Resources” was selected as Source of Income.  Do NOT leave blank.

3) If there is an additional source of income, click Save & Add Another and then repeat steps a, b, and c above.  Otherwise, click Save and Exit.  The Exit Worksheet will refresh and display the new Source of Income.


c.  If the client has CHANGED (increased or decreased) an income source…
1) Click on the Pencil next to the income source that has either increased or decreased.



2) The Monthly Income subassessment window will open; enter the End Date of the original amount for the source of income.  Do NOT change the Income amount!!!  Changing the income amount will make it seem like the client always had the new amount instead of showing that it has changed.




3) Click Save & Add Another Exit.  Wait for the Exit Worksheet to refresh with the End Date and then the new Income subassessment window to open.

4) Enter the Start Date of when the new income amount began (the day after the end date of the previous amount), the Source of Income, and the new Monthly Income amount.



5) Click Save and Exit.  The Exit Worksheet will refresh and reflect how the Source of Income changed.  In the example below, the client had a job that began 6/8/03 where he earned $425 per month.  He either got a raise, started working more hours, or got a new job on 1/15/08 that increased his monthly earnings to $600 per month.


6. If the client’s disabilities have changed (client has recovered from disability or has incurred an additional one) since entering the program, then scroll down to the Medical section.  Otherwise, go to step #7.

a. If the client has recovered from a disability then add the date the disability ended.

1)  Click on the Pencil next to the disability.



2) The Disabilities subassessment window will open; enter the End Date of the source of income.





3) Click Save & Exit.  The Exit Worksheet will refresh and display the End Date.

b. If the client has a new disability then click on the Add button.



1) Enter the Start Date of the new disability (should be after the date the client entered the program), the Disability Type, and if Above condition is going to be long term?.


2) Click Save and Exit.  The Exit Worksheet will refresh to display the new disability.


7. You have now completed the Exit Worksheet!  Click Save and Close to close the worksheet.

8. The Entry/Exit window will now include in the summary the date of the Exit Worksheet that was just created.  Click Close to return to the client’s profile page.


**To search for or access another client’s file, return to ClientPoint by clicking on the ClientPoint tab.**
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