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ABSTRACT 

This document is a short tutorial for Entry/Exit programs with Interim Reviews 
using ServicePoint. These programs might also use other features in ServicePoint. 
Note that the Household Workflow should be used together with this for 
programs that serve households.  
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What is Entry/Exit?  
It’s a workflow sequence in ServicePoint for projects that have a specific client entry 
date, a period during which a client is enrolled, and a specific client exit date. 

Client Entry  
Note: Use the Entry to reflect the client’s situation at time of entry into the project 
ONLY. 
 
1) Get started. 

a) Logon with your username and password. 
b) Check the program you are logged on to. If it’s correct, continue. 

i) – OR – Click the EDA link to change to the correct program. 
c) Set the Back Date to be the same as the client entry date. 

d)  
2) To find the client 

a) Click on ClientPoint 
b) Enter the client’s First and Last Name and SSN to search for him/her. 

i) – OR – Search by client ID# and click Submit 
c) Review the list of possible matches ServicePoint displays.  
d) If you see your client, select him/her by clicking on the + sign  

i) – OR – Click the button to add a new client.  

 
3) To create or update households (if you are working with a family that is entering the 

program) 
a) Click the Households tab 
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b) See the Document: RTFH Tutorial – Household Workflow 

4) To create a Release of Information (optional, but recommended) 
a) Click the ROI tab 
b) Click Add Release of Information 
c) Complete the fields 
d) The End Date is agency-defined, but should be at least one year 
e) Click Save 
f) If you have the signed ROI ready for upload, click the binder clip on the right to 

upload a file.  
5) To enter the client (and household, if applicable) into your project 

a) Click the Entry/Exit tab 
b) Click Add Entry/Exit button 
c) For a household, click the checkbox of each household member entering.  
d) Select the correct Type and click Save & Continue. 

i) Contact the RTFH if you have questions about which Type to choose 

 
e) Complete all fields for the first assessment 
f) Click Save button (not Save and Exit until all assessments for all household 

members are complete) 
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g) If you’re working with a family, under Household Members on the left, click on the 
next household member and complete the default assessment.  
i) Click Save and do the same for each household member. 

h) Look to see if there are more assessments to be completed on this page. 
i) Click on the next assessment and complete it for each household member.  
j) Repeat for each assessment.   
k) Verify that all household members and all assessments (if more than 1) have a 

green checkmark next to them. 

 
l) After all assessments are complete for each household member, click Save & 

Exit button.    
6) You are done with Client Entry. Other things to review: 

a) Using Case Management 
b) Using Interim Review 
c) Adding Services  
d) Adding and Updating Households 

 
  



 5 

Using Interim Review 
HUD requires a Interim Review whenever a client’s situation changes during project 
enrollment, and an annual, documented Interim Review for all clients enrolled in a 
project for more than 365 days. 
 
1) Get started. 

a) Logon with your username and password. 
b) Check the program you are logged on to. If it’s correct, continue. 

i) – OR – Click the EDA link to change to the correct program. 
c) Set the Back Date to be the same as the client Interim Review date. 

2) To find the client 
a) Click on ClientPoint 
b) Enter the client’s First and Last Name and SSN to search for him/her. 

i) – OR – Search by client ID#. 
c) Review the list of possible matches ServicePoint displays.  
d) When you see your client, select him/her by clicking on the name or pencil  

3) To add an Interim Review for each household member 
a) Click the Entry/Exit tab 
b) Click on the ‘Interims’ icon next the correct project entry 

 
c) If working with a family, click the checkbox of each household member  
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c) Complete each field and click Save & Continue button. 
d) Complete all applicable fields that either need to be updated or answered for 

each assessment for each household member. Click Save button once all 
assessments are complete   

e) After all assessments are complete for each household member, click Save & 
Exit button.    

4) You are done with Client Interim Review.  
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Client Exit  
 
1) Get started. 

a) Logon with your username and password. 
b) Check the program you are logged on to. If it’s correct, continue. 

i) – OR – Click the EDA link to change to the correct program. 
c) Set the Back Date to be the same as the client Exit date. 

2) To find the client 
a) Click on ClientPoint 
b) Enter the client’s First and Last Name and SSN to search for him/her. 

i) – OR – Search by client ID#. 
c) Review the list of possible matches ServicePoint displays.  
d) When you see your client, select him/her by clicking on the name or pencil  

3) Close any open Service Transactions (See the document: Adding Services) for all 
household members 

4) Close Case Management plans. Put an end date on the Case Manager assignment 
(See the document: Case Management) for all household members 

5) To exit each household member 
a) Click the Entry/Exit tab 
b) Click on the ‘Exit’ pencil 
c) For a household, click the checkbox of each household member exiting.  
d) Complete each field and click Save & Continue button. 
e) Complete all fields for first assessment 

i) Make sure you verify and/or update all fields  
f) Click Save button (not Save & Exit) 
g) Under Household Members, click on the next household member and complete 

the default assessment.  
i) Click Save and do the same for each household member. 

h) Look to see if there are more assessments to be completed on this page. 
i) If there is another assessment, click on the next assessment and complete it for 

each household member.  
j) Repeat for each assessment.   
k) Verify that all household members and all assessments (if more than 1) have a 

green arrow next to them. 
l) After all assessments are complete for each household member, click Save & 

Exit button.    
6) You are done with Client Exit.  
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Notes 
 
Income at Entry and Exit Example 

• The information you enter at Client Entry should be accurate as of the date of 
entry. When you enter earned income, it is the earned income received as of the 
entry date. If client Jim is earning $500 per month, enter that on the entry page. 
The start date should be the date he started the job at the $500 per month level. 

• The information you enter at Client Exit should be accurate as of the date of exit. 
When you enter income, it is the income received as of the exit date. If client Jim 
got a raise and is now earning $100 more than he did at entry, you will enter an 
end date for his prior earning amount ($500). Assume the end date is 6/14, the 
last day he worked before he got the raise. Now add a new income item for $600. 
The start date will be the first day of work with the raise, 6/15 in this example.   
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