HMIS Data Entry and Reporting Instructions: ServicePoint 4.06

This guide covers the following basic steps for entering client information in ServicePoint:
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Log on to ServicePoint (p. 2) 7. Update income and other information (as
Search for clients / create new records (p. 3) required by funder) (p. 19)

Create a household, if applicable (p. 5) 8. Exit clients from a program (p. 23)

Enter clients into a program (p. 7) 9. Complete case plans (THP only) (p. 25)
Complete assessments (p. 8) 10. Run reports in ServicePoint (p. 27)

Enter service transactions (p. 16) 11. Use the Advanced Reporting Tool (ART) (p. 28)

6.5 Matrix Assessment (not in packet — see Matrix Data Entry Instructions — FHPAP and LTH)

Appendix — additional resources:

Complete Release of Information (ROI) and security information (p. 30) — only for agencies who have
arranged with Wilder to share data with other agencies

Some of these steps may be optional, based on the funding sources your program receives and the types of
clients you serve. Find downloadable data entry forms specific to your funding source at www.hmismn.org.

General data entry notes:
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Do not use the forward or back buttons at the top of your internet browser.

Click the box before moving on to another section.

After saving, wait for the page to refresh before continuing with data entry (this may take several
seconds). Watch the green bar at the bottom of the screen to check progress.

Click on the box to close a window.

Click on the pencil to change or add information. 5?

Click on the trash can to delete an entry. ﬁ

Always check dates. Boxes are frequently preset to the current date, which may be incorrect.
Select the “H” next to any question to see the history of who entered the data and when and make
updates to data entered incorrectly.

Ignore the “G” next to any question—it’s not needed.

The colored bar next to a data element indicates the age of the data. New data is green. The bar
gradually changes to orange as data becomes closer to a year old. Use this bar to help identify
whether assessments have been backdated correctly—if the bar is green but the client entered the
program several months ago, the information may not have been entered in backdate mode.

Only select a “don’t know” option if the client does not know the answer to a question—not if your
agency did not collect the answer!

Only select a “refused” option if the client refuses to provide an answer to a question.

We are here to help with questions of any size or type:

Questions? Just Ask!

Email your question to HMIS@wilder.org

Call the HMIS helpline at 651-280-2780 (metro) or 1-800-328-2972 (greater Minnesota)
0 Hours: 8:30 a.m. —4:30 p.m. Monday — Friday
0 Please leave a message. Calls will usually be answered within 24 hours

Visit the HMIS webpage at www.hmismn.org
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Step 1: Log on to ServicePoint

1) Open Internet Explorer or another web browser and go to:
e Training site (practice only): https://minnesota.servicept.com/training (the training site with pretend
data, if you would like to practice. Feel free to modify any of the data in this site).
e Live site (to enter real client data): https://minnesota.servicept.com
e NOTE: Make sure to bookmark these sites in your web browser! Typing “Service Point” into Google or
another search engine will not take you to the Minnesota site.

2) Enter your username and password.

e The first time you log in you will be asked to re-set your password. You also will have to change it
every 45 days.

e Passwords must contain at least 8 characters and 2 numbers.

e Do not share your password with anyone—this includes supervisors, staff, etc.

e Click “no” if a pop-up box asks if you want to save your password. Clicking “yes” violates your user
agreement by sharing your password, and will also cause problems when you change your password.

e |Ifyoutryto login and are unsuccessful 4 times in a row, your account will become inactive. Contact
Wilder (hmis@wilder.org) to have your password reset so you can use the system again.

3) Check the “News Flash” on the right side of the page for important updates and announcements, including
reporting deadlines and any system problems.

4) Remember that your ServicePoint session will expire after 15 minutes of inactivity. Save often and always
log off if you leave your computer.
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Step 2: Search for Clients and Create New Client Records

1) Determine if the client is anonymous: Is the “Minnesota’s HMIS Data Privacy Notice & Consent” form
signed?
e Ifitissigned, you may enter their name and all identifying information.
e Ifitis notsigned, the client must be entered into the system anonymously (see special instructions on
next page.
e If you are serving a household, make sure you know whether each client will be named or anonymous:
0 Parents can sign the consent form on behalf of children (youth on their own can sign for
themselves)
0 Each adult 18+ in a household or unaccompanied youth should sign their own form.
Note: Making sure the client understands how their data will be used is important. Please read the first
instruction page of the client consent form before presenting it to clients. The form can be downloaded at
http://www.hmismn.org/forms/docs/ClientNotificationConsent.doc . If you have questions about how best to
explain the form to clients, please contact the HMIS helpline at hmis@wilder.org.

For clients with a sighed consent form:

1) Click on the green “ClientPoint” tab.

2) Check to see if your client is already in the system:
e |f you know your client’s ID number, you can enter it in the top “Search Using Client ID” section. Click
on \Search This ID.|
e If you don’t know your client’s ID number, enter the name and/or social security number in the
“Search for Existing Client” section. Click on [Search for Client|

3) Check the list of possible matches that appears at the top of the screen.

e If a match appears with the exact information, click on the client’s name to pull up his or her client
profile. You don’t need to add a new client.

e |[f there is more than one possible match, check to see if the social security number, birth date, and
gender matches your client. Click on a client’s name to open a record.

e A red asterisk indicates that your agency created the client’s record.

e If no matches appear or if the possible matches are not your client, you need to create a new client
record. Scroll down to the “Client Demographics” section of the screen.

4) If adding a new client, enter required demographic information.

e Social Security Number (if not entered previously when searching for client).

e SSN Data Quality: select the best option from the drop-down list.

e Date of birth: enter in mm/dd/yyyy format (if the client does not provide a date of birth, enter
01/01/(approximate year of birth)

e Date of birth data quality: select the best option from the drop-down list. Even if the client didn’t know
their date of birth or refused to answer, be sure to enter an approximate date!

e Gender

e Race

e Secondary race: optional—only select if the client has a secondary race. Otherwise, leave blank.

e FEthnicity

- Remember: A “don’t know” response means the client doesn’t know the answer to the question. -
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5) Click ‘Add Client With This Information
e Click OK in the box that alerts you that you are about to add a new client.
e The Client Profile area will open. Your client’s name and new ID appear at the top of the screen in dark
blue.
e Record the client’s ID number in a safe place so that you can easily look them up later.

For anonymous clients:

1) Click on the green “ClientPoint” tab.
2) Leave the Client ID, name, and social security fields blank.

3) Complete the following required fields:

e SSN Data Quality: select “refused”

e Date of birth: enter in mm/dd/yyyy format (if the client does not provide a date of birth, enter
01/01/(approximate year of birth)

e Date of birth data quality: select the best option from the drop-down list. Even if the client didn’t know
their date of birth or refused to answer, be sure to enter an approximate date!

e Gender

e Primary Race

e Secondary race: optional—only select if the client has a secondary race. Otherwise, leave blank.

e FEthnicity

- Remember: A “don’t know” response means the client doesn’t know the answer to the question. -

4) Click \Add As Anonymous Client
e C(lick OK in the box that alerts you that you are about to add a new anonymous client.
e The Client Profile area will open. Your client’s assigned name (first name “Anonymous” and last name
“ZZ....”) and new ID appear at the top of the screen in dark blue.
e Record the ID number in a safe place so that you can look the client up later. This is the only way you
will be able to look up the client later.
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Step 3: Create a household

A household links together the records of clients who are served together. Reports include household-level
information, so it is important to create households. Do NOT create a household for single clients (clients
served on their own). The system will correctly identify them without recording household information.

1) In the ClientPoint Profile tab, click on the blue underlined text: “Household Information—Click to Expand.”

2) Click ‘Start New Household.\

3) Complete the pop-up window for the head of household:

Household type: select the best option from the drop-down list.

Head of household: this is preset to “no.” If your client is the head of household, change it to “yes.”
Each household must have one head.

Relationship to head of the household: select the best option from the drop-down list (choose “self” if
the client is the head).

Date Entered: Change to the date the client entered the program.

Date removed: leave blank. You will very rarely remove a client from a household.

Click [Start NEW Household\

3) Add additional members to your household:

After clicking on \Start NEW Household\ the pop-up window will still be open. The top section shows the
overview—the list of clients already included in this household. All the sections below this overview
pertain to the clients you are about to add to the household.
Complete the “Household Member Information” section for the new client you are about to add.
O Head of household: this is preset to “no.”
O Relationship to head of household: select the best option from the drop-down menu.
0 Date entered: Change to the date the client entered the program.
Check to see if the household member already has an HMIS record:
0 Enter the client’s name and/or social security number, and click ‘Search for CIient.‘
0 Check the list of possible matches. If the client already has a record, click on his/her name.
0 If there are no matches, enter the required demographic information for the household
member and click ‘Add Client With This Information.‘
Continue this process until all household members have been added. When you have finished, click
‘Exit and Refreshl.
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Household FAQs:

e | forgot to include someone in my household/someone just joined an existing household. How do | add
them in?

0 Gointo the head of household’s record.

0 Inthe “Households Overview” box, click on the pencil next to the household type.

0 Complete the “household member information” section, remembering to change the date to
the date the client entered the household.

0 Search for the client and, if there are no matching records, click ‘Add Client With This‘

0 Call Wilder for assistance with complicated household situations.

0 For more details, check Part 1 of the “Adding a Household Member (non-HPRP)” and “Adding
a Household Member (HPRP)” documents at http://www.hmismn.org/help/index.php

e |entered the wrong household type. How do | change it?

0 Inthe household overview section of the profile tab, click on the pencil next to the household

type. A pop-up window will appear. Click on ‘Edit Household Type| to change this information.
e |forgot to designate a head of household. What do | do?

0 Inthe ClientPoint Profile tab, go to the Households Overview box at the top of the page. Click
on the pencil next to the person in the household you would like to designate as head of
household. A pop-up window will appear where you can change the person’s head of
household status from “no” to “yes.”

e |entered the wrong date of birth/race/ethnicity for a household member. How do | correct this
information?

0 Inthe ClientPoint Profile tab, go to the Households Overview box at the top of the page. Click
on the specific client’s name whose information you would like to edit. That client’s profile will
open, allowing you to make changes. Click on the “H” next to the question you need to change.
Click on the trash can next to the wrong information in the pop-up box that opens. Then in the
main profile screen, select the right option. Be sure to click on when you have
finished!

e When and how can | remove someone from a household?

0 You will almost never remove a client from a household! Even if a client leaves your program,
they should still remain in the household. The best way to show that a client has left is to exit
them from the program, not the household. Please contact the helpline if you would like
assistance doing this, or if you have questions.

e A client left my program as a female single parent and re-entered a few months later as part of a
couple with children. What do | do?

0 Household types often change over time. In the situation above, you would go into the head of
household’s record and start a new household. The client’s record would then show these two
households. Do not change the original household in any way if they were previously served!
When household composition changes, especially when clients are still being served by your
program, you should always call Wilder for assistance.
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Step 4: Enter clients into a program

Entry/exits tell the system the date range that your client or household was in your program. This step is NOT
required for ESP or ESGP-funded programs, as long as those programs record service transactions.

1)

Make sure that you have created a household before entering clients into a program (only if you serve

households). This step is essential for correct reporting!

2) Click on the orange “Entry/Exit” button at the top of the ClientPoint screen. A pop-up window will appear.
3) Click |Add Entry/Exit|.
4) Enter other household members in the program at the same time:
e Inthe “Household members” section at the top of the screen, check the box next to each household
member’s name.
5) Complete the “Entry Data” section of the screen:
e Provider: select the appropriate program name from the drop-down list.
e Type:
0 Select “HUD-40118" if entering client into a HUD program.
0 Select “HPRP” if entering client into an HPRP program.
O Select “Basic Entry/Exit” for all other funding sources.
e Entry date: Enter the date the client entered the program. The box is preset to today’s date, so make
sure you change this if the client entered the program prior to today.
o (If HIPAA):
0 If you are uncertain whether your agency is covered by HIPAA, you are most likely not covered.
Leave this box blank. You may want to ask lead staff at your agency for more details.
0 If you are a HIPAA agency, select whether your client has given for his/her data to be included
in research (this should be a part of your HMIS consent form).
0 Ifyou are not a HIPPA agency, leave this box blank.
6) Click ‘Save and Close\. You will return to the main Entry/Exit pop-up window.
7) Click to return to the main ClientPoint screen.
Entry FAQs

e |entered the wrong program entry date. How do | change it?

0 If you enter entry data incorrectly, click on the orange “Entry/Exit” button and click on the
pencil underneath “Entry Date.”

e Do all members of a household have to have the same program entry date?

0 Not necessarily. If there is a major change in household composition, such as the birth of a
baby, or if a household member enters the program at a much later date, complete the
following steps:

= Add the new client to the household.

= Click on the orange “Entry/Exit” button at the top of the screen.

= (Click on the pencil underneath “Entry Date.”

= |nthe top “Overview” section, select the client’s name from the menu.
= Click \Add Related Entry/Exit\. Then click ’Save and Close|.

=  For more details, check Part 2 of the “Adding a Household Member (non-HPRP)” and
“Adding a Household Member (HPRP)” documents at
http://www.hmismn.org/help/index.php
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Step 5: Complete Assessments

Assessments describe your client or household’s situation on the day they enter your program. Some
assessment questions are required for all clients, including children. Please see your funder-specific
assessment for details, and make sure you know what funder-specific assessment to complete for each client.

Before Entering Assessment Data for a New Client/Household:

1) Make sure you have assessment data for all household members, including any children in the household.
e Your agency should have a plan to collect and record this information.
e A best practice is to wait until you have all information for a household before doing data entry.

2) Make sure you are in the head of household’s record, if you are serving a household.

3) Click the Assessments tab at the top of the ClientPoint screen.

4) Go into backdate mode. Backdate mode tells the system that the information is current as of the day the
client entered the program. Answers will be recorded as “missing” on reports if the backdate does not
match the program entry date.

e Inthe “Assessment Date” box at the top of the screen, enter the program entry date. If you are unsure
of the program entry date, click on the orange entry/exit box to check.

e Clickon (very important)!
e Click “OK” on the pop-up box that alerts you that you are about to enter backdate mode.

e Avyellow bar will appear at the top of the screen, indicating that you are in backdate mode. The system
will remain in backdate mode for that date until you return to live mode.

e The only time you do not need to backdate is if you are recording information in the DHS Youth
Outcomes Assessment (the DHS Youth Step 1 Assessment does still need to be backdated).

5) Select an assessment from the green list on the left-hand side:

e For households: Select the Household Data Sharing Assessmant! continue to Part A on the next
page. This will allow you to copy information onto multiple records at the same time.
e For single clients: Select your funder-specific assessmenhd continue to Part B on page 12.

- DO NOT FORGET TO BACKDATE YOUR ASSESSMENT! -
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Part A. Assessment Instructions for Households

1) Make sure you are in the record for the head of household.

2) Check to make sure you have backdated the assessment to the program entry date. You should see a
yellow bar at the top of the screen.

2) From the list of assessments on the left in green, click on the Household Data Sharing Assessment.

What is the Household Data Sharing Assessment?
The Household Data Sharing Assessment contains questions that apply to
all household members. If you complete the assessment in the head of
household’s record and check off the boxes next to the other household
members’ names, the responses will carry over to each of their records
after you save. This will ensure data accuracy—and save you lots of time!

3) Select household members to include in the assessment:
e Go to the “household members” section at the top of the screen (above the green list and yellow bars)
e Check the boxes next to the other household members’ names.

4) Complete the “Housing Situation” and “Last Permanent: Place Last Lived 90 Days or More” sections. All
guestions are required for all funding sources:
e Select the best option from the dropdown list for each question. “Don’t Know” means the client does
not know the response. If the question is unanswered, do not select an option. Instead, update it later.
e Note: For definitions of assessment terms, refer to the “Definitions” section of your paper data entry
forms or click on the question text in ServicePoint.

5) Click on [Save Changes,.

6) From the list of assessments on the left in green, click on your funder-specific assessment.

7) Complete the remaining unanswered questions for the head of household. Depending on your funding
source, these may include:

e Income information, including cash income e Veteran status (for clients 18+)
and non-cash benefits e Domestic violence victim information
e Disability information e Other funder-specific questions

- See the guides on the following pages for detailed income and disability instructions -
8) Complete all remaining applicable questions in the funder-specific assessment for each member of the
household, including children.
e Click on household members’ names in the “Households Overview” box at the top of the page to
switch between their records.
e All children must have responses for the “Disability of Long Duration” question, for all funding sources.
e All clients 18+ must have responses for the veteran status question, for all funding sources.
e Make sure to complete additional questions required for children, adults 18+, and other household
members as required by your funder.

10) Make sure to [Save Changes| after completing each household member’s assessment.

12) Don’t forget to click “return to live mode” after completing the last household member’s assessment!
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Part B. Assessment Instructions for Single Clients

1) Check to make sure you have backdated the assessment to the program entry date. You should see a
yellow bar at the top of the screen.

2) From the list of assessments on the left in green, click on your funder-specific assessment.

3) Complete the assessment, using your paper data entry forms and the ServicePoint assessment as a guide.
All questions on the funder-specific assessment are required for single clients.

4) Click on [Save Changes|.

5) Make sure to click “return to live mode” when you have finished completing the assessment.

- See the guides in the following sections for detailed income and disability instructions -

Cash Income Instructions

The cash income question and sub-assessment apply to all programs except ESP, ESGP, and DHS-Youth.
HUD and HPRP programs: Complete for all clients, including children.

LTH, THP, and FHPAP programs: Complete for all adults 18+ and unaccompanied youth.

Note: if a program receives both HUD and state funding, please follow the HUD requirements.

Instructions
e Answer “Income received from any source in the past 30 days?”
0 If the answer is “yes,” continue to the sub-assessment. If “no,” continue to the Non-Cash
Benefits section.
e Click in the right-hand corner of the Cash Income box. A pop-up window will open.
e Start date: enter as the program entry date, even if the client received the income source before
he/she started the program.
0 If you are in backdate mode correctly, the start date should automatically be filled in as the
program entry date.
e [Last 30 day income: Enter the appropriate amount
e Source of income: select from the dropdown menu.
0 For LTH, THP, and FHPAP programs:
= Enter all general household income, as well as any income paid on behalf of children
(such as TANF), in the head of household’s record.
= Enter earned income on the record of the adult that earns the income.
0 For HUD and HPRP programs, income is required for all clients (including children):
= Assign an income source to a household member if the source/amount leaves the
household when that member departs.
= Do not assign the same income source/amount to more than one person in the same
household.
= Record SSI payments received on behalf of a child on the child’s own record.
= TANF, child support, and alimony can be recorded on the adult recipient’s record.
0 Ifyou select “other,” as a source of income, please specify the source.
e Receiving income source: This question defaults to “yes.” You do not need to change it, even if it ends.
A “no” answer will cause reporting problems.
e [End date: leave blank. The end date is used to show that an income source has ended.
e If the client has more than one income source, click ‘Save & Add Another‘.
e Once you have finished entering all income sources, click [Save & Exit].
e Be sure to wait for the screen to refresh before continuing to the next section!
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Non-Cash Benefits Instructions

The non-cash benefits question and sub-assessment apply to all programs except ESP, ESGP, and DHS-Youth.
HUD and HPRP programs: Complete for all clients, including children.

LTH, THP, and FHPAP programs: Complete for all adults 18+ and unaccompanied youth.

Note: if a program receives both HUD and state funding, please follow the HUD requirements.

Non-Cash Benefits at Entry
e Answer “Benefit received from any source in the past 30 days?”
0 Ifthe answer is “yes,” continue to the sub-assessment. If “no,” continue to next part of the
assessment.
e Click to the right of the Non-Cash Benefits box. A pop-up window will open.
e Start date: enter as the program entry date, even if the client received the income source before
he/she started the program.
e Amount of non-cash benefit: You are not required to enter an amount. If you do, it will not be included
in the household’s monthly income calculation.
e Source of benefit: select from the dropdown menu.
0 For LTH, THP, and FHPAP programs:
= Record all benefits received by any member of the household in the head of household’s
record.
= Enter general household non-cash benefits and non-cash benefits paid on behalf of
children (such as food stamps) on the head of household’s record.
0 For HUD and HPRP programs:
= Assign non-cash benefits to all household members for whom the benefit is intended.
This works opposite from cash income! In other words, if the family receives food
stamps, all household members should have this benefit recorded!
0 Ifyou select “other,” as a benefit, please specify the source.
e Receiving benefit: This question defaults to “yes.” You do not need to change it, even if it ends. A “no”
answer will cause reporting problems.
e [End date: leave blank. The end date indicates that the benefit has ended.
e If the client has more than one income source, click ‘Save & Add Another‘.
e Once you have finished entering all income sources, click [Save & Exit|.
e Be sure to wait for the screen to refresh before continuing to the next section!
0 Make sure you can see the newly-recorded income in the box.
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Disability Instructions

There are 2 disability sections you may encounter while completing your assessment:
1. The disability of long duration question: applies to all funding sources and does not require official
documentation. It is required for all clients, including children.
2. The disabilities sub-assessment: applies only to HUD, ESGP, LTH, and THP programs.

1. Disability of Long Duration Question (required for all clients)
Responding to the question:
Ask the client these questions to determine if you should answer “yes:”

e Do you have a diagnosis of disability or a documented disability that is expected to be of long,
continued and indefinite duration?

e During the last 2 years have you been told by a doctor or nurse that you have a disability?

e Do you feel you need to see a health professional about a disabling condition?

e Do you have substantial impairments that affect your ability to carry out daily activities?

If the client answers “yes” to any of the above questions, record “yes” for your response. The specific
disabling condition does not require documentation. Parents can respond to these questions on behalf of their
children.

2. Disabilities Sub-assessment

The disabilities sub-assessment applies to HUD, ESGP, LTH, and THP programs. Four of these disabilities have
documentation requirements. For detailed guidance on proper documentation and disability definitions,
please see the “Definitions” section of your funder-specific assessment data entry form.

HUD programs: complete for all clients, including children. Parents may answer questions on behalf of their
children. You must complete all questions in the sub-assessment.

LTH, THP, and ESGP programs: complete for adults 18+ and unaccompanied youth. Only some questions on
the sub-assessment are required.

To enter a new disability into the sub-assessment:
e Click the button in the right-hand corner of the Disability box. A pop-up window will open.

e Start Date: enter the program entry date, not the actual date the client’s disability began.

e Disability type: select from the drop-down list.
e Disability Determination:
0 Physical disabilities, developmental disabilities, mental health problems, or chronic health
conditions: select “yes” if the disability is documented. Otherwise, select “no.”
0 All other disabilities: always select “yes,” even if you do not have documentation.
e If Other, specify: enter if applicable.
e Condition is long term w/substantial impact? This question is for HUD programs only.
e Currently receiving services or treatment? This question is for HUD programs only.
e End date: leave blank

e To enter more disabilities, click ‘Save & Add Another‘.

e Once you have finished, click .

e Be sure to wait for the screen to refresh before continuing to the next section!
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O Make sure you can see the newly-recorded disability in the sub-assessment box.

Special note for clients who were served prior to June 1*', 2010:
If your client was served by your agency before, they might have a previously-recorded mental health
problem, physical disability, developmental disability, or chronic health condition. If the client has one of these
four disabilities recorded, check to see if they have documentation:
e If the client does have documentation, click the pencil to the left of the disability. A pop-up window
will open. Set disability determination to “yes.” Then click .
e If the client does not have documentation, click the pencil to the left of the disability. A pop-up
window will open. Set disability determination to “no.” Then click .

Wilder Research — HMIS Data Entry & Reporting / SP4.06 13 Updated June 2011



LTH Sub-assessment Questions

The LTH All-Inclusive Assessment includes 3 additional sub-assessments that track current residence, housing
cost, and housing subsidy. These only need to be completed in the head of household’s record. Please see
page 21 for instructions on how to make updates before twice-yearly reports.

To complete the current residence sub-assessment at entry:

Check to make sure you are in the head of household’s record.
Click to the right of the Current Residence box. A pop-up window will open.

Start date: enter the program entry date.

Current Residence Status: Select from the dropdown list the type of residence the client was living in on
the program entry date. If the client later moves, you must make updates (see Step 8: Making Updates
for details).

Client’s city: select from the dropdown list.

Client’s county: select from the dropdown list.

Client’s Zip: select from the dropdown list.

End Date (move-out): leave blank

Additional fields: you may complete the remaining questions, but they are optional.

Click Save & Exit]

To complete the housing cost sub-assessment at entry:

The housing cost sub-assessment is only required if the client’s current residence is either “site-based
supportive housing” or “scattered-site supportive housing.”

Check to make sure you are in the head of household’s record.
Check to make sure the client’s current residence is site-based or scattered-site supportive housing.
Click to the right of the Housing Cost box. A pop-up window will open.

Start Date: Enter the start date of the housing cost. This should be the current residence start date.
Amount client pays for rent: Enter to the nearest dollar.

0 If the client does not contribute to their rent, enter “0.”
End date: leave blank.

Click Save & Exit]

To complete the housing subsidy sub-assessment at entry:

The housing subsidy sub-assessment is only required if the client’s current residence is either “site-based
supportive housing” or “scattered-site supportive housing.”

Check to make sure you are in the head of household’s record.
Check to make sure the client’s current residence is site-based or scattered-site supportive housing.
Click to the right of the Housing Subsidy box. A pop-up window will open.

Start Date: enter the start date of the subsidy. This should be the current residence start date.
Primary Source of Subsidy: Select from the dropdown list.

0 Note that “no subsidy” is an option.
End date: leave blank.

Click Save & Exit]
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General Assessment Pointers:

v
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<

Always use backdate mode when entering data to match to the day the client started the program,
unless you are completing the DHS Youth Milestones Assessment.

Return to live mode once you have completed the assessments section.

Enter data responses based on the day the client entered the program.

If you don’t understand a question, click on it. A box offering more details will appear.

Some questions are repeated in multiple assessments. If you answer one of these questions once, the
response will automatically transfer over to the other assessments.

Pay attention to the instructions in the grey boxes in each section of an assessment. They will often tell
you whether a question is required based on your funding source, age of client, head of household
status, etc.

To check data, use the H (history) button. This is the best way to see what responses have been
entered, including the date. Once you return to live mode the “H” button is the only way to see if an
assessment was correctly backdated.

Assessments FAQ

What happens if | don’t backdate an assessment?

0 If you enter client assessment data after the program entry date and forget to backdate the
assessment, the data will not appear on reports and you will have to re-enter all of the
responses. This is because reports are designed to show information that is true when the
client enters the program, and the assessment data is the date the computer uses to determine
this.

Is there ever a time when | don’t need to backdate an assessment?

0 The only time you do not need to backdate an assessment is if you enter the data on the same
day the client enters the program, if you are completing the DHS Youth Outcomes Assessment,
or if you are updating a sub-assessment (such as disabilities or the LTH sub-assessments).

If I fill out the Household Data Sharing assessment, why do | still have to fill out funder-specific
assessments for all the other household members?

0 The Household Data Sharing assessment only transfers data that apply to the entire household,
such as residence. Income, disability, veteran status, and domestic violence fields are unique to
each client, and therefore must be completed separately.

What happens if | forget to fill out funder-specific assessments for all the members of the household?

0 Ifyou do not fill out an assessment for all household members, your reports will show missing
and incorrect data. You will need to go back and complete funder-specific assessments for all
household members and re-run your reports.
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Step 6: Enter Service Transactions (ESP, ESGP, FHPAP, and HPRP only)

The Service Transactions section of ServicePoint allows you to record details about the specific services you
provide to your clients. For ESP and ESGP programs, service transactions are used to record clients’ program
participation so they will appear on funder reports. Service transactions are NOT required for HUD, THP, LTH,
or DHS Youth-funded programs. Definitions of accepted service transactions for FHPAP programs are
available on the HMIS website. FHPAP programs should only use FHPAP-designated services. Please consult
with your funder if you would like to record additional services.

1)
2)

3)

4)

5)

In ClientPoint, click on the “Service Transactions” tab on the top right-hand side of the screen.

Change the screen display to show services only (this will let you look up any services already recorded):
e Under the “Display Options” text, click ‘Display Services‘.
o If ‘Display Services‘ is not visible, the screen is already correctly displayed.

Under the “Add Services” label, click on ‘Multiple Services.‘ A pop-up window will open.
e Select this option even if you are only recording one service.
e Do not select the “Add Need/Service” button — this is a more complicated data entry method.

Include household members in the service, if applicable:
e Under the “Household members” section of the screen, check the box next to all household members
who are receiving the service.

Complete service transaction information:

A. Basic Service Steps for FHPAP, ESP, and ESGP programs:

e Provider: Select the program providing the service from the drop-down list. If you complete the
program entry/exit step for your funding source, the provider should match the program selected
when completing the client’s entry information.

0 Wait for the screen to refresh after selecting a provider.

e #of Services: leave at 1

e Service: select from the drop-down list

e Start date: change to the correct date (should be the program entry date, if applicable)

e FEnd date: leave blank, unless the service has ended

e Source: complete for FHPAP only

e (Cost: complete for FHPAP financial assistance only

e All remaining fields (units, status, etc.): leave blank

e To add additional services, click at the bottom of the screen. Otherwise, click [Save and
Exit).

B. For HPRP programs (refer to the “Entering HPRP Service Transactions” document on the HMIS website for
more details):

e Complete basic fields:
O Provider: make sure to select your specific HPRP program as the service provider.
O #of Services: leave at 1.
0 Service: leave blank or set to “Basic Needs.”

e Determine which type of HPRP service transaction you will enter
0 Options are HPRP housing relocation & stabilization and HPRP financial assistance
O You can record only one type of HPRP service transaction at a time
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a) For HPRP Housing Relocation & Stabilization Services, complete these fields:

O HPRP Housing Relocation & Stabilization Service Provided: select from the drop-down list.

0 Start Date: must be on or after the program entry date.

0 End Date: can be left blank until the service ends or the client exits the program.

O HPRP Source 1 and 2: leave blank.

0 Cost of Service 1 and 2: leave blank.

0 #of Units, Unit Type, Cost of Service: leave blank.

0 Status: leave blank

b) For HPRP Financial Assistance Services, complete these fields:
0 Start Date: must be on or after the program entry date.
= Rental /utility assistance: Enter the first day of the month the assistance is for, unless
that date is before the program entry date. In that case, use the program entry date.
= Rental/utility assistance back payments: Enter the date payment was issued.
= Security/utility deposits, motel/hotel vouchers, moving cost assistance: Enter the date
payment was issued.

0 End Date: cannot be more than 3 months after the start date.

= Rental /utility assistance: Enter the last day of the month the assistance is for (no more
than 3 months after the start date).

= Rental/utility assistance back payments: Should match the start date (date payment was
issued).

= Security/utility deposits, motel/hotel vouchers, moving cost assistance: Should match
the start date (date payment was issued).

O HPRP Financial Assistance Service Provided: Select from the drop-down list.

O HPRP Financial Assistance Start Date: For rental assistance only, enter the first day of the
month the payment is for. This means that the start date might be before the client’s program
entry date.

O HPRP Source 1 and 2: leave blank.

0 Cost of service 1: Enter entire cost of the financial assistance provided.

0 Cost of service 2: leave blank.

To record back payments:

0 #of units: only use if recording a back payment. Enter the # of months’ worth of assistance the
back payment is for.

0 Unit type: select months of utility or months of rent back payment.

0 Cost of unit: leave blank—record the total cost in the Cost of Service 1 field.

6) To add additional services, click|Add Another|. Otherwise, click .

e Note: If your service transaction lasts longer than 3 months, you will get a warning pop-up when you
click “save” or “save and add another.” The warning applies to financial assistance services only.

e Remember that if you are providing ongoing rental or utility payments to your client, the service
transaction cannot exceed 3 months so that you can re-check the client’s eligibility for your program. If
the client is still eligible, start a new financial assistance service transaction.
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Service Transactions FAQ

e | entered service information incorrectly/I forgot to include other household members in a service. What
should I do?

0 In both of these cases, you should delete the service and re-enter it, remembering to check the
boxes next to household members’ names if they are also receiving the service. To delete the
service, make sure that you have first clicked |Disp|ay Services\ under the “Display Options”
section of the screen. Click on the trash can next to the service you would like to delete. Make
sure to go into each household member’s record separately to delete service transactions.

e A new person just joined the household. How do | make sure they are included in my service
transactions?
0 In most cases, you will need to delete the service transaction for all household members and
re-enter it. Check Part 3 of the “Adding a Household Member (non-HPRP)” and “Adding a
Household Member (HPRP)” documents at http://www.hmismn.org/help/index.php

e How do I end a service for a client or household?

0 Ifaclient’s service has ended, go to the service transactions tab and make sure that you have
clicked \Display Services\ under the “Display Options” section of the screen (you will know that
services are already displayed if you do not see this button). Click on the pencil next to the
specific service you would like to end. A pop-up window will open. Enter an end date in the
appropriate box and make sure that the boxes next to all household members’ names are
checked. Remember to save when you are finished!

e What is the “Add Need/Service” button and why shouldn’t | use it?
O The “Add Need/Service” button requires you to enter a need and service separately.
Minnesota’s HMIS only uses service information, which is recorded using the [Multiple Services
button. Always use “multiple services,” even if you only need to enter one service.
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Step 7: Update information while the client is in the program

After your client or household enters the program, you will be required to make updates according to the
following schedule:

Income and Non-cash benefits: Annually for HUD, HPRP and THP. Twice yearly for LTH (prior to
running fiscal and calendar year reports). FHPAP only requires income at entry, but exit updates are a
best practice for data quality.

Disabilities: Before reports are due for HUD, THP, and LTH programs

Housing Cost, and Housing Subsidy (LTH only): Twice yearly prior to running fiscal and calendar year
reports

Current Residence Status (LTH only): When client moves. Make sure all moves are recorded before
reports are due for the calendar and fiscal year.

This information is also updated at exit. For detailed information on updates at program exit, see Step 9, p. 23.

Update Income and Non-Cash Benefits

If the client’s cash income and non-cash benefits haven’t changed since program entry, updates are not
necessary. If income has changed and updates are needed:

1)
2)
3)
4)

5)

Log in to Service Point, click on “ClientPoint,” and go into your client’s record.

Click on the “Assessments” tab.

Select the Universal Assessment or your funder-specific assessment from the drop-down list on the left.

If the “Income Received from Any Source in the Past 30 Days” or “Benefit Received” questions have
changed, go into backdate mode to the last day of the reporting period you are updating for. If you are
making the update before the end of the reporting period, backdating is not necessary.

Scroll down to complete Cash Income and Non-Cash Benefits sections:

If the answers to “Income received from any source in the past 30 days?” or “Benefit received from any
source in the past 30 days?” have changed, update the answer from the dropdown list. Make sure you
are in backdate mode, if needed! (See step 4 above).

If an income or benefit has ended, complete the following steps:

0 Click on the pencil next to the income or benefit that has ended.

O Enter an end date. End date can be the day the income source ended or a date before the end
of the reporting period.

0 Leave “receiving income source” as “yes” (otherwise, that income record will not appear on
reports). Then click ‘Save and CIose‘.

If the amount of a client’s cash income from a given source has changed, complete the following steps:

0 Click on the pencil next to the income amount that has changed.

0 Enter an end date (the last day the client received that income amount). Leave “receiving
income source” as “yes” (otherwise, that income record will not appear on reports).

0 Create a new entry by clicking the button. Select the same source as before, but enter the
new amount received. The start date should be the day after the previous income source
ended. Then click ‘Save and Close‘.

If a client has new sources of income, or new non-cash benefits complete the following steps:

0 Create a new entry by clicking the button.

0 Complete the information in the box. Start date should equal the day the income started or a
date before the end of the reporting period.

0 Click[Save and Close\.
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6) Update income for all household members whose income or benefits have changed. Remember that for
HUD and HPRP programs, income and noncash benefits must be recorded (or ended) on all household
members’ records. Click on client names in the “Households Overview” box to switch between records.

Update disabilities

As you get to know clients, you may get a better sense of their disability situation. Please record any additional
information you gather from clients so their complete disability situation is recorded. Disability updates are
necessary when:
e The client has a disability that was not present or identified at program entry
e You have obtained documentation for a mental health problem, physical disability, developmental
disability, or chronic health condition
e Adisability has ended (extremely rare)

1) Login to Service Point, click on “ClientPoint,” and go into your client’s record.
2) Click on the “Assessments” tab.

3) From the list of assessments (in green on the left-hand side of the screen), click on your funder-specific
assessment.

4) Do NOT go into backdate mode. Disability updates do not need to be backdated.

5) Scroll down to the disabilities sub-assessment and make updates as needed
e To add a disability, click to the right of the Disability box and complete all necessary information.
0 If you are recording a disability that you realize was present when the client entered the
program, use the program entry date as the disability start date.
0 If you are recording a newly-documented disability, use the documentation date as the
disability start date.
e To end a disability, click on the pencil next to the disability information entered. Ending disabilities is
not common.
e See the disabilities sub-assessment instructions on p. 14 for more details on recording disabilities by
funding source.

6) When finished, click ‘Save and CIose‘.

Special note for clients served prior to June 1*, 2010:

If you are making a disability update for a client who entered your program prior to June 1, 2010, the client
may have a mental health problem, physical disability, or developmental disability recorded that does not
have documentation. If this is the case:

1) Click the edit pencil to the left of the disability. A pop-up window will open.

2) Record disability determination as “no.”

3) Click Save & Exit].
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Update residence, housing cost, and housing subsidy (LTH only)

Updating Residence before LTH Reports are Due for Calendar and Fiscal Year:
0 Updates are only required if the client has moved.
0 Make sure all moves while the client is in the program are recorded.

1) Login to Service Point, click on “ClientPoint,” and go into your client’s record.
2) Click on the “Assessments” tab.

3) From the list of assessments (in green on the left-hand side of the screen), click “LTH All-Inclusive
Assessment.”

4) Do NOT go into backdate mode. Residence updates do not need to be backdated.
1) Scroll down to update Current Residence section:
e Click on the pencil next to the residence information entered. A pop-up will appear. Answer the
following required questions:

O End date: enter the date the client moved out of the residence.
0 Click|Save and Add Another‘. The pop-up window will refresh.

e Complete additional required information for the client’s new residence:
O Start date: Enter the date the client moved to a new residence.
0 Current residence status: Select the client’s current housing status.

e If the client’s Housing Status is supportive housing, also complete the next three fields:
0 Client’s City: Select from the drop-down list.
0 Client’s County: Select from the drop-down list.
0 Client’s Zip: Enter the client’s current zip code
= |ook up zip codes at http://zip4.usps.com

e The remaining fields in the Residence section are optional; you may complete them for your own
benefit.
0 Click Save and Exit. The pop-up will close and the assessment will refresh with the updated
residence information.

Updating Housing Cost Information:
0 Update if housing cost has changed and client is in site-based or scattered-site supportive housing.
0 Add a new housing cost record if client has just moved into site-based or scattered-site supportive
housing.

1) Login to Service Point, click on “ClientPoint,” and go into your client’s record.
2) Click on the “Assessments” tab.

3) From the list of assessments (in green on the left-hand side of the screen), click “LTH All-Inclusive
Assessment.”

4) Do NOT go into backdate mode. Housing cost updates do not need to be backdated.

5) Scroll down to update Housing Cost Information section:
e Click on the pencil next to the housing cost information entered. A pop-up will appear. Answer the
following required questions:
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O End date: Enter the date the amount of the housing cost ended.
0 Click ‘Save and Add Another‘. The pop-up window will refresh.
e Complete additional required information for the client’s new housing cost:
0 Start date: Enter the date the new housing cost began.
0 Amount client pays for rent: Enter the amount the client pays in rent.
0 Click . The pop-up will close and the assessment will refresh with the updated
housing cost information.

Updating Subsidy Information:
0 Update if housing subsidy has changed and client is in site-based or scattered-site supportive housing.
0 Add a new subsidy record if client has just moved into site-based or scattered-site supportive housing.

1) Login to Service Point, click on “ClientPoint,” and go into your client’s record.
2) Click on the “Assessments” tab.

3) From the list of assessments (in green on the left-hand side of the screen), click “LTH All-Inclusive
Assessment.”

4) Do NOT go into backdate mode. Housing Subsidy updates do not need to be backdated.

5) Scroll down to update Housing Subsidy Information section:
e Click on the pencil next to the housing subsidy information entered. A pop-up will appear. Answer the
following required questions:
O End date: Enter the date the amount of the housing subsidy ended.
0 Click[Save and Add Another|. The pop-up window will refresh.
e Complete additional required information for the client’s new housing subsidy:
0 Start date: Enter the date the new housing subsidy began.
O Primary Source of subsidy: Select the primary source of subsidy from the list of options. If the
client no longer has a subsidy, select, “No Subsidy”.
0 Click . The pop-up will close and the assessment will refresh with the updated
subsidy information.
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Step 8: Exit a client from a program

Exiting a client from your program has 2 steps:
Putting end dates on all service transactions (all programs except HUD, LTH, THP, and DHS-Youth)
Completing exit information in the orange entry/exit box (all programs except ESP and ESGP)

Step 1: Put end dates on all service transactions (all programs except HUD, LTH and THP):

1) Exit clients from services:

Click on the “Service Transactions” tab at the top of the screen.

Click on the \Display Services\ button under the Display Options section of the screen.

Click the pencil to the left of the service you wish to end. A pop-up window will open.

Record a service end date in the appropriate box.

Scroll to the bottom of the screen and check the boxes next to other household members’ names if
they are also ending the service. Otherwise, uncheck them.

Click[Save].

Repeat this process for additional services received.

2) Confirm that each service has a start and end date before moving on to step 2.

Step 2: Complete exit information in the orange entry/exit box (all programs except ESP and ESGP):

1) Update exit data for the head of household or single client:

Click the orange “Entry/Exit” button at the top of the ClientPoint screen. A pop-up window will open.
Click the pencil under “Exit Date.”

Complete the exit data section of the screen:

O OO0 O0Oo

Exit date: enter appropriate date

Reason for leaving (THP and DHS-Youth programs only): select from drop-down list
Destination: select from drop-down list

Notes: optional

Update household member’s exit data: Checking the boxes next to the household members’
names will transfer the above responses onto their records. Uncheck the boxes next to any
who are staying in the program.

Housing status: Make sure to change the response to reflect the client’s housing status at
program exit. Note that this response does not transfer over to other household members.

2) Complete Cash Income and Non-Cash Benefits information:

If income and non-cash benefits have not changed, continue to step 4.

If the answers to “Income received from any source in the past 30 days?” or “Benefit received from any
source in the past 30 days?” have changed, update the answer.

If an income or benefit source has ended, complete the following steps:

(0}
(0}

Click on the pencil next to the income source that has ended.

Enter an end date and save. End date should be the last day the client received the income
source (if known) or a date before the reporting period end date. Note that “receiving income
source” should still be set to “yes” so that the income record will appear on reports.

If a client’s income from a particular source has increased or decreased, complete the following steps:

(0]

Click on the pencil next to the income amount that has changed.
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0 Enter an end date (the last day the client received that income amount) and save. Note that
“receiving income source” should still be set to “yes” so that the income record will appear on
reports.

0 Create a new entry by clicking the button. Select the same source as before, but enter the
new amount received. The start date should be the day after the previous income source
ended.

0 Click Save and Close].

e If aclient has new sources of income or benefits, complete the following steps:

0 Create a new entry by clicking the button.

0 Complete the information in the box. The start date should be the first day the client received
the new income/benefit (if known), or a date before the end of the reporting period.

0 Click Save and Close].

3) Update disabilities information (LTH, HUD, and THP programs only)
e If disability information has not changed, continue to step 5.
e |[f disability information has changed, add any previously-identified or new disabilities with
documentation.

4) Complete remaining questions by funding source:
e THP: Most appropriate/ideal long term living situation
e FHPAP: Percent of income spent on rent and date housed questions
e LTH: Complete 4 dropdown questions and 3 sub-assessments:
0 What was the client’s current residence status atprogram exit questions and If applicable,
reason for leaving housing (for those who left their housing at exit)
O LTH Current Residence Sub-assessment
= |f client has moved from housing, click on the pencil next to the End Date and record the
date the client moved out
= |f the client remains in housing, no changes are needed
0 What was the client’s subsidy status at exit and why did the client’s subsidy at program exit end
questions
O LTH Housing Cost Sub-assessment
= |f the client has moved from housing, put an end date on the Housing Cost record: click
on the pencil next to the End Date and record the date the client moved out
= [f the client remains in housing and the cost of housing remains unchanged, no changes
are needed
0 If the client remains in housing, but the cost has changed, click on the pencil next to the End
Date and record the date the cost changed.
O LTH Housing Subsidy Sub-assessment
= |f the client’s subsidy has ended, click on the pencil next to the End Date and record the
date the subsidy ended
= [f the client’s primary source of subsidy has changed, click on the pencil next to the End
Date and record the date the source changed.

5) Click[Save].

6) Complete remaining exit information for all household members:
e Locate the “Overview — Basic Entry/Exit” section at the top of the pop-up screen.
e Click the pencil under “Exit Date” for the client whose record you wish to update. Wait for the screen
to refresh. This allows you to switch between client records.
e Answer the “housing status” question.
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Complete Steps 2 and 3 above to update the client’s income, non-cash benefits, and disabilities for all
clients (HUD) or all adults and unaccompanied youth (state-funded programs).

Click[Save].

Repeat for all clients in the household exiting the program.

Step 9: Complete Case Plans — THP-funded programs only

Case Plans are the final step in exiting clients from your program. They are only required if you receive THP
funding. Case plans allow you to set a housing goal for your clients and track their progress after they have
completed the program.

A. Enter Case Plans

1) Make sure that you have ended all services and completed exit information (steps 7 and 8).

2) Click on the “Case Plans” tab at the top of the screen.

3) Click |Add Goall.

4) Complete the “Household Members” section:

If other household members will share the same goal, click on the boxes next to their names.

5) Complete the “Goal Data” section:

Provider: select from the drop-down list
0 Should be the same provider selected when entering and exiting clients from the program
Date Goal was Set: change the date to the date the client exited the program
Goal classification/type: select “Housing” from the drop-down list
Subgoal: select “Maintain Permanent Housing” from the drop-down list
Target date: enter a date 6 months after the exit date (date goal was set)
Overall status: select either “Identified” or “In Progress” from the list
0 There are no meaningful differences between the two in reports
If “Closed,” Outcome: leave blank
Projected Follow-up date: enter the target date or a date of your choosing, if you wish to follow-up
with the client sooner to make sure they are on track to meet their goal by the target date
0 The days remaining until your client’s follow-up date will appear on the main screen whenever
you log into ServicePoint
Remaining questions: leave blank

6) Click|Save Changes|.
7) Click Exit|.
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B. Follow-Up
Follow up on clients’ case plans 6 months after they leave the program.
1) Login to ServicePoint

2) Retrieve your client’s goal information:
e On the main ServicePoint screen, scroll down to the list of outstanding goals in blue text. Find your
client’s name on the list if you have used the follow-up date (see above).
e C(lick the blue “Goal” text to the right of the client’s name.
e Or, look up your client’s name or ID number in the system and click on the “Case Plans” section.

3) Complete the following follow-up information:
e QOverall Status: change to “closed”
e If “Closed,” Outcome: leave blank
e Date: leave blank
e Actual follow-up date: enter the appropriate date
e Follow-up made: select yes or no
0 Select “yes” even if you attempted to contact the client, but were not able to make contact
e Qutcome at Follow-Up: select “Achieved,” “Not Achieved,” or “Unknown — unable to contact”

4) Click [Save Changes|.
5) Click [Exit]
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Step 10: Run Reports in ServicePoint

A variety of reports are available to help you check your data and submit information to funders. Most
reports are run using the Advanced Reporting Tool (ART), covered in the next section. However, there are two
main types of reports you will run in the ServicePoint reports section:

e Entry/Exit
0 Shows all clients who entered, exited or remained in the program during a specified time period
0 Presents detailed demographic, household, and follow-up data
0 Similar to the HUD APR report, but can apply to any program
0 Not required by funders, but is a useful way to check data quality
e HUD-40118 Annual Performance Report (APR)
0 Required by HUD
0 Similar to the entry/exit report, but only applies to HUD-funded programs

Entry/Exit and HUD APR Reports

1) Login to ServicePoint.
2) Click on the green “Reports” tab.

3) Select “Entry/Exit Report” (for non-HUD funded programs) or “HUD APR” (for HUD-funded programs) from
the list.

4) Complete “Report Options” information:
e Provider: select your program from the drop-down list
0 This provider AND its children: click the circle if you wish to include data from multiple
programs in your agency (refer to your agency tree in your packet for reference)
0 This provider ONLY: click the circle if you only wish to include data from the specific program
you have selected
e Entry/Exit Type (this field only appears if you are running the Entry/Exit report):
0 For HUD-funded programs: select “HUD-40118"
O All other programs: select “Basic Entry/Exit”
e Operating Year Date Range: enter the dates you wish the report to cover
e Legal Adult Age: enter the age at which clients are considered adults by your program.

5) Click Build Report|.

6) Explore data-checking features:
e Click on numbers underlined in blue to see which clients the report is counting in a particular category
e Select a report category and click the [Show Null Data| button to show missing values
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Step 11: Use the Advanced Reporting Tool (ART)

ART is a powerful tool that allows you to run all required reports for state funders and HPRP. You will run two
main types of reports in ART:

Counting reports
0 Are submitted to funders
0 Present data at the aggregate (summary) level
Data Checking reports
0 Are not submitted to funders and should never be emailed
0 Present data at the client level
0 Allow you to check for data entry errors

Because funding sources vary in their reporting requirements, there may be several counting and data
checking reports available for a single funding source.

Important Reminders:

v

<

AN

ART uploads data overnight. Any changes you make in ServicePoint will not appear in your reports until
the next day.

Run reports frequently (ideally every week) or after you enter a lot of information to check your data
and identify entry errors. This will save time and reduce stress when it is time to submit your reports.
Remember to enter dates in mm/dd/yyyy format

Enter dates manually. Do not use the calendar function.

Remember to change the effective date to today’s date.

Remember to enter the report end date as 1 day after the end of the reporting period (for example,
reports running through 6/30/09 would have an ART end date of 7/1/09).

To run reports in ART:

1) Login to ServicePoint.

2) Click on “Advanced Reporting Tool (ART)” on the home page. A new window will open.

The window will display “Business Objects,” which is the name of the ART software.

3) Select a report to run:

On the left side of the screen, click on the plus (+) sign next to “Public Folders.” Additional folders will
appear.

Click on the plus (+) sign next to the “minnesota_live” (or “minnesota_live_training” if you are on the
training site). Additional folders, named by the type of report or the funding source, will appear.

Click on a folder’s name to display the available reports on the right-hand window. If nothing displays,
click on the plus (+) sign one more time to reveal additional folders. Many funding sources have sub-
folders, with the data check and counting reports separated.

Move the curser over the desired report name and click on it. A prompt box will open.
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4) Respond to report prompts:

Effective Date (if displayed): Change to today’s date.
0 Warning: if you do not change the effective date to today’s date, ART will run the report as of
the date displayed. Your data will not be correct!
Start Date: enter the beginning date of the report
End Date: enter the ending date of the report + 1 day
0 i.e,, if you want data from 08/01/2007 through 08/31/2007, enter a start date of 08/01/2007
and an end date of 09/01/2007
Service Provider(s): Click on a provider from the list to select it and click the [>> button to include it in
the report. You may repeat this process for as many providers as you like. To remove a provider, click
the <</ button.

Click . The requested report will display.

5) Save the report to your computer:

Click and select “Save to my computer as”
Choose Excel or PDF as your file type

0 Excel is easier for data-checking

0 Choose PDF for counting reports to send to funders
Troubleshooting tip: If you try to save the report and nothing happens, you most likely have a pop-up
blocker problem. See the “Technical FAQ” tab on www.hmismn.org or contact the HMIS helpline for
assistance.
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Appendix: Complete ROI and Security (optional for most programs)

ROI and Security FAQs — Important Padlock Information for ALL users:

e |see ared padlock next to my client’s name. What does this mean?

0 Ared padlock means that your client’s record is “closed” and can only be viewed by HMIS users
at your agency. This generally means that your agency is not set up to share client records with
other agencies.

e My padlock is red with a yellow exclamation point. What does this mean?

0 Ared padlock with an exclamation point signifies that your client’s record is “closed with
exceptions.” This means that you have the option to share the client’s information with other
agencies. To actually share the client’s information, you must complete the steps outlined in
the instructions below.

e My padlock is green. What does this mean?

0 Aclient’s padlock should never be green! A green padlock means that the record can be
accessed by anyone who uses HMIS, not just users within your agency. If you see a green
padlock, call Wilder immediately to correct the problem.

e What happens when a client’s ROl expires?

0 When the release expires, other agencies will no longer be able to view your client’s data. If
your agency wishes to continue sharing data, you must obtain new ROI forms from your clients
and repeat the ROI and Security processes.

ROI and Security Steps: ONLY for agencies that share data

The ROI and Security procedures allow your clients’ data to be shared with other agencies. Complete this step
ONLY if your agency has set up a data-sharing agreement with Wilder and Release of Information forms have
been signed by your clients.

A. If your client does not want to share data with any agencies on the Release of Information form:

1) Click on the orange “ROI” button at the top of the ClientPoint screen. ROI allows the system to share data
with providers Wilder has previously set up for your agency.

2) Click on|Add Release.| A pop-up window will appear.

3) Check the boxes next to the other household member’s names if they also do not want to share data.

4) Complete the “Release of Info Data” section:
e Provider: Leave the drop-down box at the name that automatically appears, which should be set to the
highest agency level.
e Release granted: Select “no.” The system will automatically not share the client’s data with others.
e Start date: Change to the date the client entered the program.
e End date: Leave blank
e Documentation: Select the type of documentation you have for obtaining the release of information.
e Witness: Not required

5) Click ‘Save Release Info\.

6) Click to return to the main ClientPoint screen. The denied release should appear below the client’s
name.
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B. If the client is comfortable sharing at least some data with other service providers:

1) Click on the orange “ROI” button at the top of the ClientPoint screen. ROl allows the system to share data
with providers Wilder has previously set up for your agency.

2) Click on|Add Release.|A pop-up window will appear.

3) Check the boxes next to the names of other household members you would like to include:
e Make sure that a household member has signed an ROI form before checking the box next to his/her
name. Parents can sign forms on behalf of their children.

4) Complete the “Release of Info Data” section:

e Provider: Leave the drop-down box at the name that automatically appears, which should be set to the
highest agency level. If you change it to a different program, it will look like you did not enter an ROI,
and data will not be shared.

e Release granted: Select “yes.” This will make the client’s name and demographics visible to all agencies
you have data-sharing agreements with.

e Start date: Change to the date the client entered the program.

e End date: Enter a date that is one year or less from the start date.

0 When the release expires you will still be able to view information that you have entered, but
other agencies will not. A current release is required in order to share client information with
other agencies.

e Documentation: Select the type of documentation you have for obtaining the release of information.

e Witness: Not required

5) Click ‘Save Release Info\. The release should now be listed in the window that opens.

6) Click to return to the main ClientPoint screen.
e Atthe top of the screen under the client’s name, you should see the date the ROI expires (it will say
NONE if you haven’t entered ROl information).

If your client has agreed to share their information with all agencies, you have finished. If they have agreed
to share with only some agencies, continue to step 7:

7) Go to the security section to select which agencies your client has agreed to share with:

e Click on the orange “Security” button at the top of the ClientPoint screen. A pop-up window will
appear.

e Do not click on the blue text that reads “To open this record click here.” An open record means that
everyone in the system can see the client’s data, which violates your client’s privacy rights.

e Check the box next to the agencies you will allow to see your client’s data

0 Make sure that these agencies correspond with those on your client-signed ROl forms and that
the client has agreed to share information with these agencies.

* Click [Save and Exit}

8) Complete security information for other household members: completing security information in the head
of household’s record does not affect other household members.
e Click on a household member’s name to open his/her profile.
e Click on the orange “Security” button and repeat the procedure outlined in Step 7 above.
e Repeat this process for all household members.
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