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Client Search and Entry

1.Client Point

	1.    From the Home Page, click on the ClientPoint tab at the top of the screen. When the following window opens, you first need to search to see if your client has already been entered. Enter all or part of the last name and/or first name and click on the "Search for Client" button.

2. Check for Possible Matches. If the client is found, click on the pencil to the left of the client’s name to edit client information.  

3. If the client is not found, enter their first and last names and SSN. Click on "Add Client With this Information." 
4. This will bring up a warning screen asking if you have searched first and are sure the client is not already entered. Click OK to add client as NEW.

4.   You have now successfully entered your client into the database and you will be taken to the client’s Profile Summary Screen. Tabs along the top allow you to navigate through other modules. From here you can see the clients basic demographics, Program Entry/Exit status, Households they belong to, Shelter Stays and a list of active Case Managers with contact information. You can also click the Client Profile tab to view more information.
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	5. The Client Profile screen gives you access to more client information. Use the pencils to edit current information.  Easily attach a photo to the clients record by clicking "Change" or "Issue an ID" card if your agency supports this feature.

6. The bottom half of the screen allows you to add multiple Case Notes or to attach additional files such as PDF, Excel or Word files.

7.  If your agency needs to track client incidents or infractions, click Add New Incident.
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