
 
Creating an Universal Release of Information (ROI) 

1. Search for your client, or enter client’s CSIS ID. 
2. Select the ROI Tab. 

 

3. Click on the “Add Release of Information” button 

4.  Next to Provider, Click “Clear” button, then click on “Search” button. 

       

 
 

 

 

 

5. Click the Green + next to “1- Universal Release of Information” from Search Results 
and Exit.  

      

 
6. Complete remaining fields. 

 

        

 

 

 

 

 

 

7.  Save Release of Information 
 
 



 
Step-by-Step Guide: Creating Households 

1. Go to our CoC’s ServicePoint URL: https://sp5.servicept.com/sarasota/ 

2. Use your Username and unique Password to log into ServicePoint. 

3. After logging into ServicePoint, select Enter Data As (EDA) and choose from the list.   

a. Choose the correct project that reflects the enrollment of the client and use the green 
plus sign to select your Enter Data As project. 

4. After selecting your EDA, begin working with a client by opening ClientPoint. 

5. Perform a Client Search and select the correct client for Entry/Exit or any interim information 
updates. 

6. Search by First Name and Last Name or by their Client ID number. 

a. Once you have completed your search, select your correct client from the Client Results 
list by clicking on client name.   

i. If there are multiple Client IDs for the client, please provide IDs to CSIS staff so 
they may merge and deduplicate Client IDs in the system 

7. If there are no IDs/Clients already created matching your client’s information, fill out every field 
in the Client Search (Name Data Quality, Date of Birth, DOB Data Quality, SSN, SSN Quality, 
Gender, Race, Veteran Status, etc.) and select Add New Client With This Information. 

 

 

 

 

 

 

a. Add Client ONLY-A New Client who is single does not need to have a household created. 

Do not create a Household for this client.  CSIS will consider this person a family of one. 

b. Add Client and Add NEW Household- A New Client who is part of a household and that 
household needs to be created in CSIS. Don’t forget to enter information from all of the 
members of the household. You will search for additional household members who may 
exist in CSIS already. 

8. Whether you are creating a new household or adding a client to an existing or new household, 
there a few steps to start.  Begin by making sure you don’t enter duplicate households or duplicate 
clients.    

Adding Client Only Step-by-Step 

1. After completing all of the information in the Client Search (Name Data Quality, Date of Birth, 
DOB Data Quality, SSN, SSN Quality, Gender, Race, Veteran Status, etc.) and selecting Add Client 
ONLY, CSIS will take you to the client’s Summary Page. 

2. From there, you will add, scan, and upload the Universal ROI before beginning the Entry/Exit 
process. 

3. Use the Step-by-Step: Creating an Entry/Exit guide and answer all of the questions Complete, 
Current, Consistent, and Correct. 
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Adding Client and Add New Household Step-by-Step: 

1. If you are creating a household, you will select Add Client and Add NEW Household. 

2. Complete the Household Type dropdown above the Client Search information. 

a. Search by First Name and Last Name to determine if there are existing profiles that match 
your client’s information. 

b. If there are not clients already in the system matching your client’s information, fill out 
every field in the Client Search (Name Data Quality, Date of Birth, DOB Data Quality, SSN, 
SSN Quality, Gender, Race, Veteran Status, etc.) and select Add New Client With This 
Information. 

c. Repeat these steps until there is a Client ID created for every member of the household. 
After you add all of the members of the Household, click continue. 

3. The Household Information assessment will appear. Begin filling out information so it is Complete, 
Current, Consistent, and Correct. 

a. Identify who the Head of Household is and the Relationship to Head of Household for 
each member of the household. 

b. After you have described the relationships, click on Add Household Data.  This will enable 
you to answer important CSIS questions just once and have it applied to all of the 
members of the household.   

c. As you can see, the information entered into the Client Search (Name Data Quality, Date 
of Birth, DOB Data Quality, SSN, SSN Quality, Gender, Race, Veteran Status, etc.) will 
appear in the Client Record and Client Demographic.  

d. Complete the assessment by asking each question and ensure the information you are 
entering is Complete, Current, Consistent, and Correct. 

i. Tell the client’s story through the data by ensuring all information regarding 
household type, prior living situation, housing status, zip code, HUD Verification 
information, additional information questions, client’s contact/housing 
information, and emergency contacts are all filled out Complete, Current, 
Consistent, and Correct for each member of the household. 

1. For guidance on answering the HUD Verification questions, please use 
Step-by-Step Guide: Creating HUD Verifications. 

ii. After you have completed the information for each household member (select 
household member by clicking on their name to the left of the assessment) Save 
& Exit. 

4. You have now successfully added the family to CSIS. Continue on adding, scanning, and uploading 
the household’s Universal ROI, and adding the family to your project under the Entry/Exit tab. 

 

 

 

 

 

 

 



Step-by-Step Guide: 

Entry/Exits 

1. Go to our CoC’s ServicePoint URL: https://sp5.servicept.com/sarasota/

2. Use your User name and unique Password to log into ServicePoint.

3. After logging into ServicePoint, select Enter Data As (EDA) and choose from the list.

a. Choose the correct project that reflects the enrollment of the client and use the green 
plus sign to select your Enter Data As project.

4. After selecting your EDA, begin working with a client by opening ClientPoint.

5. Perform a Client Search and select the correct client for Entry/Exit or any interim information 
updates.

a. Search by First Name and Last Name or by their Client ID number.

b. Once you have completed your search, select your correct client from the Client Results 
list by clicking on client name.

i. If there are multiple Client IDs for the client, please provide IDs to CSIS staff so 
they may merge and deduplicate Client IDs in the system.

6. After selecting the client, the Client Summary for that client will appear. Select the Entry/Exit tab 
and click the Add Entry/Exit button.

a. The Provider listed is the project you are enrolling the client into.  This should already 
default to the project you have selected as your EDA.

b. Ensure you select the appropriate Type (Basic, HUD, RHY, PATH, VA) from the drop-
down list for the Type. Select Save and Continue.

i. If there is not an assessment provided, the wrong type has been selected. Scroll 
to the top of the page and select the correct type and click update.

7. After you Save and Continue, the next screen that shows you information that was listed as the 
most current on file with CSIS. Don’t forget this information may not be Complete, Current, 
Consistent, or Correct.

a. Ask and answer all questions, entering or updating client information for each of the 
assessment questions listed.

8. Enter or review and update the HUD Verification sub-assessments (Income, Disabilities, 
Health Insurance, Non-cash benefits).

a. If any of the sub-assessments have not been completed, a red triangle on the right-hand 
side of the sub-assessment will be visible.  Click on the triangle to open the sub-
assessment. Answer all questions with a Yes, No or Data Not Collected.

b. If information included in a sub-assessment has changed, first open the old information, 
and put an end date for the day before the date you are entering new information and 
save.

i. For example, if the income amount has changed for a client.  First, open the old 
income entry and enter an End Date for the day before.  Then click Save and
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Exit.  

ii. Next, add a new earned income entry and include the updated information
using today as the start date.   Using the magnifying glass you can see a list of
incomes that includes the old income that has ended and the new income.

9. Once the assessment has been completed and all of the questions, answered or updated, click
Save and Exit.

10. Th client is now into the project. If your project requires Case Management, select the Case
Manager tab.

a. Select Add Case Manager. Only include the Head of Household. For the Type, select the
“Me” option. Your information will populate. Select Add Case Manager.

b. Select the Case Plans tab and begin adding Goal(s) for your client.

11. During the client’s participation in the project, scheduled reviews of the client information and
occasional updates to the client information may be required.  These are called “Interims”.
Interims allow updates to client information and track process while client is enrolled in the
project. Please follow the steps in the Step-by-Step: Creating and Interim guide.

12. When the client is ready to Exit, go to the Entry/Exit tab, click on the pencil next to Exit Date.

13. Once you click on the pencil you will see the edit Exit Data screen.  Enter the date exited, the
Reason for Leaving, and the client’s Destination. Save and Continue.

14. Exit the client with information at project Exit and ensure the data is Complete, Current,
Consistent, and Correct. All fields in the assessment must be brought up to date at exit.

a. The assessment at exit may include questions that are unique to your project. Review
every question with the client.

b. It is important to update the clients new Housing Status upon exit of your program.   This
information must be consistent with the destination you entered in the previous screen.

c. The Prior Living Situation does not change and should remain the same as it was upon
entry.

15. Save & Exit.

16. Select the Case Manager tab and end yourself as the Case Manager.

a. If the project requires Post-Exit Follow-Ups, it is recommended to keep yourself as Case
Manager until all Post-Exit Follow-Ups have been completed.

b. When you are ready to end yourself as Case Manager, select the pencil next to your
name.

c. Add an End Date for yourself as the case manager. This will be the same date as the exit.



 
Step-by-Step Guide:  

Creating HUD Verifications:  

Disability/Income/Health Insurance/Non-Cash Benefits 

1. Follow the instructions from the Step-by-Step: Creating an Entry/Exit guide. 

2. Enter or review and update the HUD Verification sub-assessments (Income, Disabilities, Health 
Insurance, Non-cash benefits). It is important to understand there are up to 3 parts to these 
sections. 

3. The first part is the list of questions prior to entering HUD Verification information (i.e. figures 
below). 

 

 

4. The second part of HUD Verification information is found in the pop-up window when the blue 
HUD Verification is clicked. 

a. If any of the sub-assessments have not been completed, a red triangle on the right-hand 
side of the sub-assessment will be visible.  Click on the triangle to open the sub-
assessment. Answer all questions with a Yes, No or Data Not Collected. 

 

 

 

 

b. If you are adding all new information to the sub-assessment, select the “No” at the top of 
the pop-up window to auto populate answers. Then, ask the client each line to determine, 
“Yes” or “No”. 

 

 

 

 

 

i. If client answers “Yes” to any (Disability Type, Source of Income, etc.), another 
pop-up will appear. Populate the information the client provides (Disability 
Duration, Monthly Amount). 

 

 

 

 

 

 

 

 



 
5. If information included in a sub-assessment is already answered, ask and answer each line to 

determine if information has changed. 
a. If information has changed first open the old information by clicking on the pencil and 

put an end date for the day before the date you are entering new information and save.   

b. Next, add a new record set for the record that was ended and include the updated 
information using today as the start date. Using the magnifying glass, you can see a list 
of all the client’s responses. 

c. The best way to approach this is to view the previous answers by clicking on the 
magnifying glass and sort by Disability Determination, Monthly Amount, etc. 
Ask/Review with the client the disability, income, etc. types.  

 
 
 
 

 
d. If any disability types, incomes, etc. are listed and incorrect, add an end date for the old 

disability type, monthly amount, etc. for the day before you are entering data as. 
e. If the client’s answers match what is currently being displayed in the Disability, Income, 

etc. type list sub-assessment, you can exit. 
  

6. During the client’s participation in the project, scheduled reviews of the client information and 
occasional updates to the client information may be required.  These are called “Interims”. 
Interims allow updates to client information and track process while client is enrolled in the 
project. Please follow the steps in the Step-by-Step: Creating and Interim guide to reflect changes 
in Disability, Income, Health Insurance, and Non-Cash Benefits. 



 

Many times, clients enter projects with little to know income. In order for the CoC to track 
increases of income, which are measured by CoC & HUD System Performance Measures, 
we must add interims to client entries to record these increases. 

1. Log into CSIS 

2. Enter data as (EDA) the project you will be creating the Interim for. 

3. Search for your client, or enter client’s CSIS ID. 

4. Select the Entry/Exit Tab. 

5. Click on the Checklist icon, , to create an Interim. 

6. Click “Add Interim Review.” 

7. Save & Continue 

8. Scroll to the Income field needed for update. 

9. For example, the client has gotten a job and his Income needs to be updated. 

10. If a previous income is listed, you must end that income. 

a) For example, a client was making $800.00/month but is now making 
$1,000.00/month. 

i. Select the pencil next to the $800.00 amount to edit this income source 
and end the income. 

ii. Select the end date as the date before the day you are adding the new 
income. 

iii. If you are adding the new income on 02/21/2020, you would have an end 
date for the old income as 02/20/2020. 

iv. Do not change any of the other fields. By ending this income, you are 
indicating this income is no longer current and the client does not receive 
this income any longer. 

v. Save and Exit. 

11. Update the AMI, Total Monthly Income, Income from Any Source, and Add an income in 
the HUD Verification fields. 

a. To Add a new income source, select the add button and update the empty 
fields so CSIS can report the most current and correct information. 

i. Add the monthly amount to $1,000.00; 

ii. Select a Source of Income; 

iii. Select the Receiving Income Source to YES; 

iv. Save this Income. 

12. Scroll to the Income Information fields and update as you know the information to be true 
for today. 

13. Continue to update any fields that need updating. 

14. Save & Continue 

Creating an Interim for Income 



Creating an Interim for Housing Move-In Date 
The Housing Move-In Date is a required field for clients who are living in a Permanent 
Supportive Housing unit, or who are housing through a Rapid Rehousing project. This date 
will be the date the client moved into housing. This data is used to report to the CoC and 
HUD exactly how many days occurred between Project Entry and Permanent Housing. 

1. Log into CSIS

2. Enter data as (EDA) the project you will be creating the Interim for.

3. Search for your client, or enter client’s CSIS ID.

4. Select the Entry/Exit Tab.

5. Click on the Checklist icon, , to create an Interim. 

6. Click “Add Interim Review.”

7. Select the Interim Review Type you are creating (Housing Status Update)

8. Save & Continue

9. Scroll to the field indicating Housing Move-In Date.

10. Upon move-in, update the client’s Housing Status. Update to At-Risk.

 a. The logic behind At Risk is if a client is receiving ongoing rental assistance from a RRH
 subsidy, the client is not Stably Housed.

11. 
12. Update any other fields that may require updating (i.e. income, non-cash, etc.)

13. Add the Client’s new Contact Information and end any old or out of date information.

14. Save & Exit



 
Creating an Interim for Rental Unit Offers 

At times, clients are offered multiple units prior to accepting a unit to move into. In CSIS, 
we can track these rental unit offers by adding an interim to the client’s Rapid Rehousing 
(RRH) project entry. This not only can help determine how many rental opportunities are 
provided to each client, but also help determine the available housing in our community. 

1. Log into CSIS 

2. Enter data as (EDA) the project you will be creating the Interim for. 

3. Search for your client, or enter client’s CSIS ID. 

4. Select the Entry/Exit Tab. 

5. Click on the Checklist icon, , to create an Interim. 

6. Click “Add Interim Review.” 

7. Select the Interim Review Type you are creating (Update) 

8. Save & Continue 

9. Scroll to the field indicating Rental Unit Offer. Select Add.  

10. Complete the fields in the Rental Unit Offer sub-assessment. Be sure to Save. 

11. Update any other fields that may require updating (i.e. income, non-cash, etc.) 

12. Save & Exit 

 



 

Creating Follow-Ups 

For your funding sources, some require you complete Post-Exit Follow-Ups for clients. After providing a 
service for a client and exiting the project, it is recommended to include these steps in your workflow. 

In order to keep track of these follow-ups and ensure they are completed, please follow the steps 
below. 

After exiting a client, 

1. Click on the Case Plan tab. 

 

2. Select Add Goal. 

 

 

3. Fill out the Provider Name, Classification, and Type. Select Add Goal. 

 

 

 

 

 

 
4. Select Add Action Step.  

 

 

 

  



 

5. Create an Action Step for the Follow-Ups to be made (30, 60, 90, 365 days). 

 

 

 

 

 

 

 

 

6. Set the Projected Follow-Up Date to Correspond with Action Step. Save Action Step. 

7. Complete the steps above and set the corresponding follow-up dates to have Action Steps with 
Follow-Up Dates for each corresponding follow-up required. Save & Exit.  

8. Follow-ups will now appear on your home page to be conducted within the time frame 
remaining.  

  



 

To Complete Follow-Ups 
1. Ensure you are in the proper EDA. Locate the Client on you Follow-Up list. Click on the 

Client ID to go to the client’s page for the Follow-Up to be completed.  

2. Go to the client’s Entry/Exit and complete a Post-Exit Follow-Up for the correct Entry/Exit.  

 
3. Add Follow-Up Review for the follow-up you are conducting (30, 60, 90, 365 day). 
 

 

4. Complete the post-exit follow-up by answering the questions required by the project.      
Save & Exit. 

5. Go to the client’s Case Plan and select the pencil to open the case plan, scroll to the Action 
Step and click the pencil next to the follow-up you have completed.  

 

 

6. Indicate the follow-up has been made by selecting Yes, adding the date, and outcome. Save. 

 

 

 

 

 

7. Do these same steps for each follow-up. 

 

 



 
Step-by-Step Guide:  

Creating a Service (Non-Financial) 

1. Go to our CoC’s SERVICEpoint URL: https://sp5.servicept.com/sarasota/ 
2. Use your Username and unique Password to log into ServicePoint. 

3. After logging into ServicePoint, select Enter Data As (EDA) and choose from the list.   

a. Choose the correct project that reflects the enrollment of the client and use the green 
plus sign to select your Enter Data As project. 

4. After selecting your EDA, begin working with a client by opening ClientPoint. 

5. Perform a Client Search or enter the Client ID to pull up the client’s CSIS profile. 

a. Search by First Name and Last Name or by their Client ID number. 

b. Once you have completed your search, select your correct client from the Client Results 
list by clicking on client name.   

i. If there are multiple Client IDs for the client, please provide IDs to CSIS staff so 
they may merge and deduplicate Client IDs in the system. 

6. Click on the Services Transactions tab from the Client’s profile. 

 
7. From the Services Transactions Dashboard, click on Add Services. 

 
8. Depending on the project, be sure to select all members of the household for the service(s). 

***If the project is a VA-funded project, only the veteran will be selected for the service(s). 

 

 

9. Be sure you are Entering Data As (EDA) the correct project, if the Service Provider is incorrect, 
exit out of the service and EDA into the correct project. Select the correct Service Type as well. 
Save & Continue.

 
10. Unless the project specifies additional information for specific services, scroll to the Need 
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Information and choose from the dropdown, Need Status of Closed and Outcome of Need to 
Fully Met if you have provided the service.  Save & Exit. 

 

Step-by-Step Guide: Creating a Service (Financial) 

1. Follow steps #1-9 listed above. 
2. To Apply Funds for Service, select the arrow for the dropdown to appear. 

 
3. Locate the Vendor by selecting search. For Landlords use Vendor ID #3, Housing Assistances 

Landlord. For Utility Payments, use Vendor ID #120, Other Utility Vendor. You can search for 
specific vendors like FPL, City of Sarasota, Water/Sewer, etc. 

 
4. After you have selected a Vendor, select Add Funding Source and select the accurate Fund from 

the list. 

 
5. After selecting the funding source, add the Client Co-Pay amount (if applicable), and an amount 

the funding source is going to be covering. 

 
  



 
6. If required by project, add Support Documentation by uploaded scanned documents. 

 
7. Add the Need Information and choose from the dropdown, Need Status of Closed and 

Outcome of Need to Fully Met if you have provided the service.  Save & Exit. 
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