
ClientPoint™
Coordinated Entry 

Workflow For Shelter 

Providers



Working with the Referral List

When there is a 

vacancy, a 

referral will be 

sent by HCAA.

You will pull a 

Referrals report 

that will list all 

households that 

have been 

referred for 

shelter.



Working with the Referral List
1. Choose Provider 

2. Set Referral Type to “incoming referrals to provider”

3. Set Status and Outcomes to “all”

4. Choose date range and Build Report

5. You can now access the record to review the household’s/individual’s 

record for consideration for the vacancy by selecting one of the 

household names in BLUE.



Reviewing the Referral
1. On the Summary tab, you will now see the entire Household, any Outstanding 

Incoming Referrals and the VI-SPDAT or  VI-FSPDAT for the head of household.

2. Choose the Head of Household to work from if a multi-person household.



Reviewing the Referral
Under the Client Profile Tab you have access to a supplemental assessment, client 

notes from Coordinated Entry and any additional file attachments that have been 

uploaded (benefit letters, ID, birth certificates, discharge summaries, etc.)



Reviewing the Referral
1. Providers have 7 days to contact, interview and either accept or deny the referral 

for placement.

2. Once a determination has been made, this decision must be communicated back 

to the Family or Single Adult Priority List maintained by HCAA.



Responding to the Referral
Communicating the outcome back to HCAA can be done by  in 2 ways:

Option 1:  Click on the pencil 

next to the referral on the Client 

Summary Page

Option 2:  Choosing 

“Update Referral 

Outcome”  on the 

Referral Report Results



Option 1:  Responding from 

the Client Summary Page
Click on the pencil next to the referral in “Outstanding Incoming 

Referrals” 



Responding from the Client 

Summary Page
1. Update the “Referral Outcome” 

2. If Canceled or Declined, select the Reason

3. Save & Exit-Be sure to follow instructions on the “Declining a 

Referral” slide



Responding from the Client 

Summary Page
1. If Accepted, provide a service

2. Select “Provide Service” under Service Information



Responding from the Client 

Summary Page
1. Be sure to include the entire household

2. Service Provider=the project accepting referral

3. Set the Start Date and End Date to the date of acceptance

4. Make the Service the Same as the Need

5. Save & Continue



Responding from the Client 

Summary Page

You can include a 

note about the 

service if applicable

Set the Need Status to “Closed” and Outcome to “Fully Met”

Save & Exit

From this point you are ready to place the household into the bed using 

Shelterpoint



Option 2:  Responding from 

the Referral Report

1.  Put a check mark in box(s) next to record-be sure to include 

entire family 

2.  Select “Update Referral Outcome” 



Responding from the Referral 

Report

1. Choose Referral Outcome

2. If Canceled or Declined, select the Reason



Responding from the Referral 

Report

The Referral Outcome is now updated



Responding from the Referral 

Report

1. If referral outcome is Accepted, you will need to create a 

service

2. Select Housing/Shelter under Need Type for one of the family 

members



Responding from the Referral 

Report
Select “Provide Service” under Service Information



Responding from the Referral 

Report
1. Be sure to include the entire household

2. Service Provider=the project accepting referral

3. Set the Start Date and End Date to the date of acceptance

4. Make the Service the Same as the Need

5. Save & Continue



Responding from the Referral 

Report

Set the Need Status to “Closed” and Outcome to “Fully Met”

Save & Exit

From this point you are ready to place the household into the bed using 

Shelterpoint

You can include a 

note about the 

service if applicable



Declining a Referral

If denial is due to property management decision or any other 

reason not listed, please scan and attach an explanation and/or 

documentation from the mgmt. in the “File Attachments” under the 

Client Summary Tab.

If denial is due to no response, attach documentation of attempts 

(date, method of contact, result) in the “File Attachments” under the 

Client Summary Tab.


