 ClientPoint
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ServicePoint Logo icon indicates that the provider uses ServicePoint. 
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Group Star icon indicates the provider who is conducting the search, created that actual client
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Group Down Arrow icon indicates Level 3 provider and all subordinate providers are included 
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Edit icon to change data or see more data
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Red Minus icon removes(temporary) 
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Group Minus icon removes a provider and its subordinate providers
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Green Plus icon adds
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Group Plus icon add a provider and its subordinate providers
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Magnifying Glass icon displays
[image: image10.jpg]



Red X icon deletes (permanent)
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Reactivate icon means an item is inactive and is not entirely deleted.  It can be reactivated.
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Red or Green bar to the left of a question shows theanswer history for a specific question
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Notes icon to add or alter notes regarding the need. 
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Add Service icon adds services to the corresponding need. 
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Add Referral icon adds referrals to the corresponding need. 
Searching for an Existing Client: Basic Search

1. Click the ClientPoint tab on the navigation toolbar. The screen will refresh and display the Client Search screen. 
2. Enter the Client’s name or partial Social Security Number into the Searchfields. 
3. Click Search to return a list of possible matches.

4. The screen will refresh to show a possible list of matches.
 
Searching for an Existing Client by Entering or Scanning ID

 

1. If a client has a Client ID card, you can simply scan the card using the scanner that is connected to your system. (See the SkanPoint section for more information.) The screen will refresh and the Client ID will be entered automatically. 
2. You can also type the Client ID # directly into the text field – assuming you know the number – and click Submit. 

3. This will directly open the Client Profile screen. 
Adding a New Client

Search the database for matching clients to avoid duplicate counts in the system. If no matches are found, then you can enter a new client. 

 

1. Click the ClientPoint tab on the navigation toolbar. 

2. Enter the client's information into the Client Search portion of the screen (First Name, Last Name and/or SS#) 
3. Click Search. The screen will refresh and display, if available, a list of clients that match the client information you entered.
Here are some helpful hints to remember when searching for a client:

· If you search for both First and Last Name you will be doing an 'and' search—the client must have both a first name and last name to be found.

· When searching for a SS#, you are searching for the digits that make up that social security number—this is in case numbers were not entered exactly in order.

· When you search for a name AND an SS#, the system performs an 'or' search between the Names 'or' the SS#. 

· In addition, ClientPoint also searches using a "soundex." This means results will be displayed that "sound" like the name you entered. If you want to turn this feature off, select the checkbox to the right of Exact Match? If you check the Exact Match? option, the system will produce results that contain the letters or numbers in the exact sequence you entered them. This does NOT mean that it will only include the letters or numbers you entered. For example, if you type in "Sam," the search may also include "Samuel" and "Basam."

1. The Client Results list will populate with possible matches for the client being searched on. If you don’t see the client’s name in the results list, Click Add Client with this Information
2. A warning window appears, Click OK to continue. 
3. The screen will refresh and display the client's new Profile screen. 

4. Click Save to retain the client data and remain on the screen to continue editing the client information. 
5. Click Save & Exit to retain the client data and exit to the previous screen. 
6. Click Exit to return to the previous screen without retaining the changes.

 

Working with Unnamed Clients

Bowman Systems has a client entry option for agencies that require an additional layer of protection and security for their clients (e.g. domestic violence programs and shelters). This option allows for the entry of a client, including the creation of a unique id, without saving the client's name in the database. It uses the same algorithm used for Named Clients when creating the unique id, and therefore provides a more accurate unduplicated client count than using the Anonymous client record. In addition, this feature does not utilize an SSN identifier.

 

Users who will be using the Unnamed Client feature will have to be granted access by their System Administrator. It is important to understand that once access has been granted to a user, that individual will only be able to manage Unnamed Clients. They will not have the ability to search for or enter Named Clients.

 

 

	WARNING

	Users who have access to the Unnamed Client feature of ServicePoint will only be able to enter Unnamed Clients. They will not be able to search for or enter Named Clients.


 

 

	IMPORTANT

	The CallPoint module does not support the Unnamed Client feature.


 

 

How It Works

When the Unnamed Client option is activated, the case manager will enter a client into the system as normal. As with entering any client, it is important to enter the client's first name, last name, date of birth, and gender to ensure a unique client identifier code to be applied for that client. The difference when the Unnamed Client option is activated is that once this information is entered and the system generates a unique ID, the information is discarded permanently from the ServicePoint database. So, the client is entered securely and a unique ID is created to ensure quality data for unduplicated names in all reports.

 
 

Working Within Client Profiles
The Profile screen has three main sections: 
· Client Profile

· Additional Profile

· File Attachments

· Infractions
1. Click the ClientPoint tab on the navigation toolbar. 
2. Enter a client’s name or social security number into the Search fields. 

3. Click Search to return a list of possible matches.  

4. If the Client ID is known, enter it in the Client ID # field. Click Submit
5. ServicePoint will navigate directly to the Client Profile Screen
Backdate Feature
The Back Date feature allows the user to enter information for a date prior to the current date.

 

1. Click Back Date. A window will display stating the following, "Back-date Mode allows you to enter historic assessment information for a client." 
2. Enter the date in mm/dd/yyyy format, or use one of the three date buttons. 

3. Click Set Back Date. The screen will refresh.
4. Notice the yellow part of the screen, which indicates you are in Back Date mode. There is now a date to the right of the Back Date link that shows you the back date that was set. 
5. Complete assessment data as usual.
6. Once you have completed the data entry, click the blue underline link to return to exit backdate.
Client Profile Section

The Client Profile contains the current information for the client.

1. Alter the existing information as necessary. Every field may be modified. 

2. Click Save to retain the changes. 

3. Click Save & Exit to retain the changes and return to the previous page.

4. Click Exit to return to the previous page without retaining the changes.

File Attachments

1. Click Add New File Attachment 
2. Click the Browse button. The computer’s File Upload window will display. 

3. Locate the file to be added to the ServicePoint client record.

4. Double-click the file name to move the file name back to the ServicePointUpload Attachment window. 

5. Enter a description of the file in the Description field. (If you are selecting an image for the client's ID card, then the image must be a JPEG or in .jpg format. Additionally, the file Description must contain the words "client" AND "photo.")
6. Click Upload. The window will close and the attached file will be listed in the File Attachments section of the Client Profile. 
7. Click the Red X icon to delete the file attachment. Click the Magnifying Glass icon to view file attachment. 

Incidents

Use Incidents to indicate when a client is banned from a program either for a period of time or indefinitely. When a client is banned, it will be noted on the Client Search screen and on the Client Profile. Incidents are visible by users in the same Agency and all System Administrator II's. In addition, if the ROI is open, users in other agencies will see the incident.
1. Locate the Incidents section of the Client Profile.

2. Click Add New Incident. The Add a New Incident window will display.

3. Enter the Banned Start Date. If the client is banned for a specified period of time, enter the last day of their ban in the Banned End Date field. Otherwise, leave this field blank and the client will be banned indefinitely.

4. Choose the reason the client is banned from the Incident picklist. 

5. Enter the name of the person who set the ban in the Staff Person field. 

6. Enter the locations where the client is banned in the Sites Banned From field. 

7. Enter any additional information into the Notes field. 
8. Click Save. Click Cancel to exit Add a New Incident without saving the incident. 

Client Households

Note:      Create household members before creating an Entry/Exit. This allows the Household information to be included in the Entry/Exit which facilitates reporting on households/families.
Create a New Household

1. Navigate to the Client Information tab and click to display the Households Overview screen. 

2. Click Start New Household to create a new household.  

3. The Add a New Household screen will display.

4. Select a Household Type from the pick list. 

5. Set the Head of Household indicator. If this client is Head of Household, select Yes, otherwise select No. 
6. Select Relationship to Head of Household from the pick list. If the client is the Head of Household, select Self.

7. The Date Entered defaults to the current date. This is the date the client will be entered into the household. It is a required field.

8. Date Removed should remain blank until the client exits the household. 
9. Click Save to add the household. The user will be returned to the Household Overview screen. The newly added household will display Click Cancel to return to the previous screen without adding the household. 
10. Click the Edit icon to add household members. (See the Edit a Household section of the help file.)
11. The user will be returned to the Household Overview screen. The newly added household will   display and The Household Type is listed from the previous screen
12. Search/Add Additional household members 

13. If client is preexisting, and the Client Number is know, enter a Client ID, and click Submit 
14. Otherwise, in Client Search enter the client's information. Click Search. 

15. The screen will refresh and the Client Results area.  

16. Click Clear to reset the search fields. 
17. The screen will refresh and the Client Results area may display a list of clients that are possible matches for the entered client information. 
18. Click the Green Plus icon to add the client to the household. 
19. The Add New Household Member screen will display.
20. If this client is Head of Household, select Yes, otherwise select No. 
21. Select Relationship to Head of Household from the pick list. If the client is the Head of Household, select Self.

22. The Date Entered defaults to the current date. Date Removed should remain blank until the client exits the household. 

23. Click Save to add the new household member. The newly added household member will be displayed in the Edit Household screen. 

Edit a Household 

1. Click the Households tab to display the Household Overview screen. 

2. Click the Edit icon to edit a household

3. From the Edit Household screen, the user may remove or change household member information, alter the household type, and add clients to the household. 
4. Click the Red Minus icon to remove a client from the household. 
5. Click the Edit icon to adjust the client’s household information. Adjust the available fields. 
6. To remove a client from the household add a Date Removed.Adding a Date Removed keeps the client listed in the household for historical reference, but the client will not be counted as a household member. 

7. Click Save to retain the changes and exit to the Edit Household screen. 
8. Click Exit to return to the Edit Household screen without retaining the changes.  

9. To add Household members after the fact, click the Pencil next to Household Type
10. If client is preexisting, and the Client Number is know, enter a Client ID, and click Submit 
11. Otherwise enter the client's information. Click Search
12. The screen will refresh and the Client Results area may display a list of clients that are possible matches for the entered client information. 
13. Click the Green Plus icon to add the client to the household. 
14. The Add New Household Member screen will display. 

15. Set the Head of Household indicator. 
16. Select Relationship to Head of Household from the pick list. 
17. The Date Entered defaults to the current date. Date Removed should remain blank until the client exits the household. 
18. Click Save to add the new household member. The user will be returned to the Edit Household screen. The newly added household member will be displayed. If needed, click Cancel to return to the Edit Household screen without adding the household member. 
19. The user will be returned to the Edit Household screen. The newly added household member will be displayed. 
Release of Information (ROI)
An ROI is added from the ROI tab on the Client Information screen.

 

1. Client Search and navigate to the Client Profile. 

2. Click the Release of Informationtab
3. Click Add Release of Information
4. If the ROI will cover other members of the client's household, click the checkboxes next to the clients' names in the Household Members section. 

5. Select the Provider issuing the ROI. If needed, click Search to change the provider by locating a provider using the standard ServicePoint provider lookup, or click My Provider to reset the provider to the default. Click Clear to reset the field. 

6. Click a selection from the Release Granted pick list. 

7. Enter the Start Date for the ROI in mm/dd/yyyy.
8. Enter the End Date for the ROI in mm/dd/yyyy format.

9. Indicate the type of ROI consent by making a selection from the Documentation pick list. 

10. If there was a witness to the client's consent to the ROI, then enter that person's name in the Witness text field. 

11. Click Save Release of Information. The window will refresh to the Release of Information screen. The new ROI will be listed.

Edit an ROI

1. Client Search and navigate to the Client Profile. 
2. Click the Edit Icon. The Release of Information window will display
3. Make the desired changes to the available fields.

4. Click Save Release Info
5. Click Exit to return to the Client Profile.
Delete an ROI

1. An ROI is deleted from the ROI tab on the Client Information screen.

2. Client Search and navigate to the Client Profile
3. Click the Red X Icon.  A confirmation screen will display. 

4. Click Yes to delete the ROI. Click No to return to the previous screen without deleting the ROI. 

5. The screen will refresh and display the Release of Information screen.

6. Click Exit to return to the Client Profile.

Close the Client to External Providers – Use when necessary!

If the Client Profile in default to Open, where all providers are sharing the First Name, Last Name, and Partial SSN. This example shows how to close a record to external providers. Once the record is closed (or closed with exceptions), external providers will not be able to locate the client or view their information in the ServicePoint database.

1. Display of the Client Profile. 

2. The lock in this image indicates the client record is Open. Click the Lock icon to display the Client Visibility screen. 

3. The record isOpen because the Global Group (all providers in ServicePoint) is the only Sharing Group populated in Visibility Groups; therefore all providers in the database have access to the client data. Click the Red Minus icon to delete group. 
4. Now in Visibility Groups there are no Sharing Group listed. Click the Red X icon to close the Client Visibility screen and return to the Client Profile. 
5. Notice that the Lock icon changed from Open to Closed with Exceptions. (This could be a Closed setting as well).  The client will now be visible only to the provider that added the record and it’s visibility group and/or subordinate providers. 

Entry/Exits

Entry/Exits are an extremely important part of ServicePoint. They document clients' entries and exits to and from a provider’s program.Information entered into Entry/Exit fields is utilized to produce accurate reports.
· Existing Entry/Exit information will be listed. 
· Select either add a new Entry/Exit, or 
· Click one of the Edit icons to modify an existing Entry/Exit.  
Add a New Entry/Exit

1. Navigate to Entry/Exits by first selecting a client record in ClientPoint.
2. Click Add Entry/Exit. 
3. The Entry/Exit pop-up window will appear. 

4. Check the household members affected by the Entry/Exit. 
5. Select a Provider
6. Select Entry Type
· Different assessments can be attached according to the type of Entry that is created.  This is set-up by your agency administrator

7. Enter the Entry Date in mm/dd/yyyy format. 

8. Click Cancel to return to the previous screen without saving the Entry/Exit.  

9. Click Save and Continue to view the actual Assessment that is assigned to the Entry/Exit type.

10. Add client data to the assessment, click Save when finished.

Note:  In order to complete the assessment questions for the other household members – do the following

· Be sure to Save and Exit first.  Window closes to the Entry/Exit tab. Assessment.

· Click the Edit Pencil next to the Entry date to reopen the program entry screen
· Click the Edit Pencil next to the Entry Date for the other HH member’s name to switch between records.

· Click Save each time assessment data is added.

· Repeat for all household members

· When finished, go back on the HoH record, as a regrouping aspect.
Edit an Entry/Exit

1. To edit an existing Entry follow the steps below. 

2. Click the Edit Entry icon, the Entry pop-up window will appear. The Entry pop-up will display previously saved information. 
3. Alter the Provider, and the Entry Type if required. 

4. Alter the Entry Date if necessary. 

5. When the Entry Type is changed, click Submit to display additional Entry Assessment information.  

6. Select Household Members that are attached to this entry. 

7. Complete the EntryAssessment information. 

8. Click Save to save the assessment data and remain on the screen to continue adding data.
9. Click Save & Exit to retain the changes and exit to the previous screen. 
10. Click Cancel to exit without adding an Entry/Exit record and return to the Entry/Exit list. 
Enter Exit Data – To Be Completed after Services/Case Plans

1. To enter Exit data, click the Edit Exit icon The Entry/Exit pop up will display Exit Data.

2. Select Household Members that are associated with this Exit. 

3. Complete the Exit Data information. Exit Date and Destination are required fields.

4. Make changes, if necessary, to the assessment associated with the Entry/Exit.  

5. Click Save to save the Exit data and remain on the screen to continue adding or changing data
6. Click Save & Exit to retain the changes and exit to the previous screen. 
7. Click Cancel to exit without adding an Entry/Exit record. 
Service Transactions

Add Multiple Services – Recommended method for adding services
1. Search for client in ClientPoint. 

2. Click the Add Multiple Service button to display the Add Multiple Servicescreen.  Select the correct provider before entering data in the Service List. If the provider is changed, the page will refresh to make adjustments for the selected Provider's Service List defaults. Any data in the Service List will be removed and will require re-entry.
3. Click the checkboxes next to the household member's names in the Household Memberssection
4. Select the provider issuing the Multiple Services
5. In the Service List, set the Number of Services and Status
6. In the Service List area, complete the following fields for every service: 

· Enter the Number of Services to be added. This number is typically one, but this field allows the user to add more than one service of the selected type. As an example, this may be used to add three meals in a day without having to add three separate transactions.

· Select a Service Type from the pick list, or use the default service that is initially populated in the field. 

· Select a Provider Specific Service from the pick list. The Provider Specific Service is chosen from a customized list created for the current provider.

· Enter a Start Date and End Date for the Service in mm/dd/yyyy format. 

· Click Add Funding Source to add a funding source. Multiple sources may be added for each Service.

· In the Unit area, add the Number of Units, Unit Type and Cost of Units. 

· At the bottom of the screen, select a Status, Outcome, and If Not Met, Reason from the pick list. When adding a Service only the Status is a required field.
7. Click Add Another to add a service transaction to the screen. 

8. Click Save to save the multiple services. A list of the client's Services will display on the Previous Services screen. 

9. Click Cancel to return to the previous screen without retaining the multiple services. 

Airs Taxonomy Window

1. A list of corresponding taxonomy codes are available to choose from when capturing services.  

2. Select a Service Type from the pick list, or click Look Up to assign a service term using the taxonomy. 

3. Click the View hyperlink. The screen will refresh and display the Details in the right panel. 

4. Each time you click a sub category the screen will refresh and add a button that will return you to the previous level. In this case, the Return to Previous Level button appears. 

5. Clicking the Reset Search Form will return you to the initial Taxonomy screen.

6. Click Select next to the appropriate code. The selected service code is now in the right box. 

7. Click Remove or Clear All Selected Codes if you want to remove the code.

8. Click Submit. 

Add a Need (only)
1. Search a client in ClientPoint.

2. Click the Service Transaction tab to display the Service Transaction Dashboard.

3. Click the Add Need
4. If the Need will cover members of the client's household, click the checkboxes next to the household member's names in the Household Members section.
5. Select a Need from the pick list, or click Look Up to assign a need using the taxonomy. 
6. Select the provider issuing the Need. 

7. Enter the Date of Need for the transaction in mm/dd/yyyy format. 

8. Enter Amount if Financial if there is a dollar amount associated with the Need. 

9. Add Notes to include further information regarding the Need. 

10. At the end of the screen, select a Status, Outcome, and If Not Met, Reason from the pick list. When adding a need only the Status is a required field. 

11. Click Save and Exit to display a list of the client's Needs on the Previous Needs screen. 

12. Click Cancel to return to the Service Transaction Dashboard without adding a Need. 

13. Click Save and Continue to save the need and display the Service Transaction WorkFlowscreen. 
14. Click Back to Dashboard to display the Service Transaction Dashboard
Add a Service (attaching to a Need that was created from above)
1. Click the Add Service button 
2. If the Service will cover members of the client's household, click the checkboxes next to the household member's names in the Household Members section. 

3. Complete the following fields to add a Service: 

· Select the provider issuing the Service. 
· Enter a Start Date and End Date for the Service in mm/dd/yyyy format. 

· Select a Service Type from the pick list, or click Look Up to assign a service term using the taxonomy. (See AIRS Taxonomy Window for more information)

· Select a Provider Specific Service from the pick list. The Provider Specific Service is chosen from a customized list created for the current provider.

· Add Notes to include further information regarding the Service. 

· Click Add Funding Source to add a funding source. Multiple funding sources may be added for each Service.

· In the Unit area, add the Number of Units, Unit Type and Cost of Units. 

· In the Follow Up area, if a follow up will occur, select the Follow Up Date when adding a transaction. The Actual Follow Up Date and Follow Up Made fields are completed in edit mode when the follow up occurs.

· At the bottom of the screen, select a Status, Outcome, and If Not Met, Reason from the pick list. When adding a Service only the Status is a required field.

4. Click Exit to return to the Service Transaction Dashboard without adding a Service
5. Click Save and Exit to display a list of the client's Services on the Previous Servicesscreen. 
6. From the Previous Services screen, click Add Service
7. Click Add Multiple Services to navigate to the Multiple Servicesscreen.  

8. Click Back to Dashboard to display the Service Transaction Dashboard
Editing Needs and Services

1. After a client is located or added, click the Service Transactiontab to display the Service Transaction Dashboard. 

2. Click the View Previous Service Transactions button to display the Service Transactionscreen. 

3. Click one of the available tabs, Needs, Services, Referrals, Shelter Stays, or Entire Service History to move into that area. The Needs tab is displayed by default.

4. In the Previous Needs area, the following functions are available:

· Click the Red X icon to remove the transaction from the client. 

· Click the Edit Pencil icon to display the Edit Need screen. When editing a need, change the fields as necessary and save the changes to return to the Previous Needs screen 

· Complete the date fields and click Search to limit the displayed needs. 

· Click the Add Service icon to add services to the corresponding need. The Add Service screen will display. Adding a service is described in the Add Service
· Click the Add Referral icon to add referrals to the corresponding need. The Add Referral screen will display. Adding referrals is described in the Add Referral section. 

· Click Add Need to add a need to the client. 
· Click Back to Dashboard to return to the Service Transaction Dashboard. 

· Click Exit to exit the client and return to Client Search Results.  

5. Click the Services tab to display Previous Services. 

6. In the Previous Servicesarea, the following functions are available:

· Click the Red X icon to remove the transaction from the client. 

· Click the Edit Pencil icon to display the Edit Servicescreen. When editing a service, change the fields as necessary and save the changes to return to the Previous Services screen. 
· Complete the date fields and click Search to limit the displayed services. 

· Click Add Service to add a service to the client. 

· Click Add Multiple Services to navigate to the Multiple Services screen. 

· Click Back to Dashboard to return to the Service Transaction Dashboard. 

· Click Exit to exit the client and return to Client Search Results. 

7. Click the Referrals tab to display Previous Referrals.
8. In the Previous Referrals area, the following functions are available:

· Click the Red X icon to remove the referral from the client. 

· Click the Edit Pencil icon to display the Edit Referralscreen. When editing a referral, change the fields as necessary and save the changes to return to the Previous Referralsscreen. 

· Complete the date fields and click Search to limit the displayed referrals.
· Click Add Referral to add a service to the client. 

· Click Back to Dashboard to return to the Service Transaction Dashboard.
· Click Exit to exit the client and return to Client Search Results. 

9. Click the Entire Service History tab to display All Service Transactions. 
10. In the All Service Transactionsarea, the following functions are available:
· Click the Red X icon to remove the transaction from the client. 

· Click the Edit Pencil icon to display the Edit screen for the selected transaction type. 

· Complete the date fields and click Search to limit the displayed transactions. 

· Click the Add Service icon to add services to the corresponding need. The Add Service screen will display. Adding a service is described in the Add Service section. 

· Click the Add Referral icon to add referrals to the corresponding need. The Add Referral screen will display. Adding referrals is described in the Add Referral section. 

· Click Back to Dashboard to return to the Service Transaction Dashboard. 

· Click Exit to exit the client and return to Client Search Results. 

Adding Goals, Case Notes to Case Plans

1. Add or Find client in ClientPoint.
2. Click the gray Case Plans tab. 
3. Click Add Goal. 
4. If HH members are present, click Check all HH Members (or click the Check Box(es) individually), to include them in the goal
5. Complete each field in the Goal Datasection:

· Provider: Select your default provider for which the client and client goal will be associated with.
· Date Goal was Set ,Classification, Type, Target Date, Overall Statusl.

· If Closed, Outcome: there may be a possibility that the case plan is entered and the goal may be met on the same day and it is being entered in one step.

6. OPTIONAL:  Complete each field in the follow up section: 
· Projected Followup Date: If there will be a follow-up on this goal, enter the date you anticipate the follow-up will take place or select from one of the auto-fill icons. The date must be in the mm/dd/yyyy format.

· Follow Up User: This is the user who is assigned to follow up with the client. A picklist of available users appears based on the provider. Click My Provider to select your default provider for which the user list will be associated (or click Search to find another provider). Select the user from the pick list. 

· Follow Up Made: Select the status from the picklist. 

· Completed Follow Up Date: Enter the date the follow-up was completed or select from one of the auto-fill icons. The date must be in the mm/dd/yyyy format.

· Outcome at Follow Up: Select from the options in the picklist. 
7. Click Add Goal.
8. After the page has refreshed, three new sections will appear near the bottom of the screen.
 

Case Notes

1. Click Add Case Note. 
2. Complete the following fields:

· Provider: By default, the Provider associated with the goal will display; however, the provider can be changed by clicking the down arrow
· Note Date: By default, the Note Date field is populated with the current date and time; however, you may change the date here. The date must be entered in mm/dd/yyyy format.

· Note: Enter the Case Note into the Note field.
3. Click Save Case Note.
Deleting a Case Note

1. Click on the Case Plans tab.  
2. Click the pencil icon to the left of the goal title. 

3. Scroll down to the Case Notessection and Click the Red X icon to the left of the case note ( "Are you sure you want to delete this Case Note?")
4. Click Yes to continue.  
 
Edit a Goal

1. Click the Case Plans link.  
2. Click the pencil icon to the left of the goal title. 

3. Make the desired changes i.e. Dates, Outcome, Status, etc. 
4. Click Save & Exit
Deleting a Goal

1. Click the Case Planstab.

2. Click the Red X icon to the left of the goal title ("Are you sure you want to delete this Goal?")
3. Click Yes to continue. 
 

Action Steps and Services Added to the Goal (OPTIONAL)
Action Steps are optional and can be added to a Goal after the goal has been added to the system
Add an Action Step
1. Click Add Action Step. 

2. Complete each field in the action step section: 

· By default, the Provider associated with the action step will display; however, the provider can be changed by clicking Search or My Provider. 

· Enter the Date Action Step was Set in mm/dd/yyyy format or use one of the date auto-fill icons. By default it will be set to the current date.

· Describe the step in the Action Step text box. 

· Enter the date by the action step should be completed in the Target Date
· Select the Overall Status  

· If Closed, Outcome
3. OPTIONAL:Complete each field in the follow up section: 
· Projected Followup Date, Follow Up User, Follow Up Made, Completed Follow Up Date, Outcome at Follow Up:. 
4. Click Save Action Step
Deleting an Action Step
1. Click the Case Plans tab.   Each listed Goal includes its basic information. 

2. Click the pencil icon to the left of the goal title.  The screen will refresh and display the goal information. 

3. Scroll down to the Action Steps Planned section. 
4. Click the Red X icon to the left of the action step ("Are you sure you want to delete this Action Step?" )
5. Click Yes to continue

Service Items (attached to a Goal)

1. Click Add Service. 

2. Click OK. The screen will refresh to the Service Transactions screen.

3. The Service Transactions window appears. Bold fields with an asterisk are required fields. Complete the upper section first:

· Add household members if necessary and available. 

· Change the provider if necessary by clicking Search or My Provider. 

· Enter the Start Date or use one of the auto-fill icons. If this service transaction already has an end date—perhaps you are just now entering the entire transaction—then enter the End Date. 

· Choose the Service Type from the available quick picklist or click Look Up so search using AIRS taxonomy. 

· Choose the Provider Specific Service from the available options in the picklist. 

· Type any Service Notes in the available field.
4. Click Add Funding Source if you would like to track and report on a source.  

5. Enter the Source from the picklist, which is required and/or enter the amount, which is not required. 

6. Click Save or Save and Add Another if you have additional funding sources.  

7. The funding source will be added to the Service Costs section. 

· Enter the Projected Follow Up Date or use one of the auto-fill date icons. 

· Choose Follow Up User
· Follow Up Made: Select the status from the picklist. 

· Completed Follow Up Date: 
· Select the Status from the available picklist. This is a required field. 

· Outcome: Select from the options in the picklist. 

· If Not, Reason: If there was no outcome, select the reason from the picklist required

· Click Save & Exit to save the service item and return to the Service Transactions tab of the Client Information screen. 
 
Completing a Goal and/or Action Step Follow-up (Home Screen)
Once a follow-up date has been set, Goals, Action Stepwill be listed on the ServicePointHome screen.

1. Click the Home tab 

2. At the bottom left of the screen there is a Followup List. The Projected Follow-up Dates are listed in the Date column, and the Time Remaining column indicates how much time is left from the current date until the Projected Follow-up Date. If the Projected Follow-up Date has already passed, then the Time Remaining will be noted in red and will say “Past.”

3. Move your mouse over the Client ID hyperlink to view the name of the client. Similarly, if you move your mouse over the Goal or Action Step link, you will be able to view the Goal or Action Step title. 

4. Click directly on the Goal or Action Step to open that are of the Client’s record

Goal Follow-Up

1. Locate the Follow Up section. 

2. If a follow up was made, use the Follow Up Made picklist and select Yes. 

3. Enter the Completed Follow Up Date in mm/dd/yyyy format. 

4. Select the status of the goal at the time the follow-up was made from the Outcome at Followup picklist.

5. Click Save Goal to save the changes and remain on the current screen. Click Save & Exit to retain the changes. The screen will refresh and display the Case Plans screen.

Action Step Follow-Up 

1. Locate the Follow Up section. 

2. If a follow up was made, use the Follow Up Made picklist and select Yes. 

3. Enter the Completed Follow Up Date in mm/dd/yyyy format. 

4. Select the status of the Action Step at the time the follow-up was made from the Outcome at Followuppicklist.
5. Click Save Action Step to save the changes and remain on the current screen. The screen will refresh and display the Action Step screen.

6. Click Exit to move to the client’s Goal screen. 

7. Click the Home tab. The screen will refresh and display the ServicePointHome screen. The follow-up you just completed will no longer be listed in the Followup List. 

 
Complete Goal and/or Action Step Follow-up (Case Plans tab)
1. Click the Case Plans tab.  Each listed Goal includes its basic information.  

2. Click the pencil icon to the left of the goal title.  


Goal Follow-Up

3. Locate the Follow Up section. 

4. If a follow up was made, use the Follow Up Made picklist and select Yes. 

5. Enter the Completed Follow Up Date in mm/dd/yyyy format. 

6. Select the status of the goal at the time the follow-up was made from the Outcome at Followup picklist.

7. Click Save Goal to save the changes and remain on the current screen. Click Save & Exit to retain the changes. The screen will refresh and display the Case Plans screen.

  

Action Step Follow-Up

8. Scroll down to the Action Steps Planned section. 

9. Click the pencil icon to the left of the action step.The Action Step Data window will display  
10. Locate the Follow Up section. 

11. If a follow up was made, use the Follow Up Made picklist and select Yes. 

12. Enter the Completed Follow Up Date in mm/dd/yyyy format. 

13. Select the status of the Action Step at the time the follow-up was made from the Outcome at Followup picklist.
14. Click Save Action Step to save the changes and remain on the current screen. 

15. Click Exit to move to the client’s Goal screen. 

16. Click the Home tab. The screen will refresh and display the ServicePointHome screen. The follow-up you just completed will no longer be listed in the Followup List. 
Completing a Goal and/or Action Step (Case Plans tab)
1. Click the Case Plans link.   Each listed Goal includes its basic information. 

2. Click the pencil icon to the left of the goal title.  

Goal Completion

3. Select the Overall Status of the goal from the picklist. Choose "Closed" if you are closing the goal. 

4. Choose an option from the If "Closed," Outcome picklist. 

5. Enter the Date on which the goal was completed in mm/dd/yyyy format.

6. Click Save Goal to save the changes and remain on the current screen. Click Save & Exit to retain the changes. The screen will refresh and display the Case Plans screen.
Action Step Completion 

7. Scroll down to the Action Steps Planned section. 

8. Click the pencil icon to the left of the action step. The Action Step Data window will display.  

9. Select "Closed" from the Overall Status picklist.  
10. Select the reason you are closing the Action Step from the If "Closed," Outcome picklist. 

11. Enter the Date the Action Step was closed in mm/dd/yyyy format. 

12. Click Save Action Step to save the changes and remain on the current screen. 

13. Click Exit to move to the client’s Goal screen.   

Deleting a Goal Service Item 

1. Scroll down to the Service Items for this Goal section. 

2. Click the Red X icon to the left of the Service Item. 

3. Click Yes to continue.  The screen will refresh and the service item will no longer be listed in the Service Items For This Goal section of the screen.
Completing Assessments

The assessments listed on this screen will be customized for your organization.
 

1. Click the gray Assessments tab. (screen will refresh and display the Assessments screen)

2. Complete the fields provided which, of course, will vary depending on the assessment and how your provider set up the assessment.

3. To view the answer history for a specific question, click the Red or Green bar to the left of the answer field. 

4. Click Close to return to the assessment. (If you delete the assessment answer you will be presented with a confirmation window)

5. After completing the assessment, locate and click the Save button at the bottom of the window.

 
Deleting Assessment Answers

1. Select the appropriate assessments from the drop down menu. 

2. If you would like to view the answer history for a specific question, click the Red or Green bar to the left of the answer field. 

3. Click the Red X to delete the answer if it is no longer necessary to keep track. You will be presented with a confirmation window. 
4. Click Yes to delete the answer. 

5. The entry has been removed. Click the close button to return to the assessment window. 
6. Click the Save button at the bottom of the window.
Referrals

Referral functionality permits users to refer clients to providers that offer the services clients are seeking.

 
1. To refer a client to another provider, first lookup the client in ClientPoint and edit the client record. 

2. Click the Service Transactions tab. The screen will refresh and show the Service Transaction Dashboardscreen. 
3. Click the Add Referrals icon to display the Add Needs screen. 
4. From the Add Needs section of the screen, the user may assign household members affected by the referral, and select and modify the client's needs.

5. Click the Arrow icon to close or open an area. (Closing a section reduces the number of visible areas on the screen
6. Click the Check Box or the Name,or clickCheck All Household Members to fill all check boxes. 
7. Click Clear All to clear all checkboxes. 
8. Select the client's needs from the Service Code Quicklist.

9. In Service Code Quicklist highlight the service codes that apply to the client by clicking the code (use Ctrl and click to select multiple codes). Up to five codes may be selected.

10. Click Service Code Lookup to select service codes using the standard ServicePointService Code Search routine.
11. Click Add Terms to move the terms to the Selected Needs area of the screen. 
12. Click Date of Need(required field) It is initially populated with the current date/time. The user may alter the date/time as required.

13. The needs selected in Need(s) Assignment are displayed in Selected Need(s) area of the panel. 

14. To edit the need, notes or referral 

· Click the Red Minus icon to remove a need from the referral. 
· Click the Edit icon to add details to the need or to edit the need

· Enter an Amount if Financial for each of the needs.
· Click the Notes icon to add or alter notes regarding the need. 
· Click Remove All Needs to clear the needs from the referral.
Search for Providers

1. Click the Green Plus icon to select a provider for a referral. The selected provider will be listed in the Selected Providers area of the screen.

2. The ServicePoint icon indicates that the provider uses ServicePoint.  

3. Hover over the Provider Name to display a summary version of the Provider Profile. 
4. Click Show Full Profile to display a full version of the Provider Profile.  

5. In either the summary version of the profile or the full profile, click Add Referral to add a referral to the client.  
6. Close the Provider Profile screen with the Red X icon or click Exit to return to the Search Results. 
7. Hover over the Matched Needs icon to display a Matched Needs window that lists the needs satisfied by the provider. 
8. The Needs Referral Date is a required field that is initially populated with the current date.  Select a different date using the calendar icons if necessary.
9. If follow up of a referral is required, set the Projected Follow Up Date.  
10. Set a Follow Up User if required by the provider. 
11. The Check to Notify ServicePoint Providers by E-mail checkbox, when checked, will cause ServicePoint to issue an email notification concerning the referral to the referred-to-provider.
12. Referral(s)lists the referred-to-providers and the needs associated with each. The user may alter the checkboxes to change the need associated with the referral
13. Click Save Needs ONLY to associate only the needs with the client, or. 
14. Click Save ALL to associate the needs and the referrals with the client, or

15. Click Clear ALL to clear the needs and referrals and remain on the screen to begin again. or

16. Click Cancel to exit Add Needs without retaining needs or referrals. 

Receive a Referral

The Receiving provider will run the Outstanding Referrals report on a periodic basis to discover that a referral has been made. (An ROI for the client is needed for the referral to show in the Outstanding Referrals report.)
1. From the main ServicePoint screen, click the Reports tab. 

2. Click the Outstanding Referrals icon. The screen will refresh and display the Outstanding Referrals Report Options screen

3. Select the provider that received the referral from the Provider pick list. 

4. Select "Cases referred to my provider" from the Referral Type pick list. 

5. Enter a specific Referral Date Range during which the referral was sent to the provider.  
6. Click Build Report. 

7. Click the client Name to edit the client record. Click the Need Type to edit the referral. 

Cancel a Referral

Canceled referrals are referrals that the receiving provider is unable to rectify or solve for the client. Possibly the need was met by another provider, or the receiving provider is incapable of meeting the need. In these examples, the referral should be cancelled. To cancel a referral, follow these steps.

 

1. Search the client in ClientPoint and edit the client record. 

2. Click the Service Transactions tab. 
3. Click the View Previous Service Transactions icon, 

4. Click the Referrals tab. 

5. On the Referrals tab, click the Edit icon to open the Referral Edit screen.  

6. Scroll to the Referral Data sub-section. 

7. Select If Canceled, Reason from the pick list.  

8. Change the Status, Outcome, and If Not, Reason fields. 

9. Click Save and Exit to retain the changes. 

10. Click Exit to return to the previous screen without retaining the changes. 

 

Note:   Referrals must be cancelled by client, not by household. If a referral was added to multiple household members, the referral must be cancelled for each client. 
Note:   A cancelled Referral will be removed from the Outstanding Referral report.
Follow Up on a Referral

1. Click the Service Transactions tab. 

2. Click the View Previous Service Transactions icon
3. Click the Referrals tab. 

4. Click the Edit icon to open the Edit Referral screen. The first sub-section of the Edit Referral screen is Household Members. When altering a referral check household member checkboxes to update simultaneously their referral record with the client changes. Click Check All Household Members to select all members. Click Clear to remove the checks.  

5. The Needs Referral Date may be altered if necessary. 

6. Adjust the Projected Follow Up Date field.  

7. Select a provider from the pick list and select a user from that provider using the second pick list.

8. If a Follow Up was completed, change Follow Up Made to "Yes" and assign a Completed Follow Up Date.

9. Change the Status, Outcome, and If Not, Reason fields 

10. Click Save and Exit to retain the changes or

11. Click Exit to return to the previous screen without retaining the changes. 
Add a Service to a Referral

1. When adding a service checkboxes to add a service to the household member's record.  

2. Add Referral Data
3. Complete the Status and Outcome
4. Open  the Service sub-section.
5. Click Search to change the provider using the standard ServicePoint provider lookup. 

6. Enter the Start Date and, if known, the End Date in mm/dd/yyyy format. 

7. Select the service being provided from the pick list or click Lookup to locate a service using the standard ServicePoint term search. 

8. Select  a Provider Specific Service from the pick list. (if applicable)
9. CompleteService Notes. 

10. In the Funding Source area enter  Source,  Number of Units, Unit Type and  Cost of Unit
11. Set the Projected Follow Up Date., and Follow Up User
12. Click Save and Exit to retain the changes. 

13. Click Exit to return to the previous screen without retaining the changes. 
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