HUD: Entering Client Information

Step 1: - Entering Client’s Name 

	
	Steps

	1
	After logging onto the system, check to make sure you are entering under the correct provider.  If not, click on Click here to enter data as another provider.  Choose the appropriate provider/program by clicking on the Green Plus icon.
If you need to back date information, click on the Back Date Button. Enter the correct date and click on Set Back Date.
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	2
	Click on the ClientPoint tab.

	3
	In the First field, enter the client’s first name.

	4
	In the MI field, enter the client’s middle initial or middle name (if you have one).

	5
	In the Last field, enter the client’s last name.

	6
	Click Search to continue.  ServicePoint checks the database for an existing client record with the same name and lists all possible matches at the bottom of the screen.  

	7
	If:
	Then:

	
	There is an exact match.
	Click on the name of the matching client.

	
	There is not a match.
	In the SSN# field, enter the last 4 digits of the Social Security number. In the SSN Data Quality field, select Partial SSN reported.  Click Add New Client With This Information. Click OK.

	8
	Write down the Client ID. (from top of screen)

	9
	Save.

	10
	Do not enter any data in the Client Demographics section.

	11
	Complete the assessment on the profile page (if there is one)

	12
	Click on Save, not Save & Exit.

	13
	Client Notes is a new feature on the Client Profile screen.  Hover over the notes icon to view the entire note.


Step 2: Creating a Household (if appropriate)
	
	Steps

	1
	Click on the Households tab.

	2
	Click Start NEW Household

	3
	In the Household Type field, select an option.

	4
	In the Head of Household field, select Yes.

	5
	In the Relationship to Head of Household field, select Self.

	6
	In the Date Entered field, enter the client intake date.  You can also choose dates by clicking on the Calendar icon.

	7
	Click on Save.


Add Household Members to the Household

	
	Steps

	1. 
	Enter the first and last name of the second household member.  (Notice that the last name defaults to the head of household’s last name; change it if necessary.)

	2. 
	Click on Search. Scroll to bottom of the screen. If you see a match, click on the name.  If not, follow the steps below.

	3. 
	In the Social Security field, enter the last 4 digits.

	4. 
	In the SS# Data Quality field, enter Partial SSN reported.

	5. 
	Click Add New Client With This Information. Click OK.

	6. 
	In the Head of Household field, select No.

	7. 
	In the Relationship to Head of Household field, select an option.

	8. 
	In the Date Entered field, the date is set to the back date if you are backdating or the current date.

	9. 
	Click on Save.

	10. 
	Use the above process to add any additional household members.

	11. 
	When finished, click on Exit.


Step 3: Entering an ROI 
	
	Steps

	1
	Click on the ROI tab.

	2
	Click on Add Release of Information.

	3
	Click in the box next to a household member’s name if you are including them with the ROI or Check all Household Members.

	4
	In the Provider field, make sure the correct provider is selected.

	5
	In the Release granted field, select Yes.

	6
	In the Start date field, enter the correct date (of the initial assessment). Enter the correct End Date.

	7
	Select an option in the Documentation field.

	8
	Click on Save Release of Information.
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Note: If you are backdating a client, don’t have a signed ROI from the client, and you don’t need to share the client’s record with other programs in your agency, you still need to close the record.
Step 4: Entering the Clients into a Program for Households: Completing the Household Data Sharing Assessment for Households
	
	Steps

	1
	Click on the  Entry/Exit tab.

	2
	Click Add Entry/Exit.  .
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	3
	To include Household members on the entry, click box beside each name or Check All Household Members.

	4
	Make sure the provider is correct.

	5
	In the Type field, select HUD 40118.

	6
	Enter the correct program entry date. The system defaults to the back date or the current date.

	7
	Click on Save & Continue.

	8
	If you are entering data for a family, click on the Add Household Data button. Check box the other household members. When the Household data questions are answered, they will cross-populate to all other household members that were checked.  Click on Save & Exit.

	9
	Click on Add to add the Self Sufficiency Matrix for the client.  The four mandatory fields are Income, Housing, Employment and Life Skills.  Click on Save.

	10
	Complete the HUD 40118 Entry Assessment.

	11
	Click on Save; if you have not answered all of the required questions, you will see the screen below.
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	12
	Click on Save & Exit.


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 of the Head of Household.

· Click the Edit Pencil next to the Entry date to reopen the program entry screen.
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· Click the Edit Pencil next to the Entry Date for the other HH member’s name to switch between records.  Complete the assessment. The required data elements for children include: 
· Date of Birth

· Date of Birth Type

· Gender

· Primary and Secondary Race

· Ethnicity
· Is Client Homeless
· Housing Status

· Do you have a disability of long duration
· Income (if child is receiving income)
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· Click Save & Exit each time assessment data is added.

· Repeat for all household members

· When finished, click on the Close button.
Step 5: Adding a Need and Service 
	
	Steps

	1
	From the ClientPoint tab, make sure you are in the Head of Household’s record and click on the Service Transactions tab.

	2
	Click on the Multiple Services button.
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	3
	Click on the household member(s) or Check All Household Members if the service applies to him or her.

	4
	Click on Add Another to see the pick list for services.  

	5
	In the # of services field, enter a quantity for the service if different than 1.

	6
	In the Start Date and End Date fields, enter a date for the service, if different than the default

	7
	Select a service from the pick list.

	8
	Click on Add Funding Source to enter a source and cost of service, if desired.  Multiple sources may be added for each service

	9
	Enter unit information, if desired.  For example, if you met with a client for ½ hour, you would enter .5 in the # of Units field, select Hours as the Unit Type, enter Cost of Unit as $20 ($20 per hour) and then enter $10 as the Cost of Service.

	10
	Enter Status and Outcome.

	11
	If need not met, indicate the reason.

	12
	Click on Add Another to add more services.

	13
	Click Save when finished.  A list of the client’s services will be displayed on the Previous Services screen.  You can also click on the Entire Service History tab to see all services provided to the client.
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Step 6: Exiting a Client from a Program
Perform these steps when you are ready to exit the client from the program.  
If the income amount and source have not changed from Program Entry (and no end date was entered in Program Entry), you don’t have to enter an “Add” on the Program Exit Income sub-assessment to re-enter the amount/source.  It is automatically carried over into the Exit and into the APR Exit income.

If the amount for a given income source has changed, click on the pencil next to income entry and enter an end date for the program entry income.  Then, click on “Add” on the Program Exit Income sub-assessment and enter the source and new amount.  (If you don’t enter the end date in the Program entry when you’re exiting a client, then you’ll have two entries {different amounts} for the same source on the Exit income in the APR.)

Note:  Update important fields that will impact your outcomes such as housing status, income, education levels, employment status, etc.  The following steps show how to enter income and/or non-cash benefits if the amount or sources changes since the client entered the program.
	
	Steps

	1
	Click on Client Information tab.  Make sure you are on the client Profile screen.

	2
	Click the Edit Icon (pencil) next to Exit Date.

	3
	In the Exit Date field, enter the date the client was exited from the program. 

	4
	In the Reason for Leaving field, select an option.

	5
	In the Destination field, select an option.  Click on Save.

	6
	Update the Housing status for all household members if it has changed. You can update Housing status by using the Household Data Sharing Assessment.

	7
	If the income (amount or source) for the client has changed, click on the edit pencil in the Monthly Income or Non-Cash Benefits section as appropriate.

	8
	In the End Date field, enter the date the income/non-cash benefit (at the initial amount) ended.

	9
	Click on Save.

	10
	Under income, click on Add.  In the Last 30 Day Income field, enter the dollar amount of the new income/non-cash benefit.

	11
	In the Source field, select an option.

	12
	In the Start Date field, enter the date the new income/non-cash benefit amount started.

	13
	Be sure to add new income amounts for both cash and non-cash benefits.

	14
	Update education and employment fields, if necessary.

	15
	Click on Add to add the Self Sufficiency Matrix for the client.  The four mandatory fields are Income, Housing, Employment and Life Skills.  Click on Save.

	16
	Click on Save & Exit.
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