ServicePoint — How to Use ScanPoint to Enter DV Groups

Log into ServicePoint, click on ScanPoint
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Scroll down to the section titled Manage Clients in Client List. Under the section titled
“Create new Client List”, enter the List Name. For example, | created a list called,
“Tuesday Night Group”. Select the Program in ServicePoint associated with that group
using the “Choose Provider” dropdown menu.

Manage Clients in Client List

Add and delete clients in Client List.

[ Manage Client List

Create new Client List.

Enter List Name |

Choose ProuiderlMuItncmah County Domestic Violence Coordinator's Office - SP (£727) =]

Create Client List

Click on Create Client List.

Now, you must add clients to your list. You can add clients by their servicepoint id# or
you can look them up using the encoded last name. Here is a sample of what the screen
looks like with some clients added. (Reminder these are test clients only.)
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Client names in 'Tuesday DV Group’

ID # Client Name SSN#
I 159132 Bug, June 123-45-6789
i 159141 Bush, Earbara
T 159142 Bush, Jeb

showing 1-3 of 3 (<<First <Prev | Next> Last>>)

showing 1-3 of 3 (<<First <Prev | Next> Last>>)

Last ID skanned: Jeb Bush (£159142)

Client Name: I
Type or Skan Client ID to add: I -or- Look up

|[ Exit |

Add New Client to List

When you are done adding clients to your group, click on Exit.

Next, go back to the section titled Choose Need Service. Enter the details about the
group such as Provider (Program), Service, Start and End Dates, Cost, and Units. Then
click on Choose Clients from Client List.

Choose Need Service

Unit Type

Service Motes

List Name (If client info to be =saved)

Provider IMuItPc:n'uaI* County Domestic Violence Coordinator's COffice - SP (#727) LI
IDcmestic Violence Support Groups | -or- lookup
Service E-:r:es:'_c Violence Support —
Group -
| |
Service Start Date 03/05/2010 ||os =] : [oo =] |Pm =]
Service End Date 03/05/2010 |Jos =] : oo =] [Pm =]
Provider-specific Service Im
Cost Of Service 1 l:l Source 1 I Multnemah Ceunty General Fund |
Cost Of Service 2 I:l Source 2 | -Select- LI

IHCLI"S "I Cost of Units |

|Unit(sj |2 |

FY

| start skan ||

Choose Clients from Client List ||

Choose Clients from Bed List |

Find the list you just created and click on it. A pop-up window will display the members
of your list. Here you can select who attended group and add that entry to their
ServicePoint record. You are done. If you want to check your work, pull up a client
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record that you just indicated attended group and verify that the data was added to their
record in Service Transactions.

Here is an example of a test client record with the group information successfully
recorded in ServiceTransactions using the ScanPoint feature.

ClientPoint

Profile Azzeszments Zase Plans FService Transzactions

Client - Bug, June (#159132) ﬂ
Release of Info: None

Household Information - 1 Households - Click to Expand

| Service Transackions - Services & |

Add Services
| Multiple Services || Add Meed/Service |

Display Options

| Display All | | Display Needs | |Di5p|ay Shelter Stays” Dizplay Referrals |
Select Dates I -Select- VI Start Date: I:l End Date: | || Show Date Range || Clear Dates |
showing 1-1 of 1 (<<First <Prev | Next> Last>>)
Need Date gglt':ice SEARE gg::ice End Provider of Service ﬁfx:s:d ggi:i?:i Service Type
o 0 03/04/2010 03/04/2010 03/04/2010 gg'rtn”;?gzigf””t" Yes gj&iﬁiz\:ﬂence

showing 1-1 of 1 (<<First <Prev | Next> Last>>)
| Display All || Dizplay Needs | [Dizplay Shelter Stays|[ Display Referrals | [ Add Meed/Service |




