
Entering/Exiting Clients 

in Service Point 

5a. Click on the Entry/Exit button. 

5b. Click on the pencil under Entry Date. 

5c. Complete the entry information for the client.  

 

 

1. Navigate to Shelter Point. 
 

1a. Click on Transmit Today's Checkout List. 

 

 

 
 

 

 

To Logon to Summit County HMIS: 
 

Establish your internet connection and open the internet       

Explorer Window.  Type http://citrix.infolineinc.org to 

access the Logon website. 

 

 

Click on the Service Point icon. 

 

 

 

 

 

 

 

 

 

 

 

 

 

1b. Click the checkbox next to the client(s) who are exiting. 

 

 

 

 

 

 

 

2. Navigate back to the clients record in 

Client Point. 
 

Complete the client(s) exit information by clicking on the 

pencil to edit the Exit record for the client(s). 

Type your  

Citrix ID, & 

Password. 

Click the 

Logon button. 

Type you HMIS 

User ID and Pass-

word, then click 

on the Logon 

button. 

5. Navigate back to the clients  

record in Client Point. 

EXITING CLIENTS IN SERVICE POINT 

Fred Berry, HMIS Administrator 

fberry@infolineinc.org 
Mary Jane Benko, HMIS Coordinator 

mjbenko@infolineinc.org 
www.HMISSummit.net 

330.315.1381 

1c. Complete 

the exit infor-

mation for the 

client(s). 

1d. Click on 

Check Out to  

exit the client(s). 



1.Enter/Search for Client Record in ClientPoint. 
Enter Client ID if you are searching for an existing client.  
OR 
Enter as much information as possible if you know 

this is a new client.  Then click Search for Client. 
 
2. Document the Client ID #. The client ID 

will be used to enter the client in other areas.  Be 

sure to make note of the number next to the client’s 

name.  This can also be used to search for the client’s 

record. 

 

 

 

 

 

 

 

 

 

 
3. Add Household Members 

Whenever you are adding a new client you will create a new Household only if the client is NOT single. Click Start 

New Household to create a household if there are additional family members you will be serving in your program. 

 

WORKFLOW FOR SERVICE POINT 

 4a. Click on Empty for the appropriate bed.  

 

 

 

 

 

 

HMIS Icons 

Special Note: An ROI (release of information) should be 

created if your program will share data with another program. 

You should contact your HMIS Administrator before attempt-

ing to share data between programs to complete required policy 

paperwork. The ROI needs to be created before the share be-

gins and before data has been entered for the client. 

Once the household has been started, family members can be added.  

4. Check the Client into a Bed List in 

Shelter Point. 

4d. Make sure you have 

specified the correct 

Provider and Type 

(HUD-40118). 

4b. Change 

the date to the 

date the client 

entered the 

program. 

4e. Specify the appropriate services.  

4c. Check 

off family 

members. 


