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Once you have completed the Entry Assessment and the
VI-SPDAT or VI-FSPDAT, proceed to the “Services
Transactions” Tab

Helease of Intormation: March 4, 2Ul1

Service Transaction Dashboard

Add Need Add Service Add Multiple Services Add Referrals
f \ Use the Dashboard to quickly add
!@? ?@h needs, services or referrals or to view
o h the client’s historical records.
View Previous Service Transactions View Entire Service History
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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.



Add Referral

Adding a referral will automatically
generate the need.

- Client - (12973) Salud, Mariano
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i {12973) Salud, Mariano

Release of Information: None

-Switch to Another Household Member- v | Submit

d Client Information

T Service Transactions

Service Transaction Dashboard
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Add Need Add Service
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Add Multiple Services

Add Referrals
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View Previous Service Transactions
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View Shelter Stays View Entire Service History
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Adding A Referral

1. Select the Entire
Household

2. Select
“Housing/Shelter”
Need from
Service Code
Quicklist

3. Add Terms

-,

- Household Members

0 To include Household members for this Service Transaction, click the box beside each name.

¥ (1) Female Single Parent

¥ (21 King, Tiffany

¥ (3) King, Cody

-

Needs Assignment

0 Select up to 5 Needs

P
Service Code Quicklist

Case/Care Management {PH-1000)

Food Vouchers (BD-1800.2250)

Homeless Motel Vouchers (BH-1800.8500-300)

Housing Search Assistance (BH-3900.3100)

NMbousing/Shelter (BH)
Local Transit Passes (BT-8500.1000)

Meadical Care Expense Assistance (LH-5100.5000)

istance (LH-5100.5500)

Add Terms | Sefice Code Look-Up |

Referral Provider Quicklist

Provider | -Select- v Add Provider Bed Avail

- Search for Providers

0 These Service Terms were used as Search Criteria. If necessary, use this area to perform another Provider
by modifying the Service Terms used for the Pro

( b Refine Search with Service Terms or Target Populations

sl




Adding A Referral

I LARSIHTIOTE ASDIDLJdNST LTl F LS P WP )

Add Terms Service Code Look-Up |

1.Choose
either
“Famlly Provider -Select- v
Priority List’ ettt

N v Search for Pra Anna's House Emergency Shelter (265)
r “Single

Referral Provider Quicklist

Anna's House Permanent Housing II (18)

Anna's House Perm I (17) -
“ These Sery Anna's House PSH IV Chronic (284) is .
Ad U It Anna's House Transitional Housing (16) the

Answered Prayers Ministry (276)
CoC PSH (S+C) (46)
Family Priority List (313)

Priority List b Refine Searc

IN the FCCAU, Inc. (22)
+  Refine Provid Harford Community Action Agency RRH (287)
. 3 1F0rd County Housing Agency (32) —

Referral Harford Family House Permanent Supportive Housing {6)
Harford Family House Transitional Housing (4)

PrOVIder Search Harmony House (277) ds

Single Adult Priority List (314)

1 k| 1 UB PSH I Chronic (281)
QUIC ISt Search for Provider b/ United Way PSH I Chronic (13)
2 . O n Ce :ferral Provider Quicklist State

I d wider | Family Priority List (313) Add Provider | ZIP
selected, | 2
“Ad d Search for Providers

ider” '

Search for Providers b

These Service Terms were usad as Search Criteria. If necessary, use this area to parform anoth
by modifying the Service Terms used

Refine Search with Service Terms or Target Populations

Refine Provider Search Criteria



Adding A Referral

Affinity Old Post Apartments

1. Set “Needs

'@
_I . Anna's House Emergency Shelter Select VI-SPDAT Score
L]
Refe rral Date to I : Anna's House Permanent Housing II Household Members VI-SPDAT v2.0
_I ' Anna's House Perm I
Sam e d ate aS the ) . Anna's House PSH IV Chronic | 4 i?el:dr:' cos Provid Start * PRE- ﬂ{}ﬂISSILc
I I @ Anna's House RRH B @ Kno, Tiftany Y pate SURVEY {0 meLe:
S D t . ' Age: 32
erVI Ce a e . I . Anna's House Transitional Housing = Coordinated 04/20/2018 0 1
2. Referral Ranking r: :
.I r
) @

Search and —

3. Select a VI- Setected providers
SPDAT or VI- - —
FSPDAT Score
1{0) accompany s Refer to Providers

the referral Referral Data

Needs Referral Date * |D4 |f|30 |f|2018 |@0 !y 12 v|:[00 v|:[00 ¥ [PM v |
Referral Ranking

VI-SPDAT Score Please Select a VI-SPDAT Score Search | Clear ‘

Q Access (65)
Burton Manor
. . CoC PSH (S5+C)
IS O ptl O n aI Coordinated Access

VI-FSPDAT Score Please Sealect a VI-FSPDAT Score Search Clear |

Frojected Follow Up Date

]

- Follow Up User . -
Coordinated Access (65) Search | My Provider | Clear

-Select- v |

] check to notify ServicePoint Providers by Email.




Adding A Referral

1. Puta m 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

Follow Up User

Coordinated Access (65) Search My Provider Clear

Candace Coates ¥ |

T _—
!v! | Check to notify ServicePoint Providers by Email.

Referrals Send Summary

Housing/Shelter Referred Clients
(3) King, Cody
{2) King, Tiffany

Referred-To Provider

Family Priority List (313)

- Need Data

Date of Need* (04 /(30 /2018 | 271} 23/12 v |:[00 v [: 00 ¥ [pM v

Selected Needs

Need Amount if Financial Need Status / Outcome / If Not Met, Reason Notes
Identified
o Housing/Shelter (BH) | |Service Pendinm -_ﬂ
| -Select- v

Remave All Meeds

Save Needs OMLY Save ALL Clear ALL | Cancel




Adding A Referral

A referral has now been created for this Need/Service

LIENT - (£) KIng, 1ITTany

(2) King, Tiffany

Release of Information: Ends 04/30,/2019 | -Switch to Another Household

int Information Service Transactions

=T G R

All Service Transactions

-Select-

Meed 04/30/2018 Coordinated Access Housing/Shelter Identified / Service Pending

Refarral 04/30/2018 Family Priority List Housing/Shelter

Service 04/30/2018 Coordinated Access Housing/Shelter

)y -

Service 03/26/2018 United Way Family Stability Program Case/Care Management

Showing 1-2 of 2




Working with the Priority List

You can now A
pull a T
Referrals ° . °
report that
will list all —_
households | A AN .

on the Priority

RRRRRRRRRRRR
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Entry/Exit Report @ ||  ESG CAPER (HDS V5)
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Referrals Service Transaction




Working with the Priority List

. Choose Provider (Family or Single Adult Priority List)
. Set Referral Type to “incoming referrals to provider”
. Set Status and Outcomes to “all”

. Choose date range and Build Report

B~ WD

Type here for Global Search

Report Options Use Previous Parameters |

Provider* Family Priority List {313) Search | My Provider | Clear |

This provider AND its subordinates ® This provider OMNLY

Referral Type* Incoming referrals to provider ¥
Referral Status Qutstanding Closed ™ALL
Referral OQutcome -All- v
- - - -
Referral Date Range 04 |/jo1 |/2018 | 7)<} & 06 |/[o1 |/[2018 | 2§y
Sort Order Please Select a Sort Order Select | Clear |
Export Report | Build Report Clear

Report Results

Referral Date + Name Group ID Ranking VI-SPDAT VI-FSPDAT Need Type Referred By Referred To Referral Outcome :3?:5
05/07/2018 12:00:00 PM |{7) Reynolds, lohn 14 High 7 Housing/Shelter Coordinated Access Family Priority List

05/07/2018 12:00:00 PM |(8) Reynolds, Christine 14 High 7 Housing/Shelter Coordinated Access Family Priority List

03/07/2018 12:00:00 PM (&) Reynolds, Amanda 14 High 7 Housing/Shelter Coordinated Access Family Priority List

04/30/2018 12:00:00 PM |(2) King, Tiffany 33 High 6 Housing/Shelter | Coordinated Access Family Priority List

04/30/2018 12:00:00 PM (3] King, Cody 33 High 6 Housing/Shelter Coordinated Access Family Priority List

Select ALL Clear | Showing 1-5 of 5

Update Referral Outcome |



Working with the Priority List

1. Alist of all persons referred along with their VI-SPDAT or VI-FSPDAT scores will
appear along with the referral date.

Select name by putting a checkmark in the box and “Update Referral Outcome”
Set Referral Outcome to “Accepted on Waitlist” and Save Referral Information
The Referral Outcome Column should now say “Accepted on Waitlist”

W

Referral Type* | Incoming referrals to provider ¥ |

Update Referral Outcome )

Referral Status ) gutstandi

Referral Qutcome

01 . .
HEEIE R [ATE f’f 0 The selected (1) Referral will receive the outcome selected below.
Sort Order Please Select

Referral Outcome* |Accepted on Wait List ¥

Export Report

Build Report

Save Referral Information

Report Results

Group VI-

- VI-
Ref | Dat
erral Date « Name 1D Ranking SPDAT ESPDAT Need Type Referred By Referred To Referral Outcome
5/28/2018 12:00:00 {5) Booker, High s Housing/Shelter| Coordinatad Access Sllngle Adult Priority A.ccepted on Wait
M Margaret List List
Select ALL Clear Showing 1-1 of 1

Update Referral OQutcome




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.

Type here for Global Search

Report Options Use Previous Parameters |

Provider* Family Priority List {313) Search | My Provider | Clear |

This provider AND its subordinates ® This provider OMNLY

Referral Type* Incoming referrals to provider ¥
Referral Status QOutstanding Closed ™ALL
Referral Qutcome -All- v
Referral Date Range 04 |/|o1 |/|2018 | 27§y 7 06 |/|01 |/|2018 | 27§} 2
Sort Order Please Select a Sort Order Select | Clear |
Export Report | Build Report Clear
|
Report Results
Referral Date + Name Group ID Ranking VI-SPDAT VI-FSPDAT Need Type Referred By Referred To Referral Outcome :3?:5
05/07/2018 12:00:00 PM |{7) Reynolds, lohn 14 High 7 Housing/Shelter Coordinated Access Family Priority List
05/07/2018 12:00:00 PM |(8) Reynolds, Christine 14 High 7 Housing/Shelter Coordinated Access Family Priority List
03/07/2018 12:00:00 PM (&) Reynolds, Amanda 14 High 7 Housing/Shelter Coordinated Access Family Priority List
04/30/2018 12:00:00 PM |(2) King, Tiffany 33 High 6 Housing/Shelter | Coordinated Access Family Priority List
04/30/2018 12:00:00 PM (3] King, Cody 33 High 6 Housing/Shelter Coordinated Access Family Priority List
Select ALL Clear | Showing 1-5 of 5

Update Referral Outcome |



Referring From Priority List for
a Jacancy

From the client’s record, go to the Service
Transactions tab and select “Add Referrals”

Type here for Global Search

Client - (2) King, Tiffany

i (2) King, Tiffany

Release of Information: None -Switch to Another H




Referring From Priority List for

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

a Vacancy

-

Search Results

Provider Type Phone
ﬂ ‘ ESG Homecoming Project, Inc. RRH Level 3 410.399.2904
ﬂ " Family Priority List Level 3 443-456-3629
ﬂ ‘ FCCAU-Havens of Hope Level 3 410.272.2229
ﬂ " FCCALU, Inc. Level 2 410.272.2229
ﬂ . The Graw Level 2 410-939-2736
ﬂ ‘ Harford Community Action Agency Level 2 443-456-3629
ﬂ ‘ Harford County Housing Agency Level 2 410-638-3045
ﬂ ' Harford County Housing Agency-RRH Level 2 410-638-3045
ﬂ l‘ Harford Family House Level 2 410-273-6700
ﬂ . Harford Family House - Emergency Shelter Level 3 410-273-6700
Bed Availability Showing !
-
Selected Providers
Provider & Type Phon
" Anna's House Emergency Shelter Level 3 410-8
Harford Community Action Agency RRH Level 3 443-4

Harford Family House Transitional Housing

Lewvel 3




Referring From Priority List for
a Jacancy

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

srvicept.com/harfordcounty_training/com.bowmansystems.sp5.core.5ervicePoint/index.html#loadClient.clientld =2

Referral Data

Needs Referral Date* 05 /|22 /2018 ;_;go 412 v ;00 v |00 Y |PM ¥

Referral Ranking | High v |
VI-SPDAT Score Please Select a VI-SPDAT Score Search | Clear |
VI-FSPDAT Score |E| Recorded using VI-FSPDAT v2.0 on 04/30/2018 by Coordinated Access (65) | Search | Clear

Projected Follow Up Date |05 |/|29 |/|2018 E}jo Fi2)

Follow Up User . o :
Family Priority List {(313) Search My Provider | Clear |

Candace Coates ¥ |

Fi ] S
= | | Check to notify ServicePoint Providers by Email.

Referrals




Referring From Priority List for
a Vacancy

Place check marks in the Housing/Shelter boxes

Set Date of Need the same as Needs Referral Date

Set Needs Status to “ldentified” and “Service Pending”

You may add a note if needed with special instructions for the provider
Save All

SANL RSN

[ check to notify ServicePoint Providers by Email.

Referrals Send Summary
teferred-To Provider Housing/Shelter Referred Clients
| {3) King, Cody
snna's House Emergency Shelter (265) —
o1 (2) King, Tiffany
1arford Family House Transitional Housing ] (3) King, Cody
4) ¥ {2} King, Tiffany
1arford Community Action Agency RRH @ (3) King, Cody
287) ¥ {2) King, Tiffany
¥ Need Data
Date of Need* 05 |/[22 /2018 | 7§} 7311 v [:[06 v |:[36 v [AM v |
Selected Needs
Need Amount if Financial Need Status / Outcome / If Not Met, Reason Notes
Identified v
O Housing/Shelter (BH) | |Service Pending | ;']
| -Select- r

Save Meeds OMNLY Save ALL Clear ALL Cance




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.

ome Page Dashboard




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.

Report Options

Single Adult Priority List

i, * .
Provider (314) Search | My Provider Clear
') This provider AND its subordinates '® This provider ONLY

Referral Type* |Dutg0ing referrals from provider v |

Referral Status ) Qutstanding ' Closed ™ALL

Referral Outcome | -All- v |

Referral Date Range o6 |/|o1 |/[2018 | 7)<y 2 06 |/|os |/[2018 |27y 7

Sort Order Please Select a Sert Order Select | Clear |

Export Report Build Report Clear
Report Results

Referral Date = Name Group ID Ranking VI-SPDAT VI-FSPDAT Need Type Referred By Referred To Referral Outcome :3;}:5

| 06/08/2018 8:00:00 AM  (12) Smith, Heather High 9 Housing/Shelter Single Adult Priority List FCCAU, Inc. | Declined

Select ALL Clear | Showing 1-1 of 1

Update Referral Outcome |




