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	SHELTERPOINT Workflow
	(REV 9/18/2018)




	

	Login

	1
	Log into the live KYHMIS database at https://kyhomeless.servicept.com 
Verify name of your agency, shown in the upper left corner (this links you to agency programs).

Click “Enter Data As” and select the name of the project.
NOTE:  Typically, ShelterPoint is used as a bed management module for large shelters.  However, it can and is also utilized for other projects.  An example would be Louisville’s Day Shelter Projects.

	Regular client check-in: One at a time

	2

	Click on Shelterpoint
Provider = Name of the project for which you are checking clients in

Click “Check Client In” icon
BED RESERVATIONS: Bed reservations created by SPE will be shown towards the bottom of the page in the “Reservations for Unit Lists” table.

To accept the reservation, click on the Green Plus Sign icon to the left of “Arrival Date” (if you hover over it, it will say “Check In”). 
Proceed to Step 3*
If a reservation has not been made:

Click on “EMPTY” next to any bed you want to assign.
Search for client by name only:

1. Enter client First and Last name, then Search; if name is visible proceed to Step 3.
2. If there is no match, fill out HMIS Intake Form and fax, email or hand-deliver the form to SPE (Single Point of Entry).  SPE will enter your client into the shelter for you this first time.  
3. Proceed to Step 3*


	3*
	1. Assign the bed Check in Date and Time on top of the screen

2. (Midnight check in will  move the date back by one day)

3. Add ROI if one is not present
4. Answer & Verify all questions on the Louisville Assessment 

5. Save and Exit

6. Click on another Reservation or “EMPTY” bed to check-in another client
(click on client name in the bed list to see the client assessment again)

Assigning a client to a “bed” or “slot” (in the cases of day shelter projects) will also create an “Entry” into that project.  If you go to ClientPoint and look up that same client, under the “Entry/Exit” tab you will see an entry into your project.

	Checking Clients out

	5
	1. Click on Shelterpoint

2. Select provider 

3. Click Transmit Today’s Checkout list

4. Select the Current Checkout date and Time on top of the screen
5. Click “Set Dates”
6. Checkmark those clients you want to exit 
7. (Optional = record the Reason for leaving and Destination)
8. click Check Out button

	Verify Data with a Report

	6
	1. Click on Reports

2. Click on “Daily Unit” report

3. Select provider, start date and end date

4. (optional = set the Checkin/Checkout filter and Sort filter)
5. Click Build report - (“units in use” line shows number of clients for a specific date)




NOTES: 

OVERFLOW BED – signifies a bed that can be assigned over and over. When you assign it, another overflow bed one is added to the list. 
SHELTER STAY – checking client into a bed creates a service called ‘shelter stay” in the client record. If you need to remove it, go to Service transactions, then click View Shelter stays. Remove by clicking the red garbage can icon to the left of the Shelter stay.
(updated 09/18/2018)
