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How-To 
 Create a client/household record 

Record creation happens in the ClientPoint area of ServicePoint.  

1. Click the ClientPoint tab to begin. 
2. Enter the First and Last name of the client. Click Search for Client. (Always run a search to see if 

the client is in the system.) 

 
3. If client is listed under Possible Matches, click the client’s name to proceed to the client’s record. 

If client is not listed under Possible Matches, click the Add Client with this Information button. 

 

ClientPoint tab. 

Enter search criteria. 

Search for Client button 

Possible Matches area. 
In this example – none 
found. See page 7 for 
finding a client. 

Add Client button. 
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4. On the client profile page, enter the date that the information was collected into the Assessment 
Date field and click the Back Date button. (This is a very important step. Always change the date 
to reflect the date that the information was COLLECTED.) 

5. Complete the Required Universal Data Elements for this client and click the Save Changes 
button. 

• IF this client is a Single, proceed with step 6. IF this client is a member of a household go 
to step 7. 

 

VERY IMPORTANT! 
Always change this date 
to reflect when the 
information was 
collected and click the 
Back Date button. 

Required Universal 
Data Elements.

Save Changes button. 

Add Household Data 
button.(see step 6) 
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FOR SINGLE CLIENTS ONLY ---------------------------------------------------------------------------------------  

6. Click the Add Household Data button. Complete the remainder of the Required Data Elements 
for this client and click the Save and Close button. You have created this client’s record. To 
create another record, click the ClientPoint tab. 

 

FOR HOUSEHOLDS ---------------------------------------------------------------------------------------------------  

7. For a household you must first create a record for each member of the household by following 
steps 1-5. Once you have entered the individual records, you will create the household. 

8. While viewing one of the household member’s profiles (it does not matter which one), click to 
expand the Household Overview section at the top of the screen. And click the Start New 
Household button. 

 

Required Universal Data 
Elements.

Save and Close button. 

Start New Household 
button. 

Household Overview 
section.
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9. Complete the fields on this screen. Note whose record you are in when answering the Head of 
Household and Relationship to Head of Household questions. (The client is noted at the top of 
this screen.) Click Start NEW Household button. 

 
10. Add all members to the household by using the drop-down profile listing and choosing the name. 

 
11. Answer the fields for the household member and click Add Household Member. Repeat steps 10 

and 11 for each member of the household until all members have been added. 

 

Start NEW Household 
button. 

Add Household 
Member. 

Last Profile drop-down. 
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12. Once you have added the last household member, click the Add Household Data button found in 
the Household Data Sharing bar. (Found on the main profile page or within the Add Clients to 
Household screen.) 

 
13. Click a check mark into those household members that need this information (usually everyone) 

and answer the Universal Data Elements for the household. These answers will apply to all the 
checked individuals. 

 
14. Click Save and Close. (If your household screen is still open click Save & Exit.) 

Add Household Data 
button. 

Universal Data Elements. 

Save and Close button. 
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How-To 
 Search For and Update a Record 

Updating records happens in the ClientPoint area of ServicePoint.  

1. Click the ClientPoint tab to begin. 
2. Enter the First and Last name of the client (SS# is optional). The system only uses these three 

fields to search. (If additional demographic fields appear on this screen, there is no need to 
complete the fields.) 

 
3. If client is listed under Possible Matches, click the client’s name to proceed to the client’s record. 

If client is not listed under Possible Matches, click the Add Client With This Information button. 

 

ClientPoint tab. 

Enter search criteria. 

Search for Client button 

Possible Matches 

Add Client With This 
Information button 
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4. On the client’s profile page, enter the date that the information was collected into the Assessment 
Date field and click the Back Date button. (This is a very important step. Always change the date 
to reflect the date that the information was COLLECTED.) – see also page 3, step 4. 

5. Complete or correct any of the Required Universal Data Elements for the client. Click Save 
Changes. – see also page 3, step 5. 

6. Click the Add Household Data button and complete or correct the remainder of the Required Data 
Elements. Click Save and Close. – see also page 4, step 6. 

 
 


