
1. Search for Client
● By name, SSN, and/or DOB

2. Add/Verify Client
●Full Name
●Social Security
●Social Security #Data Quality

3. Create/Verify 
Household

● Search for an existing 
household (with another client 
as the head of household); or 
create a new household

5. Add Household 
Data Sharing*

● Housing Status 
● Extent of homelessness
● Type of Living Situation (PLS)
● Length of Stay
● Zip of last address
● Zip Data Quality
● Homelessness Primary Reason

9a. Log Program 
Entry

● Add an Entry/Exit 
record 

7. Log Data Sharing ROI
● Log for all household members

8. Log Case Manager
● Top-right “Case Worker” button
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6. Verify/Complete 
Assessments*

●Universal Entry/Exit
● Confidential Dimensions

4. Add Additional 
Household Members

●Full Name
●Social Security
●Social Security #Data Quality

9b. Log Bed 
Entry

● Add a ShelterPoint 
record

*When entering old data, you must be in Back-Date Mode for these items!
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