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Welcome to the UWSC’s HMIS Central Intake (CI) Client Exit User Manual.
Let’s Begin:

We begin by navigating to the Servicepoint website: https://hmissummit.servicept.com/.

Once logged in, you will arrive at the Home Page Dashboard:

e Based on your preferences, your dashboard may not look exactly like the homepage in
the following example:
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To begin exiting clients, please go to the Counts Report Table on the right side of your screen and click
on the number under “Clients With An Entry But No Exit:” located in the upper left quadrant of the
report table:

A ——

A Count Details box will pop up (information has been redacted to protect client privacy):

{ = Count Details %]

Clients With An Entry But No Exit

Client ID Last Name First Name Middle Name Suffix Soc Sec No  Alias Date of Birth Gender Number Of En ~
132648 1

132553
| 132889
93021
[119!92
11133620
| 24803
132515
| 134239
| 134202
| 133335
| 106878
‘13?453
132469 v [

< >

[ Download Full Report Showing 1-15 of 264 First | Previous | Mext | Last |
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Begin by clicking the first Client ID and a Client Information Summary Page will appear (information has
been redacted to protect client privacy):

aten - 3200 [ b

(133848

Belnase of tnformation: Txpared Switch to Another Household Member- || Submit

Client Infarmation

Summary
Added te the system 05/07/2010 05:20 AH
Hame Gender
Date of Birth Frimary Race
Sncial Security Secondary Race
.5, Hilitary ’
Wateran?
Release of Information Entry/ Exits
Provider Permission Start Date End Date Program Typs Project Start Date  Exit Date
* Ceniral Intake (UWSC) Yes 05072018 BRI Central Intake [UWSE) WD " asfarionn d
A RO Showing 11 of 1 A Erilry | Bxit Shewing 1-1 o 1
Heauseholds Services
{1+ Type Head of Household  Relationship Start Date End Date Pravider
* 100159 H * osfo7/z018 05/07/2018 Central Intake (UWSC)
Add Sarvice | Add Mukipls Sharing 11 of 1

B Sarvices

4

Search Existing Houssholds Start New Mousshald

Next, go to the Households section and make sure that there is an asterisk (1) next to the name of the
Head of Household (HoH). This person (the head of household) can be identified by being listed as
“Self” under the Relationship column (3):

Households
ID Type Head of Household Relationshipe
L 100159
h -3 Yes h Self
Mo
Mo

Search Existing Households Start New Household

If the person identified as “Self” does not have an asterisk by their name, simply click on that person’s
name and the asterisk will move to their name. This means, you’re now in the HoH’s record.
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Next, please look at the Entry/Exits Table located on the top right quadrant of your screen:

Client - I.l!hll]g i

RET

Berbranr o |pdnemsiea | 5prd

(Beni |nlormafos

Nurraemary
e b e ey nteery D02 I L B D A
e [
Dite of Brth Frirury Rcn
Social acoriy ncpadany Rcs
L5, Hilary
Wrleraa”
b of BaliTatien dry e
Foirester Frrmiim WLt s Vil Dbt O Py Prajeo SLait Cate  Dsi Dals
L T T — - oL AVEN M iyl [l o |1 = " ssarane F
il Rl e LR L] A mtry [ st S ||
(IS, —
Slart Datn U [t Proveder
i R 30N ety sk (LRl
R s | R R AR

Sarvices

Please note that under the Program title, Central Intake (UWSC) is the only program listed for this client
(5). This makes entering the exit date very simple.

Follow that row over to the right and please take note of the Project Start Date (6) and Exit Date (7)
columns and note that there is no exit date entered (yellow highlighted box). This is what needs to be
corrected:

Entry/Exits

Program Type Project Start Date Exit Date

&

Central Intake (UWSC) HUD " 05/07/2018

| Add Entry / Exit |

To correct this, please begin by clicking the Pencil located next to the missing Exit Date:

Entry/Exits
Program Type Project Start Da pxit Date
Central Intake (UWSC) HUD * 05/07/2018 :
| Add Entry / Exit | Showing 1-1 of 1
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The Edit Exit Data Popup Box will appear:

&
| Edit Exit Data i,'::s;maa}_ =

Household Members

[ ] ¥
f L} To update Household members for this Exit Data, click the box baside each name,

(100159)

Edit Exit Date - {132648) _

1 Exit Date* [1a |14 [M[zo0e | B BY12 v|:[37 ~|:[57 v]em ~

i Reason for Leaving Select w T
¢ If "Other®, Speacify

[ Destination * Selact w I

If "Orther®, Specify

Hotes

—_— —

Sava B Continue Caniel

o

To ensure that the changes will affect the entire household, please be sure to check the box located
next to the number of the household (9):

]

usehold Members

d To update Household members far this Exit Data, click the box beside each name.

= (100159

o
7

e
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Under the Edit Exit Data table, please enter the Exit Date (10) which will always be 3 months after the
Project Start Date, if there are no other programs listed in the Entry/Exit Table. If there are multiple
programs listed, please see section below.

Next, please enter the Reason for Leaving (11), and Destination (12) and click [Save & Continue] when
finished and on the next page, scroll down and click [Save and Exit].

O |

iy

Exit Date* a:u |7]14 |fz009 | & i 12 v|:[37 v|:[57 ¥[em
Reason for Leaving :Eumpl&h‘:ﬂ program e W

If "Other®, Spec

Destination :Emergencx_.- shelter, incl. hatel/motel paid for w/ ES voucher, or RHY-funded Host Home shelter (HUD) 'u":

If "Other®, Spacify

Hotes

e Save & Continue Cancel

If there are no other program entries listed, Reason for Leaving should be [Unknown/Disappeared], and
Destination should be [No exit interview completed].

When encountered with a client who has participated in multiple programs, it is still very easy to correct
a missing exit date. The same steps as above will be followed except it is important to note the Project
Start Date of the program following the missing exit date. The purpose for this will be explained shortly.

Please begin by looking at the Entry/Exits Table for this client. The first thing we notice is that this client
has participated in multiple programs, but the Exit Date is missing from the Central Intake (UWSC) entry
(13):

Entry/Exits
Program Type Project Start Date Exit Date
?Sﬂgc”f'“““ﬁ”’g - Home Again HUD * 08/07/2019 * 10/10/2019
Central Intake (UWSC) HUD * 12/12/2018 .
Central Intake (UWSC) HUD * 1271172017 ’ u4f09°
Add Entry / Exit | Showing 1-3 of 3

To correct this, please follow the same steps as above with one exception:
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Take note of the Project Start Date of the next program. In this case, the start date for the next
program was 08/07/2019.
Click the Pencil located next to the missing Exit Date.
The Edit Exit Data Popup Box will appear.
To ensure that the changes will affect the entire household, please be sure to check the box
located next to the number of the household.
Under the Edit Exit Data table, please enter the Exit Date, which must be the day BEFORE the
beginning date of the next program the client entered.

e Inthe example above, the exit date would be 08/06/2019.
Next, enter the Reason for Leaving, and Destination and click [Save & Continue] when finished
and on the next page, scroll down and click [Save and Exit]. Reason for Leaving should be
[Completed Program], and for Destination options, refer to the Agency Name and Destination
table.

The exit date has now been corrected for this client. ©

To proceed to the next client, simply go to the top left of your .
screen and click on the black arrow next to Count Details - Canpacting Your Communi

Clients...:

This Popup Box will appear and the process is simply repeated for

> SERVICE

Akron Info-Line
-
™ central intake (UWSsC)

Kovember 14, 2019

each client.
== ) count Details - Clients W... & cli
1€
b Last Viewed Favorites
{ v Count Details 8| Home te
" 5 Rel
Clients With An Entry But No Exit Slisatroiot
" y N y n " ResourcePaint Clignt
Client ID Last Name First Name Middle Name Suffix Soc Sec No  Alias Date of Birth Gender Number Of En A
ShelterPoint
132648 1 Surr
132553 JARERORE E
| 133869 EpAdusin
93021 Logout
1169792 [

11133620
| 24803
| 132515
| 134239
| 134202
| 133335
| 106878
132468
132469

| €

1
1
1
1
1
1
1
1
1
1
1
1
1

[ Download Full Report Showing 1-15 of 264 First | Previous | Next | Last |
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| hope you found this manual helpful. © Please feel free to reach out to me with any questions:

Candy Petticord,
Support Specialist, Homeless Management Information System (HMIS)

cpetticord@uwsummit.org
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