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WISP Shelter Point provides functions for shelter staff to reserve beds, extend nights stays, check out and 
update occupancy, and document services provided.    
 

VVIIEEWWIINNGG  BBEEDDSS  
Staff can view the current residence and availability in a shelter.  The bedlist should automatically be 
available when you click on the ShelterPoint tab.  If there is more than one bedlist for your agency you 
can select the bedlist you are interested in viewing: 
 

1. Click the ShelterPoint tab at the top of the screen. 
2. In the Viewing Bedlists for Provider field, select a provider and click Submit. 
3. Select a bed list and click Submit. 

 

 

  
RREESSEERRVVIINNGG  AA  BBEEDD  
Shelters can indicate potential shelter occupants by entering his or her information  

This is an example of the bed list.  It allows staff to get an overview of the current shelter situation to 
assess capacity. 
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1. Click Add Reservation. 

 
 
2. Search for the client by name or Client ID number.  If searching for a client by name, click search 

for client. 
3. Choose the correct client from the list of possible matches or if you are creating a new client, click 

Add Client with This Information. 
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4. The reserve date field is prefilled with today’s date, if you wish to change the date of the 

reservation enter the new information in to the reserve date field. 
5. If the reservation is for additional household members, click the check boxes next to the additional 

household members’ names. 
6. Click Save and Continue.    The client’s name and arrival date is displayed in the reservations 

section of the page. 
 

  
  
CCHHEECCKKIINNGG  IINN  CCLLIIEENNTTSS  WWIITTHH  RREESSEERRVVAATTIIOONNSS  

  
Use the function if you have an individual with reservations is checking into shelter. 
  
11..  Under the Reservation for Bedlist heading, click checkin link.  
22..  Click the Assign Bed button and select a bed.  
33..  Enter any supplies given or assigning a client locker number.  
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44..  In the Codes/Notes field, enter notes as appropriate.  
5. Click Save.  The client is removed from the reservation list and added in the Bedlist. 
 

 
  
CCHHEECCKK--IINN  CCLLIIEENNTTSS  WWIITTHHOOUUTT  RREESSEERRVVAATTIIOONNSS  
This is used to enter a client into shelter if they do not have a reservation; shelter staff can also enter needs 
and additional services provided using this function. 
  
1.  Click the Empty link next to the bed to be assigned.  If no beds are available, click Empty link next to 

the Overflow bed option. 
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2.  Search for the client by name or Client ID number.  If searching for the client by name, Click Search 
for Client (Note:  It does not matter which name is selected - the name must merely associate with the household)  

→ 
4. Choose the correct client from the list of possible matches if you are creating a new click Add 

Client with this Information. 
5. Update shelter date if necessary; enter supplies given, locker # if assigned, and any notes. 
6. If the client has additional household members to check-in, click the checkbox next to each person 

to be checked in and click Assign Bed button and select a bed for each person then click submit.  
7. Chose any services that have been provided to the client upon check in.  If the services are 

provided to other household members are sure to check the box under the words “Multiple 
Services”. 

8. Date of services can be changed to reflect the actual date the services were provided. 
9. Enter the status to Close if you have provided the service.  
10. Click Save Changes. 
 
 
 
 
 
 
 
 
 

NOTE:  Emergency shelters should NOT have any shelter service codes on their Multiple Services 
Quicklist.  If you give a client in shelter a service from the quicklist of Emergency Shelter, you are 
duplicating their shelter stay.  This is wrong. 
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HHOOLLDDIINNGG  SSHHEELLTTEERR  BBEEDDSS  
A housing provider may choose to use the hold option if they do not have the individual or families 
information but are aware that the bed will be occupied and want to make sure other shelter staff are 
aware that the bed is reserved.  
 
1. Click the Hold link.  The Empty link will change to Held. 
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CCOONNFFIIRRMMIINNGG  CCLLIIEENNTTSS  SSTTAAYY  IINNDDIIVVIIDDUUAALLLLYY  
This is used if you would like to confirm and individual or single family for a stay the following night.   
 

1. From the bed list, click the client’s name. 
2. Select Yes next to the confirmed for next day stay field. 
3. To add more data to a client record, click Jump to Client Profile button. 
4. To add more services to the client’s record, click Jump to Multiple Services button. 
5. Click Save and Exit. 
 

Note:  If the shelter has a room with four single beds and is checking a household with three members 
into the room, the shelter may want to hold the fourth bed if possible so that the household may have 
privacy. 
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CCOONNFFIIRRMMIINNGG  CCLLIIEENNTTSS  SSTTAAYY  UUSSIINNGG  AA  CCOONNFFIIRRMMAATTIIOONN  LLIISSTT  
 
Use this function if you are reserving multiple clients for a shelter stay for the next day.  
 

1. Click Update Confirmation List button. 
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2. Click the checkbox next to each client you wish to confirm the next day stay night. 
3. Click Save. 
 

 
 

CCHHEECCKK--OOUUTT  IINNDDIIVVIIDDUUAALLLLYY  
 
1. From the bed list, click the client’s name. 
2. Enter the Date Out and Time the client left. 
3. Indicate the return of any supplies. 
4. Enter the cost of service, if you wish to record it. 
5. Click Save and Exit. 
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CCHHEECCKK--OOUUTT  UUSSIINNGG  AA  TTRRAANNSSMMIITT  LLIISSTT  
You may want to use a list if you are checking out multiple clients as the same time.  This is very useful if 
you do a daily check out of you shelter clients. 
 

1. Click on Transmit Today’s Checkout List button at the bottom of the page. 
2. Click the checkbox next to each client you are checking out. 
3. The current date and time will pre-fill in the field, if you wish to enter individual check out times 

for each client enter Date/Time Out and indicate the return of any supplies 
4. Use the Current Checkout Date Field to set the same checkout date and time for all clients.  Click 

Set Dates. 
5. Click Check Out. 
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