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Search the System for a Client 
 
Begin by logging into the system.  Before searching for a client, Please make sure you are clicking on “Enter Data 
As” below your name in the top right hand corner.  This will pop up a provider search screen allowing you to 
choose which Project you will be entering the Client into.  Your project will now show in the top right. 
 

  
 
You can now click on ClientPoint in the navigation tabs to the left of the screen.  Selecting ClientPoint will bring 
up the Client Search screen.  You will want to make sure to thoroughly search the system for the client you are 
looking for.  HMIS contains MANY client records and inadequate searching can result in duplicate client records.  
These duplicate client records can cause lots of confusion and frustration.  The HMIS staff requires at least two 
(2) searches; one by Last Name and one by Social Security Number.  Remember that you can find clients without 
a full name.  (I.E. Potter will show up if you only search for Pott.) 
 

 
 
Clicking the search button will provide a list of client results.  If the client is already in the system, you can enter 
the client’s record by clicking on the name of the client or by clicking on the pencil icon. 
 

 
 
AFTER you have done a thorough search for the client record, and the client does not exist in the system, you 
have the ability to “Add New Client with this Information” to the system.  Adding a new client will create a brand 
new client record in the system and should only be done after all search options have been exhausted. 
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After entering the client record, you will start on the Client Profile tab.  On this tab, you can enter PI, 
Demographics and Contact Information.  You will also find sections to enter Client Notes, File Attachments, and 
Incidents. 
 

 
 
 

Create/Update Household (if applicable) 
 
Households should exist for any group of persons (two or more people) that identify as a household.  (If the 
client is a Single Adult, you are not required to create Household.)  Begin by clicking on the Household tab.  If 
you are working with an existing client in the system, this tab will show you any current household information 
regarding the client.  If a household already exists, you can view/add additional household members by clicking 
on the “Manage Household” button. 
 

 
 
If no household exists, you can create a new household by clicking on the “Start New Household” button.  Make 
sure that new households are created only if no other households exist. 
 

 
 
You can then pick the “Household Type” from the drop down menu.  You will need to the search the system for 
Household members before you can add a new client to the system.  When you are finished adding/finding all 
the Household members, click on the “Continue” button to move on to the Household Information Screen.  You 
can specify who the Head of Household is on this screen and show the Relationships to the Head of Household.  
You can also click on the “Add/Delete Household Members” button to change the people associated with this 
household.  You can also edit/update certain Client Record data from this screen.  When you are finished, click 
“Save & Exit” to finish the Household. 
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Document the Release of Information (ROI) 
 
It is vital that you have the client sign the Release of Information before entering any personal identifying 
information about that client into the system.  If the client refuses to sign the release of information, please 
contact the system administrator before continuing with data input.  If a client already has a ROI for your 
agency, please ensure that it is current and not out of date. 
 
Begin by clicking on the “ROI” tab.  Click on “Add Release of Information”.  This is where you will complete the 
information about the release of information. 
Begin by checking the box next to any additional household members that you would like to include in this 
release of information.  Typically the Head of Household will sign the ROI for the entire Household.  By checking 
the box for the entire Household, you will add the ROI information to each individual Client Record. 
 
Provider – Defaults to the Project you selected for “Enter Data As.”  Unless your ROI is specifically for the 
project, you will want to change this to “Your Provider (Agency).”  The HMIS Release of Information is good for 
the entire agency, regardless of what project the client is receiving services from. 
Start Date – Select the date that the ROI was signed. 
End Date – Set the End Date for three years from the start date. 
Documentation – Select “Signed Statement from Client.”  (In some circumstances, this could be another type of 
documentation.  Please check with your supervisor or HMIS administrator as needed.) 
Witness – Type in the person that signed as the witness on the hard copy of the ROI.  (This could also be you.) 
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Once you save the Release of Information you will see a binder clip icon (         ) listed to the right of the end 
date. You are encouraged to scan and upload the ROI form directly to the client record by clicking on the binder 
clip icon and attaching the file for the Release of Information. 
 
 

 
 
 

Assign a Case Manager 
 
Next, we need to assign a case manager.  Begin by clicking on the “Case Managers” tab located on the 
navigation tab at the top of the client record.  Click on the “Add Case Manger” button. 
 

 
 
This will bring up a new window that allows you to assign a case manager to this client or members from the 
Household.  Selecting “ServicePoint User” will allow you to select a case manager from your agency.  Selecting 
“Me” will populate your information into the fields.  Selecting “Other” will create text fields where you can type 
in a case manager’s name that does not have access to HMIS.  (If selecting another ServicePoint User from your 
Agency, you will need to change the “Select User” drop-down menu from your “Enter Data As” project to “Your 
Provider (Agency).”  This will allow you to choose from the case managers at that Agency.) 
 
Start Date – Select the start date the case manager begins working with the client. 
End Date – Keep this open until case management services have ended.  Once a case manager no longer works 
with a client, enter the date the case manager stops services. 
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Enter Intake Form Information via Entry in a Project 
 
You will first click on the Entry/Exit Tab located in the navigation tabs near the top of the client record.  You will 
then click on the “Add Entry / Exit” button. 
 

 
 
This new pop up window allows you to select several options: 
Household Members – If the Client is a member of a Household, you can select any additional household 
members that you want to include in this entry. 
Provider – Select the project that the client is entering into.  (Remember to select the specific PROJECT that the 
client is entering rather than your AGENCY). 
Type – From the “Type” drop down menu, select the type of Project.  (Most projects are under the “HUD” 
option.  If you select the wrong type by mistake, you can correct it on the next screen. 
Project Start Date – This will default to the current date and time.  (If your Intake form was from a previous 
date, you should enter the intake date here.) 
Once completed, please click on the “Save & Continue” button.  This will take you to the Entry/Exit Date 
window. 
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You can also select the members of the Household you are entering into this project.  If your client is a single 
person, you will not have an option.  If your client has other household members, you can elect to add them to 
the project as a household or not depending on the circumstance.  (If you have Intake forms for the other 
members of the household, it will be easier to enter them in at the same time.) 
 

 
 

 
 
After you have chosen the Household Members, the Provider, the Type and the Project Start Date, you can 
click on the “Save & Continue” button to open the “Entry/Exit Data” screen where you will be able to complete 
the NorCal Advanced Entry (2020) Assessment. 
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NorCal Advanced Entry (2020) Assessment 
 
Please note that some information will be carried over from the Profile tab, but most questions will still need to 
be answered for EACH client record.  You will need to complete the information for each client record in the 
ENTRY Assessment. 
 
The top of the “Entry/Exit Data” screen will show you the members of the household you selected.  (Just the 
individual if a single client, or the household members if you selected them.) 
 
Individual: 

 
 
Household: 

 
 
 
The Entry Assessment section will default to the NorCal Advanced Entry (2020) assessment, but you’ll notice 
you can also enter information from the VI-SPDAT or VI-FSPDAT by selecting the assessment here. 
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The client that you are currently entering an intake form for shows in the Household Members column on the 
left hand side (If this should be your Head of Household). 
 
Individual: 

 
 
Household: 

 
 

 
 
By clicking on the different Household Members names in the left hand column, you can bring up their specific 
Assessments in the system.  In this way, you can fill out assessments for each individual family member from 
one screen. 
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The NorCal Advanced Entry (2020) Assessment questions will match those asked by your NorCal HMIS Intake 
Form. 
 

        
 
 

Entry Form Sub-Assessments (HUD Verification) 
 
There are four Sub-Assessments that you’ll need to pay special attention to.  They are Monthly Income, Non-
Cash Benefits, Health Insurance, and Disabilities.  So far, when we have needed to add data to the client record 
in the system, we have clicked on the “Add” button or the pencil icon.  For the sub-assessments we will NOT 
click on the “Add” button.  Instead, we need to click on the HUD Verification text or the Warning icon on the 
right hand side of the specific sub-assessment.  This will allow us to access a screen with a much simpler way to 
collect all the HUD required data. 
 

 
 
(*Note* Clicking on the “Add” button will only allow you to enter data for one specific type of Income, benefit, 
etc.  By using the HUD Verification you can ensure you are entering data for all possible sources of income, 
benefits, etc.) 
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The pop up screen will allow you to easily select responses for all the recordable fields at once. 
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By default, all sources of Income are “Incomplete.”  You will need to select the appropriate response to each 
type of income in order to proceed.  If you miss one, you will get an error message when you go to save 
informing you of the HUD requirement. 
 

 
 
(*Note* Most clients will only have one or two sources of income.  An easy way to change all records to “No” or 
“Data Not Collected” is by clicking on the Quick Click options at the top of the form.  This will change the radio 
buttons all at once.  You can individually select the specific records that would need a “Yes” response.) 
 

 
 
In the Monthly Income sub-assessment and the Disabilities sub-assessment, when you click on the “Yes” radio 
button, a pop-up box will appear.  This will allow you to enter specific information regarding that record.  (For 
Income, it will allow you to enter the “Monthly Amount” and any notation.  For Disabilities, it will allow you to 
record if the disability is long lasting or impairs the ability to live independently and any notation.  For Non-Cash 
Benefits and Health Insurance you’ll have to click on the pencil icon after saving the record to input specific 
amounts or notation.) 
 

 
 
When you have entered a response to each record, you can safely click on the “Save & Exit” button to save all 
the responses for the specific sub-assessment. 
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When you return to the main assessment form, you will know if you have successfully responded to each 
Recordset by the green checkmark next to HUD Verification.  You will also see the records for each response in 
the sub-assessment table. 
 

 
 
You will need to make sure you enter data for each sub-assessment record completely and get a green 
checkmark for each HUD Verification. “GREEN IS GOOD” quality! 
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Finishing the Intake Form 
 
After thoroughly completing the sub-assessments according to the HUD requirements, you can finish entering 
the data from your Intake form.  There are a few questions specific to Domestic Violence and Coordinated Entry.   
 
You will also see a sub-assessment for Optional Intake Questions.  If you have collected this information from 
the client, you can enter it here.  (These questions are optional and this is notated on both the Intake form and 
the NorCal Advanced Entry (2020) HMIS assessment this way.  The information can be helpful, but it is not 
required.) 
 
(If you are entering multiple Intake forms for a Household, save you’re the Assessment for the current client and 
then move onto the other Household members by clicking their name in the Household Members box on the 
left.  Complete until every Household member has been entered.) 
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At the bottom of the Intake assessment, you will see a reminder to enter the VI-SPDAT form.  If you have not 
entered a VI-SPDAT for the client, please save your Intake assessment and input it at this time.  You can select it 
at the top of the assessment. 
 

 
 
 

 
 
 

Entering a VI-SPDAT 
 
After you have completed Intake form(s) for your client(s), you will need to enter the VI-SPDAT (or VI-FSPDAT for 
families).  Select VI-SPDAT 2.0 at the Entry Assessment section.  Click on the “Add” button. 
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The VI-SPDAT v2.0 assessment will pop up on your screen.  Please fill it out the form completely.  There are four 
main sections that will contribute to the score.  Once you have completed the form, click on the “Calculate” 
button at the bottom.  Then click on the “Save” button. 
 

 
 
After saving the VI-SPDAT score, you will be returned to the main “Entry/Exit Data” page.  Now that you have 
completely entered the Intake form and the VI-SPDAT form, you can click on the “Save & Exit” button.  This will 
return you to the “Entry / Exit” tab where you can see your entry. 
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Updates via Interim Review 
 

Any update to a client’s basic information can be done via the “Client Profile” tab.  The Interim and Follow Up 
reviews should be used to update Monthly Income, Non-Cash Benefits, Health Insurance, Disabilities, and the 
Housing Move-In Date.  The difference in which review to use depends on your “Exit Date.”  If your client is still 
in a program, you would use the Interim review.  After the client has exited the program, any updates must be 
done via the Follow Up review. 
 
To the right of the “Project State Date” and “Exit Date” you will see the column named “Interims.”  Click on the 
“Interim” icon next to the entry you wish to add an Update for. 
 

 
 
This will bring up the “Interim Reviews” pop up window.  To add a new update, click on the “Add Interim 
Review” button. 
 

 
 
At the “Add Interim Review” window, select “Update” from the “Interim Review Type” drop down menu.  Click 
on the “Save & Continue” button. 
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Under Household Members, you have the option to add this update to multiple clients.  (Typically the update 
will only be for the Head of Household.)  Select “Update” from the “Interim Review Type” drop down menu.  (If 
the client has moved into housing, update the Interim Review date so that it reflects the same date the client 
moved into housing.)  Click “Save & Continue.” 
 
 
This will bring up the NorCal Update (2020) Assessment.  Scroll through the assessment and make any updates 
as needed.  You can make updates to any of the four sub-assessments Monthly Income, Non-Cash Benefits, 
Health Insurance, or Disabilities.  In addition you can update the questions on Domestic Violence and 
Coordinated Entry.  If the client has moved into housing, you will notate this by entering the “Housing Move-in 
Date” at the very bottom of the Assessment. 
 

 
 
Clicking on the First, Previous, Next or Last buttons allows you to scroll through the records to find the specific 
record you are updating.  To update a record in one of the four sub-assessments, first find the specific record.  
Click on the Pencil Icon on the left hand side of the record open the “Edit Recordset” window. 
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The “Edit Recordset” pop up screen will appear.  It will show the information that was entered when the client 
was entered into the Project.  (This information would come from the HMIS Intake form.)  We will need to 
update the “End Date” to show that the client’s old income amount was valid from the Start Date to now. 
 

 
 
In our example, the client has had an SSI income of $100 from 01/16/2018 until the update on 03/01/2018.  
Click on the “Save and Add Another” button to save this record and start a new Income record from 03/01/2018.  
The “Add Recordset” pop up box will now appear.  You can enter in the new monthly amount here.  You will 
need to select the same “Source of Income” from the drop down menu.  (In our example, the client’s SSI amount 
is increasing to $400.)  You will also need to update the “Receiving Income Source?” to Yes.  The Start Date 
should automatically filled in to the same date as your Update.  Click on the “Save” button to update the record. 
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The NorCal Update (2020) Assessment will now reflect the history with both the old record and the new record.  
You will have to scroll through the various records, but you will be able to see separate records for the two 
different Income amounts.  One for the amount (with the date range of 01/16/2018 to 03/01/2018) and a new 
record for the new amount going forward (for the date range 03/01/2018 forward). 
 
 

           
 
Click on “Save & Exit” at the bottom of the screen.  This will take you back to the “Interim Reviews” pop up 
window.  You can now see the record of the Update you just made. 
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Click on the “Exit button” to return to the Entry / Exit tab.  You will see a “1” has been added to the Interim icon.  
This number corresponds to the number of updates added in the system. 
 

 
 

 

Adding a Follow Up Review 
 
Adding a Follow Up Review is exactly the same as adding an Interim Review.  The only major difference is that 
the Interim Review Date must be between the “Project Start Date” and “Exit Date” while the Follow Up Review 
has to be dated after the “Exit Date.” 
 

 
 
After clicking on the Follow Ups icon, the “Follow Up Reviews” pop screen will appear.  Click on the “Add Follow 
up Review” button. 
 

 
 
From the Add Follow Up Review pop up screen, select Update as your Review Type.  (Note that the project Exit 
Date is displayed in the Household Members section.)  Click on the “Save & Continue” button. 
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You will now be able to update any information in the Monthly Income, Non-Cash Benefits, Health Insurance, or 
Disabilities sub-assessments.  This is the same process as the Interim Review. 
 
After you have made all your updates, click on “Save & Exit” at the bottom of the screen.  This will take you back 
to the “Follow Up Reviews” pop up window.  You will see the Follow Up update you just added. 
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Document Services Provided 
 
If you provide the client with a service, you will need to make sure that you document this service in the HMIS 
system.  Start by clicking on the Service Transactions tab located right behind the Entry / Exit tab.  You will now 
be at the Service Transaction Dashboard.  To add a service, you will want to want to click on the “Add Service” 
box.  (Note:  When you add a Service, the system will automatically add a Need to correspond the Service you 
are adding.) 
 

 
 
 
Once on the “Add Service” screen, you will need to select any household members that you want to include in 
the service (if applicable).  You will then fill in information about the service you are providing: 
Service Provider – This defaults to your “Enter Data As” project.  You can change this to a different 
project/program depending who is providing the service. 
Creating User – This defaults to your name. 
Start Date – Defaults to today’s date. 
End Date – Select the date the service ends.  Usually this is the same date as the start date. 
Service Type – Select a service from the picklist values available.  If you do not see the service from the picklist, 
please contact your HMIS Administrator to have it added for your Project. 
Provider Specific Service – Leave blank 
 
 

 
 
Once complete, click on the “Save & Continue” button in the lower right hand area of the screen.  This will take 
you to the Edit Service screen where you can notate specific information about the service. 
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There are several areas you will want to review.  First is the space for “Service Notes” where you can notate 
specific information about this service.  Second, there is a “Service Costs” section where you can track the cost 
associated for the service.  Third, there is section called “Apply Funds for Service” where you can add a specific 
funding source that covered the cost of the service. 
 

           
 
 
You will also see a section where you can set a follow up.  In the “Follow Up Information” section, you can set a 
follow up date for yourself that will show on your Follow up dashlet on your Home screen.  When you set the 
date, it will automatically populate yourself as the Follow Up User.  (Leave the Follow Up Made and Completed 
Follow Up Date fields blank.  Those will be for when you close the follow up.) 
 
 

 
 
 
Be sure to indicate the appropriate Need Status and Outcome of Need.  (This should be “Closed” and “Fully Met” 
if we are providing a Service.)  Once completed, click the “Save & Exit” button to save your service record. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Needs Status 

Closed = if service is completed.  There should be an end date 
for the service. (I.e. rent or utility assistance, case 
management, etc.) 

In Progress = If the service is an ongoing.  There should NOT 
be an end date for the service. 

Identified = This should only be used when identifying needs 
and you are unable to provide services for the client.  (If only 
identifying a need, add a Need through the Services 
dashboard.) 
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Exit the Client from a Project 
 
A client should be exited from the project when they are no longer receiving services.  Before exiting a client 
from your project, you want to update the need status to “Closed” for any needs that may still be open and list 
the end date for any assigned case manager. 
 
Go to the client’s profile, click on the “Entry / Exit” tab at the top of the profile under the “Client Information” 
tab.  This will bring up a summary of entry/exits that the client has had.  To exit a client, select the desired entry 
by clicking on the pencil next to the blank exit date of the program. 
 

 
 
This will bring up the “Edit Exit Data” pop up window.  (If the client was initially entered in the project as part of 
a household, you will see the option to select the other household members for exit as well.)  You will need to 
select the appropriate option from the “Reason for Leaving” and “Destination” drop down menus.  If “Other” is 
chosen for either one, an explanation must be specified in the text box directly below it.  Click on the “Save & 
Continue” button when you are done to move on to the NorCal Advanced Exit (2020) Assessment. 
 

 
 
From the “Entry/Exit Data” screen, you will verify the any records and update them if necessary.  You can update 
information on Monthly Income, Non-Cash Benefits, Health Insurance or Disabilities.  There is also an Optional 
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Exit Questions sub-assessment where you can notate supportive services the client received while in the 
program. 
 

 
 
You’ll also see a space to record the housing move in date.  (If the client is exiting the program due to 
completion this will probably already be filled in.  If not, please ensure you have the housing move in date 
entered.) 
 

 
 
Once finished, please click on the “Save & Exit” button to update the exit from the program. 
 
 
 

Last Updated: 1/8/2020 
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