I How TO...

Add a Client to Coordinated Entry (entry/exit method w/VI-SPDAT)

Step One: Enter Data As (EDA) your CoC’s Coordinated Entry provider
Log in to ServicePoint and click the Enter Data As option in the upper right corner of your screen.
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The Enter Data As Provider Search pop-up appears. Search for your CoC’s Coordinated Entry provider
and once search results appear, click the green action wheel with the plus sign next to the Coordinated
Entry provider’s name.

< SERVICEpoint”

Your Commu

b Last Viewed
Home
ClientPoint
ResourcePoint
ShelterPoint
SkanPoint

» Reports

» Admin
Logout

rEnter Data As Provider Search

January 22, 2018

Search [coordinated entry ]
#y Home > Home Page Dashi« Search | Clear

Favorites

Public Action to Deliver Shelter, Ini

/A Kane County Development De|

Provider Search

wode: TR shadowccox

Search for Providers by using keywords from the Provider Name or Description.

Show Advanced Options

& Entor Data As

4 Back Date

. Connect To ART
Gilobal Search

Kane Admin G
System Ad

oOx?

System N Provider Number ]
Dat=l Enter or scan a Provider 1D number to search for that Provider Date Tima Remaining
01/08) . 01/21/2018 past

Provider ID # Submit ‘
o1/02) 04/10/2018 78 Days
12/06f Provider Search Results
WOH 4 A B CDEFGHIIKLMNOPG QRSTUVWXY ZAl
10/01} Provider Level Phone Location Last Updated
C (+]" ) ﬂ;’f‘””"" Coordinated Entry Level 3 Unknown Unknown 01/18/2018
Showing 1-10f 1 View All
Exit

" coun

Clients Cul
Shelter:

Shelter Stay§ Provideds

179 186

© 2018 Pathways Community Network Institute and

Municipal Information Systems Inc. All rights reserved.

> )

Pathways

COMMUNITY NETWORK INSTITUTE

o-MiSI



HOW TO...

Check to make sure that the Coordinated Entry provider’s name appears next to “Enter Data As” in the
upper right corner of your screen.
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Note: we highly recommend that you add people to Coordinated Entry in real time. Should you need to
do data entry after the fact, remember to click the Back Date link in the upper right of your screen and
select the date when the client was interviewed.

Step Two: Search for a Client

To add a person to the Coordinated Entry Priority List, first perform a search for that person. Click on
the ClientPoint menu item, then enter part of the person’s name in one or more of the fields in the
search form that appears. After entering this information, click the Search button.
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HOW TO...

Select the client from the Client Results list.
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Step Three: Enroll the Client in Coordinated Entry

Once the Client’s record appears, click on the record’s Entry/Exit tab.
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Click the Add Entry/Exit button.
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The Project Start Data pop-up appears. Make sure the name of your CoC’s Coordinated Entry provider is
displayed on the form. Select the HUD entry type and confirm that the Project Start Date is correct.
Make changes to the Provider and Project Start Date as needed, then click the Save & Continue button.
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The Entry/Exit Data pop-up now appears. If you are adding a family to Coordinated Entry, you will need
to add family members to this project entry now by clicking the Include Additional Household Members
button and selecting the appropriate household members.
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Now scroll down to the Entry Assessment section of the pop-up. Select the appropriate assessment by
clicking on its name (Individual, Family or Youth VI-SPDAT), then clicking the Add button. Note that for
HUD purposes, a youth is a person between the ages of 18 and 24.
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The Add Recordset pop-up now displays the desired VI-SPDAT version. Ask your client the questions on
the form exactly as they are written and use the answers they give you to fill out the form.
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Once you have completed all questions on the form, click the Calculate button. A Grand Total score will
appear, along with a Recommendation on the type of housing the Client may need. Next, click the Save

button.

Note: if you missed a response, a pop-up will appear that lists the responses that were missed. You
must answer all questions so that the Client is given the correct priority for available housing.
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ServicePoint now returns you to the Entry/Exit Data screen. Click Save & Exit. The Client is now enrolled

and has been placed on the CoC’s Coordinated Entry Priority List.
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Do you have questions about using HMIS for Coordinated Entry? Call the Pathways MISI help desk at

800-536-6474 or visit help.pathwaysmisi.org.
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