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ESG Walkthrough – Client Entry

(REV 7/27/2010)
	

	Client Entry

	1
	Go to ClientPoint: Enter client First and Last name, then Search

	2
	If there is a match, click on the record

If there is no match, click Add Client

	3
	When record comes up, enter SSN and SSN quality, Click Save

	Head of Household (skip if client is single)

	4
	Click on Household link to expand it.  
Click “Start New Household” 
Answer Household type, Head of Household, Relationship, date entered (date entered must match actual program Entry Date)

	5
	Add Additional Clients to Household:

Answer Head of household, relationship, date entered

Fill in first, last name, then Search records

If no match, fill in SSN, then click “Add Client”

If you find a match, click on client record

Repeat until all household members are listed in the Household window

	6
	Click Exit and Refresh

	Enter Client Data (Single)

	7a
	Click on Assessments

Select “ESG/SHORT STAY” in Assessment List

Enter the Assessment date
Click Backdate (yellow bars appear)

Answer all questions
Save Changes, then click Return to  Live Mode

	Enter Client Data (Household)

	7b
	Click on Assessments

Select “ESG/SHORT STAY” in Assessment List

Enter the Assessment date
Click Backdate (yellow bars appear)

Answer all questions
Save Changes

     Repeat for each additional household member

· Click Household Information link

· Select other Household member

· Answer all questions

· Save Changes

     After all household members’ data has been recorded

Click Return to  Live Mode

	Data Sharing (Requires signed ROI from client)

	8
	Click on the ROI button, then “Add Release”
Check boxes to include other household members
Provider= agency name (not program name)

Release granted = yes, End date= 3 years from today

Documentation type = 1. Signed statement from client

Save Release Info, then Close

	Service Transactions (Single or Household)

	9a
	Go to Service Transactions

Click on Multiple Services (add checkmark to include other household members)

Provider = (Program that is funding this client activity)
Enter the Service start date (end date will be added automatically)

Set Quantity = 1 for each service that you want to record 

Save and Exit

Click Display Services to see a list of recorded services

	Service Transactions (Multiple Unrelated Clients)

	9b
	Go to ScanPoint

Select a client list (if there is not client list, create one)

Add clients using the client ID number or name

When the client list is complete, exit the list

Go to Choose Need/Service on top of the screen

Change the provider Name to (Program that is funding this client activity)
Choose service received from the drop-down list

Change the Service start date to actual sate of service

Click choose clients from client list, the select list

Enter service for clients

	Verify Data with a Report

	10
	Go to Reports, click on Client Served report

Provider= (Program name)
Enter the Served Date range

Click build report

Check numbers in the “client served” table to verify the count is correct

(click on the numbers to see the associated client names)


