
ClientPoint™
Coordinated Entry 

Workflow for 

Coordinated Entry 

Provider



Use the Dashboard to quickly add 

needs, services or referrals or to view 

the client’s historical records. 

Once you have completed the Entry Assessment and the 

VI-SPDAT or VI-FSPDAT, proceed to the “Services 

Transactions” Tab



In ServicePoint, Clients must have Needs” 

diagnosed in order for the end user to add services 

to the record.  From there you can add a referral.   

Need Service Referral



Add Referral

Adding a referral will automatically 

generate the need.



1. Select the Entire 

Household

2. Select 

“Housing/Shelter” 

Need from 

Service Code 

Quicklist

3. Add Terms

Adding A Referral



Adding A Referral
1.Choose 

either 

“Family 

Priority List” 

or “Single 

Adult 

Priority List” 

in the 

Referral 

Provider 

Quicklist

2. Once 

selected, 

“Add 

Provider”



Adding A Referral

1. Set “Needs 

Referral Date” to 

same date as the 

Service Date.

2. Referral Ranking 

is optional 

Search and 

3. Select a VI-

SPDAT or VI-

FSPDAT Score 

to accompany 

the referral



Adding A Referral
1. Put a          under Housing/Shelter for each family member in 

Referred to Provider 

2. Date of Need should reflect Date of Service

3. Need Status will remain Identified/Status Pending

4. There is an optional note section that can be used

5. Save All



Adding A Referral

A referral has now been created for this Need/Service



Working with the Priority List

You can now 

pull a 

Referrals 

report that 

will list all 

households 

on the Priority 

List



Working with the Priority List
1. Choose Provider (Family or Single Adult Priority List)

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

3. Set Status and Outcomes to “all”

4. Choose date range and Build Report



Working with the Priority List
1. A list of all persons referred along with their VI-SPDAT or VI-FSPDAT scores will 

appear along with the referral date.

2. Select name by putting a checkmark in the box and “Update Referral Outcome”

3. Set Referral Outcome to “Accepted on Waitlist” and Save Referral Information

4. The Referral Outcome Column should now say “Accepted on Waitlist”



Working with the Priority List
1. When a vacancy occurs you can choose the client to be referred from the Priority 

List by clicking on their name.

2. Choose the entire household to send as the referral.



Referring From Priority List for 

a Vacancy

From the client’s record, go to the Service 

Transactions tab and select “Add Referrals” 



Referring From Priority List for 

a Vacancy
1. Repeat the 

“Adding a 

Referral” 

Process only 

this time when 

selecting a 

provider, choose 

the project(s) 

with the 

vacancy.

2. You may choose 

multiple 

providers to 

refer to.



Referring From Priority List for 

a Vacancy
1. Set Needs Referral Date to date you are making the referral

2. Select VI-SPDAT/VI-FSPDAT score to accompany referral

3. Set Follow Up date for a week out (7 days)

4. Set Follow up User (either Family or Single Adult Priority List)

5. Check to Notify the Provider by Email



Referring From Priority List for 

a Vacancy
1. Place check marks in the Housing/Shelter boxes

2. Set Date of Need the same as Needs Referral Date

3. Set Needs Status to “Identified” and “Service Pending”

4. You may add a note if needed with special instructions for the provider

5. Save All



Working with the Follow Up 

List as Family or Single Adult 

Priority List
1. You will see your Follow Up List on your Home Page Dashboard 

with the date you set for follow-up.  This list will notify you who 

has an outstanding referral to a provider.

2. Select Referral for the client you want to work with.



Working with the Follow Up 

List as Family or Single Adult 

Priority List

A follow-up will remain on your dashboard 

until you complete the follow-up information 

and outcome.

You will need to run a Referral Report to 

check status of referrals made to the 

provider.



Working with the Follow Up 

List as Family or Single Adult 

Priority List
You will run an “Outgoing Referrals from Provider” Report to see status of the 

referral to provider.


