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Basic Coordinated Entry Data Steps: 

 

* If applicable, use “Enter Data As” (EDA) mode to switch to your local CE provider before data entry 

* If entering data for a later date, be sure to use “Back Date” mode for each applicable client 

 

1.  ClientPoint module to search for your client, or create a new client record 

2.  Households tab, if applicable (do not create households for single persons) 

3.  Initial SSM Measurement + Entry Date 

4.  Interim SSM Measurement + Interim Review 

5.  Final SSM Measurement + Exit Date 
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 * If entering data on a different date from the date you saw your client, use “Back Date” mode. 

 

** If you enter data for more than one provider, select the correct provider by clicking “Enter Data As” 

on the top right corner; select the correct CE provider by clicking the  icon. 

 

 

Client Search: 
1.  Click “ClientPoint” on the left side menu. 

 

2.  Search for your client by First and Last Name only, and then click their name or  . 
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2a. If your client is not found, create a new client by completing the areas indicated below, then click 

“Add New Client With This Information.”   

Completing the areas indicated below is absolutely required!!! 
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Households: 
DO NOT COMPLETE THIS STEP IF YOUR CLIENT IS LIVING ALONE (your client may have a 

family, but is not living with anyone else at the time of entry into your project) 

 

1.  Click the “Households” tab. 

 

2.  If no household is listed, create a new household by clicking “Start New Household.”   

     To complete/ update an existing household, click “Manage Household.” 

Do not create a new household if there is an existing household.  Always edit the existing household. 

 
 

3.  Be sure to complete the “Head of Household” and “Relationship to Head of Household” drop down 

for each family member.  If needed, use the “Add/Delete Household Members” button to add members 

to the household.   

Do not remove clients from the household using the “Add/Delete Household Members” button.   
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Initial SSM Measurement: 

THIS STEP IS ONLY REQUIRED FOR HEAD OF HOUSEHOLDS. 

1.  To create an Initial Measurement, go to the “Measurements” tab and click “Add New Measurement”. 

 

2.  The information will default to Initial Point of Measurement. So, click Continue. 

3.  Click the magnifying glass  on the first measurement to see the options to choose and then click 

“Submit and Move to Next” to complete the measurement. 
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Entry Date: 

1.  Click the “Entry/Exit” tab. 

 
 

2.  Click “Add Entry/Exit.” 

 

3.  If applicable, select all household members entering with Head of Household (the head of household 

will be selected by default).  The “Type” is always “HUD.”  Enter your “Project Start Date”.  Always 

disregard time fields.  Click “Save & Continue.”  
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4.  Complete/update assessment for the Head of Household, then click “Save” at the bottom of the 

assessment.  If entering for multiple family members, scroll to the top of the assessment after saving 

and click the “Add Household Data” button to copy common data to household members. 

 
 

4a. If entering for multiple family members, click the name of each household member entering (on the 

left) to complete/update their entry assessment (selected client will be highlighted in BLUE).  Repeat 

this step until all client entry assessments are completed, and then click “Save & Exit” at the bottom of 

the last client’s assessment screen. 

 

5.  Complete/update and HUD questions but also the CE questions. These questions need to be 

completed per instructions to identify the appropriate next steps and verify housing needs.  

 

 

 

 

 

 

 

 



MD BoS CoC HMIS Training Manual 

 

Coordinated Entry 

 
 

9 | P a g e  
 

See custom CE data elements below: 
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Interim SSM Measurement + Interim Review: 

1.  Create Interim Measurement  

 

2.  To add an Interim Review, click the “Entry/Exit” tab and click the corresponding paper “Interims” 

icon next to the “Entry Date” you already created. 

 

3.  Make sure all clients have a check mark next to their name.  Select the “Interim Review Type” then 

enter the “Review Date.”  Update the Interim Review assessment, if applicable.  Always disregard time 

fields.

 
 

 

 

 

 

 

 

Select “Update” for Interim 

Review Type 
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Final SSM Measurement + Exit Date: 

1.  Create Final Measurement 
 
2.  When the client has found permanent housing or otherwise leaving the CE project, create an exit.   

Go to the “Entry/Exit” tab, and then click  next to the blank corresponding “Exit Date” on your 
entry.  Never add an exit date for any other program’s entry. 

 
 
3.  Select other household members, if applicable.  Enter “Exit Date.”  Select “Reason for Leaving” and 

“Destination”.  Click “Save & Continue.”  Always disregard time fields. 

 
 

4.  Update the exit assessment for all applicable household members.  Use the “Add Household Data” 

button to copy common data to household members.  Click “Save & Exit.” 


