	Rural Arizona HMIS
	 ServicePoint 5 Quick Reference Guide



Program Entry - Individual

	1.    After the client profile has been created, you must enter your client into a program from the Client Profile Screen click on the Add Entry/Exit table.


2.     Enter the Program Name, Program Type and Entry Date into the Entry Data screen.  Be sure you enter all three fields correctly in order to avoid additional data entry. Finally, click Save & Continue.

3.    Once redirected to the Program Data Entry Screen, complete all Universal Data fields. Additional Program Level Data is found on this screen after the Universal Data Elements. Click "Save Changes" at the bottom of the screen when you are finished.

4.  
Monthly Income, Non Cash Benefits and Disabilities are found in the middle of the screen and require the use of a Sub-Assessment.  To enter this information (in this case income), click the Add button.
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Household Members

This Client is not a member of any Households.

Entry Data

Note: I you change the provider selected It may cause the Entry ASsessment o adjust or the new
@  Providers Entry Assessment defaults. Any information saved to the previous Assessment wil st be
‘attached to that Assessment record for the Client.
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	5.    The Sub-Assessment window allows you to add multiple entries such as earned income, SSI, child support, etc. Complete the sub-assessment by entering data into the required fields. The Start Date will default to the program entry date and the End Date will remain blank. In this case the client has earned income of $458.00. If the client loses this income during their stay, add an End Date using the date their income stopped.  Click Save.

6.   
After you save the assessment you will be brought back to the Program Entry screen and the new data will appear. 
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