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Logging Into HMIS
The HMIS link can be found at https://bceh.org/berks-countyhomeless-data/
Your username is created by the HMIS Director or Assistant at BCEH.
Your username will be sent to you after signing and returning an "End
User Agreement".
They will send you a temporary password to be used the first time you
log in; the system will then display the following message and prompt
you to create a password.
Enter the password twice and click Login.
Your password will expire every 90 days and you will see this prompt
to create a new password.

If you forget your password:
You have three tries then the system will lock you out; you will
need to contact the HMIS Director or HMIS Assistant for a
password reset.
You can also click Forgot Password to be sent a new one to your
email.
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Homepage Overview
ServicePoint is divided into several modules. Each module has a different function within ServicePoint, but all work
together to form a comprehensive client management system.
The Home screen is the first screen you see after logging into ServicePoint.
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1. The top left hand side of this screen indicates the name of your ServicePoint installation, the current date, and the
name of your provider.
2. Below this is a colored heading that indicates the module you are viewing. In this case, the Home>Home
Page Dashboard.
3. Below this are a series of tabs in a navigation box. Which tabs appear on your screen depends on the settings
established by the administrator who set up your account. Each of these tabs is a link to one of the various
modules of ServicePoint.
• Arrows next to a tab, such as in Reports and Admin, indicate that the tab expands to show additional
sub-sections.
• The “Last Viewed” tab allows you to see the client profiles most recently opened and you can navigate
quickly back to them
4. To the right of the navigation box are the System News box, and Agency News box. System Administrators can
post news for every agency in this ServicePoint installation here or for a specific agency. Click the Full Story
links to read more about a message posted here.
5. Customize Home Page Dashboard allows users to add other boxes to this screen
Navigation
ServicePoint is designed to allow navigation within the application as well as with the browser navigation, such as the
Back and Forward arrows. Each tab or link you click will direct you to the next screen.
Note:
Clicking the Refresh button on your browser will log you out of your session.
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Searching for an Existing Client
Once clients have been added to the ServicePoint database (HMIS), they can be easily accessed through the
ClientPoint search tool. The way ClientPoint is designed you must search for a client before entering a new one to
prevent client count duplication. Therefore, the initial step in adding clients is to search for an existing client.
1. Click the ClientPoint tab on the navigation toolbar. The screen will refresh and display the Client Search screen.
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2. Enter a person's Name, Alias, and/or Social Security Number—into the Search fields. (1)
3. Click Search to return a list of possible matches. (2)
4. The screen will refresh to show a possible list of matches. (see below – information blocked for privacy). The
system includes a feature to find clients with names that sound like the one you searched. For example, a search
for “John Smith” may result in "Jamie Smith" or "John Smithe". If the client has two last names, it is
recommended you search each last name before adding a client to avoid duplicates.

This icon

means the client was created by your organization.

5. Click on a client’s name to open their profile.
6.

The Client ID # field (3) can be used to find clients by their atomically assigned ID #. Type in the number and
click Submit. This will take you directly to the client’s profile.
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Backdate Feature
The Back Date feature allows the user to enter assessment information for a date prior to the current date.

1. Click Back Date. (1) A window will display stating the following, "Back-date Mode allows you to enter historic
assessment information for a client."
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2. Enter the date in mm/dd/yyyy format (2) or use one of the three date buttons. (3) Set the time if needed.
3. Click Set Back Date. (4) The screen will refresh.
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4. Notice the yellow part of the screen, which indicates you are in Back Date mode. (1) There is now a date to the
right of the Back Date link that shows you the back date that was set. (2)
5. Complete data input as needed.
6. Once you have completed the data entry, click the small red x to end backdate mode. Click the blue link of the
date and time to reopen the backdate window to change the date/time (2)
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Adding a New Client
Whenever adding a new client into ServicePoint, you must first search the database for matching clients to avoid
duplicate counts in the system (see “Searching for an Existing Client” to learn how to search). If a client is
duplicated, reach out to HMIS Director/Assistant to merge the profiles.
If no matches are found, then you can enter a new client. Complete the following steps to add a client:
Click the ClientPoint tab on the navigation toolbar. The screen will refresh and display the Client Search
screen.
2. Enter the client's information into the Client Search portion of the screen. The only fields which are searchable
are First Name, Last Name and SS#—entering data in other fields will not affect your search.
3. Once you have entered the information, click Search. (4) The screen will refresh and display, if available, a list
of clients that match the client information you entered.
1.

If the search results do not include the client you are looking for, a new client record
will need to be created.
1.

Enter as much additional information as you have available. (1)
a. First Name, Last Name, Gender, and Date of Birth are important because these are the elements
that comprise the client's unique ID. A unique ID is automatically assigned to each client to help
prevent client duplication
b. Select the correct response in Name Data Quality and Social Security Number Data Quality
and Veteran status. The options “client doesn’t know” “client refused” and “data not collected”
will result in a data quality error.
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2.

Once you have completed this information, click Add Client with this Information. (2) A warning window
appears. Click OK to continue or Cancel to return without saving.
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4. The screen will refresh and display the client's new Profile screen. (See below) This client is now in the
ServicePoint database.
- If a mistake was made with the information in Client Record, click the pencil icon to fix it.

5. Click the pencil icon to edit the client demographics. This will open a new window – see below.
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1) Fill out the client’s Date of Birth
2) Select the Date of Birth Type from the drop down menu
3) Select one or more Gender options; to select more than one, hold down the control key and click
4) Select at least one race; a secondary race is optional
5) Select an Ethnicity
6) Click Save to close the window and save your chances
NOTE: options “client doesn’t know” “client refused” and “data not collected” will result in a data quality error

After the client profile has been completed, complete the ROI and Entry/Exit for the client.
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Adding an ROI
An ROI is added from the ROI tab on the Client Information screen.
1. Locate a client using Client Search and navigate to the Client Profile. In the Client Information area, click the
ROI tab. The Release of Information screen will display.

2. Click Add Release of Information. The Release of Information window will display. (See below)
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3. If the ROI will cover other members of the client's household, click the check boxes next to the clients' names in
the Household Members section. (1)
4. Select the Provider issuing the ROI. (2) This drop down menu will show the providers you have access to. Please
select the program that the client will be entering or select your agency/organization. If you do not see the desired
provider, contact the HMIS Director/Assistant.
5. Indicate whether or not the client granted the ROI by making a selection from the Release Granted drop down
menu (yes/no). (3)
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6. Enter the Start Date for the ROI in mm/dd/yyyy. (4) This is the date from which the client's information will be
available to outside providers.
7. Enter the End Date for the ROI in mm/dd/yyyy format. (4) This date is recommended to be three years from the
start date. Please refer to your agency policy as needed.
8. Indicate the type of ROI consent by making a selection from the Documentation drop down menu. (5) This will
usually be “Signed Statement from Client”.
9. If there was a witness to the client's consent to the ROI, then enter that person's name in the Witness text field.
(This is not required)
10. Click Save Release of Information. (6) The window will refresh to the Release of Information screen. (See
below) The new ROI will be listed.
Click to delete
ROI

Click to edit
ROI
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Client Households
Creating a household is an easy way to assign services to a group of people. Households are typically configured in
family units with one person as the head of the household. When other members are added to the household, they are
identified by their relationship to the Head of Household. There can only be one Head of Household.
Creating a household makes it faster and easier to record data in ServicePoint. By grouping client records together,
the user may update or provide services, enter a Release of Information (ROI), or create an entry for all household
members in one action, thereby eliminating the need to individually create entries for each member receiving services.
Note: Create household members before creating an Entry/Exit. This allows the Household information to
be included in the Entry/Exit which facilitates reporting on households/families.

Create a New Household
1.

Navigate to the desired client profile

2. Click the Households tab to display the Households Overview screen (below).

3. Click Start New Household to create a new household. The Add a New Household screen will display (see
below)
1
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5
4. Select a Household Type from the drop down menu. (1)
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5. Search for the first household member you wish to add in the Client Search section (2). If the client is not already
in the system, you will need to add a new profile. Do this for every member that needs to be added.
a

After searching, a Client Results section will appear.

b

It will state “No matches” if the client is not already in the system.

Then fill in the Date of Birth (2), and click “Add New Client with this Information” (3); the client
will appear at the bottom of the screen under Selected Clients (4).
If the client is already in the system, they will appear under Client Results. Click the plus sign to add
them to the household. The client will appear at the bottom of the screen under Selected Clients (4).

c

6. Once all members have been added, click Continue (5). This will bring you to the Household Information screen
(below).

b

a

c

1
d
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7.

Set the Head of Household (a) indicator in the Household Members section. (1) If this client is Head of
Household, select Yes, otherwise select No.
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Note: The Head of Household field defaults to "No." The field should only be altered for the Head
of Household. Only one client should be designated as the Head of Household and should be an
adult (unless a youth is the head of a family).
8. Select Relationship to Head of Household from the pick list. (b) If the client is the Head of Household, select
Self.
9. The Joined Household field defaults to the current date. (c) This is the date the client will be entered into the
household.
10. Click Add/Delete Household Members (d) if you need to add someone or remove someone. See the editing
household section of this guide for this process.
11. Fill out the Client Record (2) for each member of the household (3)
a

Click the pencil icon to open up the Client Record screen; fill it out and click Save

b

To switch between household members, click on their name under the Household Members column (3)

12. Click Save and Exit to add the household. (4) The user will be returned to the Household Overview screen. The
newly added household will display.

13. Click Manage Household to display the Household Information screen to edit the household and its members.
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Edit a Household
1. Navigate to the desired client profile
2. Click the Households tab to display the Households Overview screen (below).

3. Click Manage Household to edit a household.
• Only click Start New Household if the client is presenting with a new group of people
that will need a new household setup – follow instructions above.
4. The Household Information screen will display. (See below)
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5. From the Household Information screen, the user may remove/add members, edit Head of Hosuehold, change
household member information (client record), and alter the household type.
a

For changing household information and household type, see section above.

Removing a Household Member
1. In the Household Members area, click the Red Minus icon to remove a client from the household.

2. A confirmation screen will display. Enter the Date Client Left Household; this will default to today. This keeps
the client listed in the household for historical reference, but the client will not be counted as a household member.

3.

Click Save to remove the member or Cancel to go back without changes.

Adding a Household Member
1.

Click Add/Delete Household Members

2.

This will bring up the Add/Delete Household Members screen

3. Click the small arrow next to Add Clients to the Household to display the Client Search, Client Number, and
Selected Clients areas (below).
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4. A client may be added to the household using the Client Search (1) area or the Client Number (2) area.
5. In Client Number (2) enter a Client ID and click Submit; the client will be added under the Selected Clients
Section (3).
6. Search for the first household member you wish to add in the Client Search section (1). If the client is not already
in the system, you will need to add a new profile. Do this for every member that needs to be added.
a

After searching, a Client Results section will appear.

b

It will state “No matches” if the client is not already in the system.

Then fill in the Date of Birth and click “Add New Client with this Information”; the client will appear
at the bottom of the screen under Selected Clients (3).
c

If the client is already in the system, they will appear under Client Results. Click the plus sign to add
them to the household. The client will appear at the bottom of the screen under Selected Clients (4).

7. Click Continue (4) to save the additions and return to the Household Information screen.
a
8.

If the client was a new profile, be sure to edit their record and add all necessary information

Click Save and Exit to return to the Household Overview screen.
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Deleting a Household Member
Note: This will delete this Client's association with the Household completely. Deleting a member should only
be done if there was an error in data creation.
1.

Click Add/Delete Household Members

2.

This will bring up the Add/Delete Household Members screen (below).

3.

Click the trashcan icon to delete a household member. This will bring up a confirmation screen.

4.

Click Delete to remove the client completely, click Cancel to go back without changes.

Page 16 of 31

Entry / Exits
1. First select a client record in ClientPoint.
2. Click the Entry/Exit tab after selecting a client record.
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3. Existing Entry/Exit information will be listed or it will state “No matches” if there has never been an entry.
Select either add a new Entry/Exit or click one of the Edit icons (pencil) to modify an existing Entry/Exit.
About this screen:
1) This line shows the client’s Entries and Exits from any program in HMIS; click the trashcan icon to delete
the entry if it was a mistake
2) Add Entry/Exit to create a new entry
3) Type determines the assessment displayed and affects reporting
4) Project Start Date is the day the client entered the project; click the pencil icon to edit the entry
5) Exit Date is the date the client left the project, if there is no date then the client is still enrolled; click the
pencil icon to add or edit an exit
6) Interims and Follow Ups display assessments completed while the client is still in the program (interim)
and assessments after they have left (follow up); click the icon to complete an assessment and see previous
ones
7) Client Count displays any other members of the household that have be entered with this client; click the
magnifying glass for more details
8) Click this icon allows the user to add attachments to the entry and view any previous attachments.
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Add a New Entry
1. To add a new entry click Add Entry/Exit. The Project Start Data pop-up window will appear.
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2. Check the household members included in the Entry/Exit. Click the Check Box or the Name (2) to include
that member. Click the top box to select all members. (1) Click any box again to uncheck.
3. Select a Provider (3) this is the project/program the client/household will be entering.
4. Select entry Type (4) from the drop down menus.
Note: Type determines the assessment that will be displayed and affects reporting. If you do not
see assessment questions on the next screen, verify you have selected the proper Type. “Basic”
and “PATH” should never be used.
5. Enter the Entry Date in mm/dd/yyyy format (5) If the date is in the past, enter Backdate Mode before
creating the entry.
6. Click Cancel to return to the previous screen without saving the Entry/Exit.
7. Click Save and Continue to save the Entry/Exit and move to the assigned Entry Assessment.
8. Complete the Entry Assessment for every member of the household.

Completing an Entry Assessment
•

If the client has been entered into HMIS previously, data will prepopulate for the client. Verify it is
accurate and update as needed.

•

If the client is new, the data points will be blank and all data will need to be entered.

•

The following image shows a sample assessment screen
o The type of project will determine the questions displayed; two projects in the same organization
may have different questions.

•

The options “client doesn’t know” “client refused” and “data not collected” will result in a data quality
error
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1.

All data points marked with a * are required; missing required data points will result in a data quality error.

2.

To select more than one gender, hold “control” key and click

3.

Ensure only one person is designed as Head of Household

4.

Client location will always be PA-506

5.

Sometimes new questions will appear depending on the answer to the previous question
• E.g. answering the client stayed in a shelter will trigger other questions about their homeless
experience

6.

To change between household members, click on the client’s name on the left hand column under
Household Members
• The required questions must be completed to toggle between profiles
• The check mark next to the client’s name will turn green if you have edited it and switched
between profiles

7.

The boxes labeled Monthly Income, Non-Cash Benefits, Health Insurance, and Disabilities should be
completed as followed:

1
3
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A. If you answer “Yes” (1) that the client has income, then the Monthly Income box must also
reflect this.
B. Click the pencil icon (2) to adjust a single income source; this will bring up a new window to add
the amount, source, notes, and the start/end date
i. If the client previously received income or a benefit and is no longer, add the end date do
not delete the record
C. Click the green checkmark next to HUD Verification (3) to view a new window with all income
source options; click the pencil to edit each income source
D. Add all income sources and put the total in the Total Monthly Income box (4)
E. Complete Non-Cash Benefits, Health Insurance and Disabilities the same way
Note: If the client is new to HMIS, the box will be blank and there will not be a green arrow. Click the
red triangle icon to open the income options and complete accordingly. See below:

8.

After completing all data points and filling in all required boxes for all household members: Click Save to
save the assessment data and remain on the screen to continue adding data. Click Save & Exit to retain the
changes and exit to the previous screen.

9.

The new entry will then appear on the Entry/Exit screen
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Editing an Existing Entry
1.

Click the Edit Entry pencil icon for the entry you wish to adjust

2.

A pop-up window will appear.

3.

Click the checkbox for all household members that need to be edited; adjust the project start date if
needed (if in the past, enter Backdate Mode first).

4.

Click Save & Continue to go to the assessment screen; Click cancel to leave without changes

5.

At the top of the assessment screen, alter the Provider (1) and Type (2) if needed; click update to see
changes

6.

Click Include Additional Household Members (3) to add any other members to this entry (e.g. a new
baby was born; the user forgot to add a member) – the members will need to be added to the household in
the Households tab before they are able to be added here.

7.

Adjust the assessment questions as needed for any household members

8.

After completing all data points and filling in all required boxes for all household members: Click Save to
save the assessment data and remain on the screen to continue adding data. Click Save & Exit to retain the
changes and exit to the previous screen.

1
2

3
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Creating an Exit
1.

Click the Edit Exit pencil icon

2.

This will bring up the Edit Exit Data screen:

1
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4
3.

Click the checkbox for all members of the household that will be exited from the project (1)

4.

Set the Exit Date (2)

5.

Destination is the only data point required, however it is best practice to fill out the other questions (3)

6.

Click Save & Continue to move to the next screen, click cancel to exit without saving (4)

7.

This will bring up the Exit Assessment to be completed for all members of the household that will be
leaving. (See below)
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8.

Fill out the Exit Assessment for each member of the household. The questions will ask for an update on
various data points such as Income, Insurance, and Disability. Complete these boxes and update anything
that has changed. If the client no longer receives a benefit/income, add an end date to that source.

9.

After completing all data points and filling in all required boxes for all household members: Click Save to
save the assessment data and remain on the screen to continue adding data. Click Save & Exit to retain the
changes and exit to the previous screen

10. The client profile will now have an exit date for this project

11. Click the Edit Exit pencil icon to edit the exit information (this is the same process as editing an entry).
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Interim and Follow Up Assessments
Agency policy should dictate how often and when interim and follow up assessments should occur. It is recommend
to do at least one interim each year the client remains in the project/program.
1.

To begin, click the icon under either interim or follow up to bring up a pop up window

2.

This window will list any previous assessments that have been completed; it will state “No matches” if an
interim or follow up has never been completed.

a.
b.
c.

Click the pencil icon to view and edit the assessment
Click the trashcan to delete the assessment
Click the Client Count magnifying glass to see all clients associated with that review

Click Add Interim Review to begin the assessment; click Exit to leave without a review

3.

1

2
3
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4.

Select the household members (1) to be included in the review

5.

Select the Type of Review (2) and input the Review Date (3); enter Backdate Mode if the review was
completed in the past

6.

Click Save and Continue to complete the assessment; click Cancel to leave without saving

7.

Complete the assessment and update data as needed; this process is very similar to completing an
entry/exit

8.

After completing all data points and filling in all required boxes for all household members: Click Save to
save the assessment data and remain on the screen to continue adding data. Click Save & Exit to retain the
changes and exit to the previous screen
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Reports
All reports are found under the Reports module

Clicking on Reports brings you to the Reports Dashboard:

1

2

This guide will cover the following most commonly used reports from Report Dashboard:
1) CoC-APR
2) ESG CAPER

CoC-APR

HUD funded projects are required to run Annual Performance Reports (APR) and submit them to various
repositories. APRs are also useful for displaying data on project performance for a specified period of time
To run an APR:
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1.

Click CoC-APR on the Reports Dashboard; it will bring you to this screen:

1
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5
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7

2.

Any previously created reports will be shown at the top (1) Click the magnifying glass to see that report

3.

Name and Description (2) are optional

4.

Provider Type (3) will usually be set to Provider; however, if you want data on a group of projects then
the HMIS Director/Assistant can create a reporting group

5.

Provider (4) is the program that the APR will report on

6.

Program Date Range (5) is the date range you wish to receive data on; this can be one day or several
years

7.

Entry/Exit Type (6) determines which data the report pulls; this is designated when a user inputs an entry
and selects the type; the most commonly used ones are HUD, RHY, and VA; you may select more than one

8.

Click Build Report (7) to begin the process; Click clear to remove any input and start over

9.

The top of the screen (1) will then refresh and list the details of the report. The status will state either
Running or Completed; click Refresh (1) to update the status.

10. Once the status says Completed, click the magnifying glass to open the report. The details will show
below the Report Options box
11. After opening the report, you can click Download to download the data as CSV files to be uploaded into a
repository.
12. The APR has a multitude of fields that display various data points. It will also list the clients the data point
is counting (see below)
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a.

To view the list of clients being referenced, click the blue numbers on the right hand side

b.

This will bring up a pop up window with the list of clients’ names and ID numbers (hidden below
for confidentiality)

Download
results as an
Excel file

Close the
window

ESG CAPER
An ESG CAPER (Consolidated Annual Performance and Evaluation Report) is submitted by Emergency Solutions
Grant (ESG) recipients. This report functions the same way as an APR and displays similar data.
1.

Click ESG CAPER on the Reports Dashboard

2.

Follow the instructions for running an APR.
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Data Quality Report
At the beginning of the month, the HMIS Director or Assistant will email each organization an Excel file containing
the previous month’s Data Quality Report (DQR).
There are five tabs in this report:
A: Contains Summary information for all providers for each of the following:
• Overall Grade – this chart shows the overall Data Completeness scores
• UDE ONLY Grade – this chart shows the Universal Data Elements ONLY scores
• Additional ONLY – this chart shows the Additional Information ONLY scores
• HUD Verification ONLY Grade – this chart shows the HUD Verification ONLY
B: Provides the overall summary of grades (with percentages) for each of the data element categories. The
final Overall Grade takes into account all categories.
C: Provides each project's summary of grades (with percentages) for each of the data element categories.
The final Overall Grade takes into account all categories.
D: Includes a column for each set of data element on which data completeness is checked. A green “Ok”
means that there is a value for the element and a red “Null” indicates that the response is missing (empty
or Data Not Collected). A dash means that the element is not applicable for the client.
E: Reference to the user running the report and lists prompt values and providers included in the report
Tab B and Tab D provide further detail to fix data quality issues
Tab B – Overall Report Card

1

2
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The box at the top (1) provides an overall data quality score. The ideal score for each category is 95% and above.
The chart below (2) includes a column for each provider for each set of data element on which data completeness is
checked:
•
•
•
•
•

Data Element – this column details what data element is being scored
Required for – this column provides the clients for which the element is applicable
Number of Applicable Entry Exits – this column provides the count of entry exits for each specified
element
Number of Non-Null Values – this column provides the count of non-null values. Both “-select-” and
“Data Not Collected” are considered null values
Percentage Complete – this column provides the percentage complete for each data element

To increase your data quality, focus on the data elements that have low Percentage Complete scores
Tab D – Client Detail Report

1

2
5
3

4

6

This report separates the data for each program in the organization (1) and lists every client ID (2) along with their
entry and exit dates in the program (3)
The labels at the top of each box (4) are abbreviations for data elements the report is checking. The abbreviations
are:
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Name
SSN – Social Security Number
DOB – Date of Birth
Race
Eth – Ethnicity
Gen – Gender
Vet – Veteran
YN Disab- Does the client have a disabling condition?
Res Prior – Residency Prior to Entry
LOS Prior – Length of Stay in Previous Place
Dest Exit – Exit Destination
HoH – Relationship to Head of Household
Loc – CoC Location
DV – Domestic Violence Victim/Survivor
SVS – Services (will always be N/A)
YN Inc – Does the client have income?
YN NC – Does the client have non-cash benefits?
YN Ins – Does the client have insurance?
Disab Ok=8 – Disabilities HUD Verification box in assessment
Inc Ok=15 – Income HUD Verification box in assessment
Inc Am – Total amount of income (under HUD Verification box)
NC Ok=6 – Non-cash benefits HUD Verification box in assessment
Ins Ok=10 – Insurance HUD Verification box in assessment

Green or gray Ok (5) indicates the data element is entered
Null (5) indicates a data quality error for that client; either the data is missing or is set as “client doesn’t know”
“client refused” or “data not collected”
A number in one of the last few columns (6) indicates the number of recorded data elements in the HUD
Verification box.
To fix an error:
• Navigate to the client profile using the Client ID (2)
• Edit the client profile data, entry, or exit
• Adjust the missing data element
• Save the data
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