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ServicePoint 5: HPRP Workflow and Data Quality

1. 4 5.
CLIENT 3 SERVICE
PROFILE LI BT TRANSACTIONS

1. CLIENT PROFILE = (iF BACKDATING, ENTER BACKDATE MODE...SEE SIDE BAR)*

= Search for Client using the shortest version of first and last name that will
give you the most reasonable results (e.g. instead of Samuel search for
Sam).
= You only need to search on name and maybe SSN.
= |If client is found verify all identifying data matches and proceed as
if it’s your own.
- |f Client is not found type in name, SSN, DOB, SSN Data Quality,
DOB Data Quality, Gender, Race and Ethnicity and ¥B Click “Add
Client with this Information.”

Client Visibility: If the client’s name should not be shared flLock i the client’s record now.

2. HOUSEHOLDS

All clients including singles must have a household.
= B Click on the “Household” tab.
= B Click on “Start New Household”
= Complete Household Data starting with the Head of Household (HH)
entering “Self” as relationship to HH.
- Enter all members of the household with their demographic
information (If demographic fields are not present, see your
Agency Administrator)
= Enter relationship to head of household in the popup.
- Enter the next household member or ¥ Click on “Exit”

Client Visibility: If the household member’s name should not be shared fd Lock fi each client’s
record now.

3.ROI

(RELEASE OF INFORMATION)

= B Click on “ROI” tab.
= Check with your Program Director for the ROl end date.
= The Person who had them sign the Consent Forms is the Witness.
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ACCURATE DATA

EASY REPORTS

«» SERVICEpOINt

GowrpEing e Domemealng

D Favorites

When in ClientPoint, clicking
the  will turn into and
add the current client to your
“Favorites” list on the
navigation menu to make it
easy to return to that client
(not that you have favorite
clients or anything).

o Bac(/aﬁnﬂ

€ Look Up€ On the upper
right hand corner, under your
name you should see the
“back date” link. If not,
please contact your agency
administrator.

) A client’s data must be
entered within 5 days of
collecting their information.

) If you are entering a
client’s data after they enter
your program, it is important
to backdate information to
the date the client entered
your program for reports to
be accurate.

D Client Vi:iéi/ify

If you don’t have an ROl or
the client has chosen not to
share make sure the record is
not visible. “® Click on the
la, ¥ Click on “Deny
Groups” and choose “Global”
“? Click on “Save.” The &l
will now appear next to the
Client.



4. ENTRY/EXIT (ENTRY)

All clients must be entered into a Program of an Agency.
= Go to the Entry/Exit Tab and ¥ Click “Add Entry/Exit”
= For Individuals:
- Enter Provider, Type=HUD and entry date and “EClick “Save and
Continue.”
= Complete the SubCook HUD-40118 Entry Entry Assessment.
= For ## Families:
- O Click household members to be included. Enter Provider, Type
(HUD) and entry date and “EClick “Save and Continue.”
= Complete the Subcook HUD 40118 Entry Entry Assessment and
“® Click “Save and Exit”

= Go to the Entry/Exit tab of the next household member’s record and

“F Click the Entry +" of the now visible Entry and complete the
Subcook HUD 40118 Entry Assessment and Y Click “Save and Exit”
= Repeat for each household member.

DELETING: YOU MUST GO INTO EACH INDIVIDUAL HOUSEHOLD MEMBER’S RECORD TO DELETE
ENTRY/EXITS AND SERVICE TRANSACTIONS

5. SERVICE TRANSACTIONS

All clients must have an Entry/Exit Entry before adding Service Transactions

= See Page 3 for full Service Transaction detail

6. ENTRY/EXIT (ExiT)

= “ Click on the Entry/Exit tab under “Client Information”
= “F Clickon #" Under “Exit Date”

= Complete the SubCook HUD 40118 Exit Exit Assessment and “& Click “Save

and Exit.” For #itt Families: Be sure to check household members.
= Repeat Exit Data for each household member.

REQUIRED DATA BY SCREENS

Profile Screen Entry/Exit Entry Screen Entry/Exit Exit Screen
HUD- HUD-
Subcook . . HUD-40118
Household Entry/Exit 40118 40118 Entry/Exit )
Shared . Exit:
Data Entry Date Entry: Entry: Exit Date .
MDR Exit Data
Part 1 Part 2A
HUD APR v v 7 7 v v v
Agencies
HPRP v v v v
Programs
Everyone v
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i Keys to Entry/Eyits

% Provider must be a
program of your agency, not
the agency itself.

% Type = HPRP

¥ The Subcook HUD-40118
Entry Assessment will appear
after you have entered the
Entry Date and clicked “Save
and Continue.”

% Follow the wonderfully
informational labels that
guide you through what you
have to enter and what is
optional.

i Nm/;:gaﬁnj Services

% Clicking on “View Previous
Service Transactions” will
take you to a screen that
begins with NEEDS. To see
the services, click on the tab
next to needs.

% Clicking on “View Entire
Service History” will show
you all needs and services.

¥ To return to the Service
Transaction Dashboard, click
on “Back to Dashboard” on
the bottom right hand side of
the tab.

D 9ncome and Benefits

Income and non-cash
benefits must be collected
for each household at Entry
and at Exit. For accuracy
follow these guidelines:

6 If you don’t have the exact
start date, then choose 1 day
before the entry date.

8 If income or benefits
change, end current income
(do not delete it) and enter
new income with new start
date.

8 If end date is left empty in
each income or benefit
record, the APR will report
this income as current or as
exiting income.

8 Child support is part of
income. A minor’s earned
income is not.



SERVICE TRANSACTIONS

= All clients must be entered into a program before adding Service Transactions

= To add a service “0 Click on “Add Multiple Services 2

”n

1. “BClick Check All Household Members | (or v"Check appropriate household members)

2. Choose the HPRP Program Name (level 4).
Service List

3. “BClick AddAnother|

Number of Services* 1
Start Date* 08 / 25 / 2010
End Date 08|/ 25 /| 2010
Service -Select-
HPRP Housing
Relocation &
Stabilization Service -Select-
Provided
HPRP Financial
-Select-

Assistance Type

HPRP Financial
Assistance Start Date

HPRP Financial
Assistance End Date

08 / 25 / 2010

08 / 25/ 2010

Service Costs

Automated

The day you actually gave the
service and/or check.

- HPRP services

¢~ v'Choose either one or
the other based on the
Service you just chose!
< v"Do not answer both!
? v"Make sure the one you
select matches the Service
\_  you selected above.

If the client received a check for
rent or utilities, etc., what
months did it cover?

“BiClick Add Funding Source |

=  Source* = “HPRP Source 1”

= Source Funding = The total amount of the check.

=  “YBClick Save.

Number of Units

Unit Type -Select-

Cost of Unit
Status* Select- =
Outcome -Select- v
If not met, reason -Select- -

ex: How many months did the check cover?

ex: Months, Hours?

ex: What one month costs

Required Field

¥
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> Save Cancel




HPRP HMIS Data Entry Integrity Checklist

O

O Ooooo0ooooo o

Did you unlock the Client’s Profile, SubCook Shared MDR, and HPRP Service Transaction?

Did you complete the Sub Cook Shared MDR and Backdate when necessary?

Did you create an Entry/Exit Entry where Entry type = HPRP?

Did you answer Housing Status on ENTRY worksheet for each client in household?

Is your data visible on the ENTRY worksheet—even if you entered the data in a different screen?

Did you choose the same HPRP Program for your Entry /Exit Entry and your Service Transaction?

Is your Entry/Exit start date BEFORE than your Service Transaction start date including TIME OF DAY?

For CURRENT rental assistance payments, does your service Start Date and End Date reflect the date range covered by the payment?

Does your Service Transaction include both service type and HPRP activity type?

Did you choose HPRP Source 1 as the Source and enter the cost of service?

When exiting client, did you update assessment information and complete Destination and Reason for Leaving?

Did you save your changes?

HPRP HOUSING RELOCATION &
STABILIZATION SERVICE PROVIDED

=  SERVICE QUICKLIST

HPRP FINANCIAL ASSISTANCE
TYPE:

=  SERVICE QUICKLIST

P Case Management = Case/Care Management » Rental Assistance = Rent Payment Assistance

» Outreach and Engagement = Street Outreach Programs OR | » Security Deposit = Rental Deposit Assistance

» Housing Search and Placement = Housing Search Assistance P Utility Deposit =  Utility Deposit Assistance

» Legal Services = Legal Services » Utility Payments = Utility Bill Payment Assistance
» Credit Repair = Credit Rating Assistance » Moving costs assistance = Moving Expense Assistance

» Motel or Hotel Vouchers

= Homeless Motel Vouchers




