Navigation Tips

	Tab
	Moves the cursor to the next field

	Shift+
Tab
	Moves the cursor to the previous field

	F5 or Refresh
	Refreshes screen

	Click on green tabs
	Selects different ServicePoint segment

	Last profile drop-down (client search)
	Returns to the previous client record

	Browser Back/Forward 
	Does not work in ServicePoint


ICON Explanations

	


	Record/assessment is Closed 

	


	 Record/assessment is Open
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	Record/assessment is closed with Exception

	


	Edit information

	


	Print the screen  

	


	Deletes information

	H
	View/edit history of the entry

	G
	Add a new Goal (for case plans)

	


	Release of Information (ROI)

	


	Change the security of the entire record

	


	Add entry and/or exit information


Logging on to Service Point

	1
	Double click the Internet Explorer Icon on your desktop

	2
	 Enter the website  address: sp.kyhomeless.org

	3
	Enter your user name

	4
	Enter your Password  

	5
	Click LOGON or press ENTER
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Connecing your community.




Finding a Client Record

	1.
	Click the green Clientpoint tab

	 2.

	Search by the Client ID or by typing in client’s  first and last name

	3. 
	Click Search for Client

	4.
	IF
	Then

	
	Match
	Select the existing record

	
	No Match
	Click on Add Client with This Information

	5
	Fill out SSN data

	6
	Answer questions on the assessment


Creating a Household

	Household is NOT required for single clients.

	1.  
	Find or create the record for Head of Household

	2.  
	Click ADD this Client to Household

	3.  
	In the Household Type Field, select appropriate type

	4 
	Pick Yes or No for Head of Household

	5.  
	Pick appropriate Relationship to Head of Household

	6.
	Change Date Entered field to match program entry date

	7.
	Click on Start New Household

	8.
	Follow instructions for adding other household members.


 Adding Client to a Household

	1.
	Create a Household or edit existing household 

	2.   
	Enter Client’s Name 

	3.  
	Click Search for Client.  

	4.  
	IF
	THEN

	
	Match
	Select existing record

	
	No Match
	Fill out client demographics,  then Add client with this Info

	5
	Select Yes or No for Head of Household

	6.
	Select Relationship to Head of Household. 

	7.
	Date entered needs to match the program entry date

	Click on Add Household Member. When finished entering members, click EXIT.


Backdating client record
	1. 
	Go to the Profile screen

	2.
	Change the assessment date

	4.
	IF
	Then

	
	Backdating NEW record
	Enter client data

Click Backdate

Return to Live mode 

	
	Backdating EXISTING record
	Click Backdate

Enter client data

Return to Live mode
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Client Entry/Exit
	1.
	Click on ClientPoint tab  

	2.
	Find existing Client or add new one   

	3.
	From the Client Profile Screen, click Entry/Exit 

  then ADD

	4. 
	If entry applies to all in household, check the box in the household section 

	5.
	 Provider is name of the program (ZZZ program name)

	6.
	Program type is always HUD40118

	7.
	Enter correct entry date

	8.
	Answer questions on the assessment


Add the exit date to Entry/Exit
	1
	From the Client Profile Screen, click Entry/Exit 

 

	2
	 Edit the exit date

	3
	Enter correct exit date

	4
	Enter Reason for leaving and Destination


Running the APR report
	1.
	Click Reports, then HUD 40118 APR

	2.
	 Provider is (ZZZ program name)

	3.
	Enter APR starting and ending dates

	4.
	Click Build report. Print results from the browser.


Running the Clients Served report

	1.
	Click Reports, select Clients served

	2.
	Provider is (ZZZ program name)

	3.
	 Enter the served date range

	4.
	Click Build report. Print results from the browser.


Entering a Service Transaction

	1.
	From the Client Profile Screen, click on Service Transaction tab

	2.
	Click View past needs/services to see listing of previous services 

	3.
	IF entering MULTIPLE SERVICES

	
	Check to include household members, select provider (ZZZ program name). Enter the Start date, Quantity and Status of service, then Save.

	4. 
	IF entering SINGLE SERVICE

	
	Check to include household members, select Needs/diagnosis, then Save.

	
	Go to Services provided box, click Add. Provider is (ZZZ program name). Fill out the service Start date, the other fields are optional. Save/Exit.


Using SkanPoint

	1.
	Click the SkanPoint tab 

	
	If you want to use existing Client list, skip to step 5.

	2.
	Go to Manage Clients in list, click Create client list. 

	3.
	Type in client IDs.

	4.
	When client list is complete, Exit.

	5.
	In Choose Need/service box, select the provider (ZZZ program name).

	6.
	Choose the service from drop-down list or through Lookup

	7.
	Fill in the Service start date. End date and Cost are optional.

	8.
	Click Choose clients from list

	9.
	Select the appropriate client list

	10.
	Remove checkmarks for clients who will NOT receive this service

	11.
	Click Enter service for clients


KYHMIS
(Kentucky Homeless Management Information System)
ServicePoint Reference Card
                                      (Rev 2.4) 
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KYHMIS live database address:  
sp.kyhomeless.org

(Training database address:

www3.servicept.com/training/khc)

For Assistance call KHC at (502) 564-7630 ext 446 or email the HMIS Helpdesk at KYHMIS@kyhousing.org
In Louisville, HMIS help is available from the Coalition at (502)589-0190 or by email at coalitiontech@bellsouth.net
