[image: image1.png]SIS



Connecting People, Housing & Services


DCH / PATH Grant Workflow for Data Entry to SHMIS:
1. Sign onto the website at:    https://michigan.servicept.com/  using the ID and Password that is provided.  Change your password immediately.
2. SAVE your changes after you complete each page.

3. Begin data entry as your agency PATH program (if you are not already attached to this program).  Click on the “Enter As” function located in the blue area at the top of the screen and change to your DCH PATH provider.  The agency name is formatted as follows:
“DCH - <your provider name> - PATH”
4. Open ClientPoint

a. Type the first and last names in the search fields.

i. Select the correct client from the search list or

ii. Add the client if no match is found.

b. Complete the Household information (if appropriate)
c. Add an ROI to enable sharing of records within your own agency.  This allows the system to record client services, both within the DCH funding tree and your agency within your local Continuum.  
d. Click on the Entry/Exit Button and add a PATH Type Entry (or exit if you are ending services).  If appropriate, be sure to add Family Members by checking the boxes.
· Basic or Standard Entry for clients who seek services, but not PATH eligible (for whatever reason).  Clients who are contact via outreach will be counted in the PATH report item B2d.
· PATH Entry for PATH Eligible. (A PATH client is defined as a person (1) who is homeless or at imminent risk of becoming homeless and has had a serious mental illness and/or a co-occurring substance use disorder; (2) who receives services supported in some measure with federal PATH funds, and (3) for whom a clinical or other formal record has been prepared, indicating formal enrollment.)
e. Complete the PATH Assessment (or exit if you are closing a client).

5. Complete the Universal Data Elements (all the red questions) on the front screen.

6. Optional, not required for DCH PATH reporting, but which may help meet other reporting requirements from HUD or CoC. If none indicated by your agency administrator than go to instruction #7.
a. HUD-40118

b. Other Assessments, such as the Family & Individual, Mental Health, and Personal Strengths assessment may be highly beneficial to you.  Please complete these as you see fit depending on how your agency is implementing SHMIS.
c. Open Case Plans and build a Case Plan for each of the primary activities you plan to complete:

i. Add a Goal.

ii. Add a Follow-up date if not delivered today (this will create a tickler for you on the Homepage).

iii. Add a Case Note as necessary

iv. Click on Add a Need/Service (attached to the Goal)
1. Add a Need (the dropdown includes activities funded under the grant).

2. Add a Service (the dropdown includes activities funded under the grant).

3. Add a Referral if appropriate.
7. Two options for Recording Services that you have Provided or Referred for: 
a. Click on the Service Transactions tab within ClientPoint
i. Option 1:  Click “Multiple Services” button to provide more than one service to your client.
1. Be sure to complete the Status and Outcome fields.
2. Record Costs and Sources where appropriate

· PLEASE NOTE:  the Multiple Services section is customizable by your Agency Admin.

ii. Option 2:  Click “Add/Need Services” button to record a Need and the related Service.

1. Record Costs and Sources where appropriate

2. Be sure to complete the Status and Outcome fields toward the bottom.

8. To link data with your continuum you must continue to Step 9.  Do not log off the system!
9. To link DCH PATH record to MSHMIS Continuum of Care reporting.  After you have done your final “SAVE.”, Click on the “Enter As” function located in the blue area at the top of the screen.  
a. Select the appropriate county & program within the agency (this will allow you to include the record in your agency and CoC counts).

b. Find the client by entering his/her number or name.

c. The Universal Data Elements, which have been completed in Step 5, will appear.  All Assessments completed under the DCH tree will appear for the Agency.
d. Click on Release of Information and add ROI with date, type, etc.
e. Click on the Entry/Exit button and add a Basic/Standard or PATH Type Entry (or Exit when exiting the client attached to your agency)
f. Add at least one Need and Service Transaction to attach the record to your agency, using either Outreach (TJ-650.630) or Information and Referral (TJ-300)
g. Participant information is now linked across the MSHMIS and DCH tree and will be automatically copied from one tree to the other. 
10. Go back to step 3 to continue entering PATH participants.

11. To exit PATH participants go back to step 3.  

a. Find the client in CLIENTPOINT

b. Click on the Entry/Exit button

c. Locate DCH - <your provider name> Exit. Click on the edit pencil under EXIT

d. Enter date and answer questions as appropriate

e. Local <your provider name> Exit.  Click on the edit pencil and enter exit date.

f. Click on "Save and Close"

12. Save changes and logoff when data entry completed.
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