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Household Entry
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1.    Once you have completed all the steps in the Individual Client Entry, you are ready to add the client’s household.

2. 
The Households tab is located among the client profile tabs.  Click this tab to open the Households Overview screen.

3. 
When the Household Summary pages pop up, click  "Start New Household."

4.
 The "Add a New Household” screen pops up with the name of the head of the household at the top.  Complete the information for the head of household and click Save.

5. The next screen will allow you to enter the names and SSNs for the remaining family members.  Enter the name of the first household member and click Search.  If the client is not found, add their SSN and data quality, and finally click Add New Client With This Information.

6. Complete the Add New Household Member screen for the new member of the household.  When finished, click "Save." Complete steps 5 and 6 for all household members.

7. After saving the last household member, click “Save” and ServicePoint returns to the Client Profile Screen for the Head of Household. All household members will appear in the Households box.
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