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TRAINING OVERVIEW 
This PowerPoint details how to complete actions for projects that use 
ShelterPoint.

Included project types are: 
• Emergency Shelter
• Transitional Housing 
• Permanent Supportive Housing (single-site)
• Other Permanent Housing (single-site)
• RRH/PSH Wait List
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HOW TO ACCESS SHELTERPOINT ACCESS

• Select ShelterPoint
on the left side of your 
CMIS dashboard.

• Purpose: to access 
your projects and their 
Unit/Bed Lists. 
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HOW TO VIEW A BED LIST

1. Click on the Provider drop-down to 
select a specific project you need to 
access. 

2. To view the specific project’s bed list, 
click on “View All”.
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SHELTER 
INVENTORY
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• Purpose: Identifies all currently 
enrolled clients and their room 
assignments.

• Each row shows the following 
information:

1. A checked-in client

2. HELD

• Either by the provider or 
Centralized Intake

• Either there is an incoming 
client or bed is unavailable

3. EMPTY

• Signifies that a referral can 
be sent by Centralized Intake
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Note: This slide is hyperlinked

Q: Does your program receive referrals from 
Centralized Intake?



CHECK-IN WITH A 
CI REFERRAL 

• Clients referred by 
Centralized Intake will 
have a referral sent 
directly in CMIS.

• Beds are held in 
ShelterPoint when 
referrals are made.

• To check in the 
client(s): re-open the 
necessary bed(s).
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WHERE TO FIND 
CI REFERRALS
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1. Scroll down to the 
Outstanding Referrals.

2. Select the green plus icon 
to respond to the referral.

1
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CLICK HERE TO 
CONTINUE 

WORKFLOW
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OR… NEED TO CANCEL A 
REFERRAL?
CLICK HERE



CHECK-IN WITHOUT
A CI REFERRAL

Some programs receive client 
referrals from other partner 
organizations and/or accept 
clients outside of Centralized 
Intake operating hours.

To begin the check-in 
process:

1. Identify bed the client will 
stay in.

• Ensure that the bed is 
empty.

2. Click on the green plus 
button on the row of the 
selected bed.
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CHECK-IN 
PROCESS 
WITHOUT A 
REFERRAL
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3. Search if the client 
already has a CMIS 
profile.

• Do a wide search by 
using only a portion 
of their name.
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CLICK HERE FOR 
INSTRUCTIONS

OR… If you searched for your client 
and they do not show under Client 
Results, you may have to create a 

new profile for them. 
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After searching, 
select the 

client/head of 
household using the 

green plus icon 
next to their name 

under “Client 
Results”.



THE CHECK-IN SCREEN FOR THE HEAD OF HOUSEHOLD WILL APPEAR.

1. The Date In should be changed to reflect the date that the client physically moves into 
your program. 

2. The client’s Unit Name/ Number will automatically say Overflow. 
Select ASSIGN UNIT on the right to assign one of the open units/beds to your client.
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ASSIGN UNIT
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• Any un-held bed will appear available for assignment.
• Select the correct unit/bed that the client will be staying in.



The Unit Name / Number should match the unit/bed assigned to the client.
This can be changed throughout a project stay.
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Q: Is your client a 
Single Individual 
or a part of a 
Household?



HOUSEHOLDS 
OVERVIEW

• If checking in a household, 
expand the Households 
Overview section by 
clicking on the arrow.

• Check that all household 
members who are being 
enrolled into the project 
are found under the same 
household. If not, select 
“Manage Household”.

CLICK HERE IF YOU NEED TO 
MANAGE THE HOUSEHOLD

OR… proceed to next slide
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HOUSEHOLD MEMBERS
1. After expanding the Household Members list, 

check off other names that will be enrolled.

 If referred by Centralized Intake, all names will be 
checked off already.

2. For clients to appear on ShelterPoint, click on 
Assign Unit.

3. Every household member needs to be checked 
off and have an assigned unit
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RELEASE OF INFORMATION
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• A form must be signed by client during their intake process.

• A new ROI must be added to CMIS for client’s every project entry.
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1. Household Members: If applicable, select all that the 
Release of Information applies to.

2. Provider: your organization’s parent provider project.

 Some users have been requested to enter a second ROI
with the Provider matching the specific project the clients 
are enrolled in.

3. Release Granted: if the client consented to their data 
being shared across CMIS.

4. Start Date: when the clients were enrolled in the 
project and physically moved into the program.

5. End Date: three years after the Start Date (unless 
stated in organization’s ROI).

6. Documentation: use Signed Statement from Client.

7. Witness: initials of intake person.

RELEASE OF INFORMATION
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ENTRY DATA

1. Provider: Select the specific project that the client(s) will be checked into. 

• If your parent provider project is showing, change to the current project.

2. (Entry) Type: Select HUD unless otherwise specified for your project (VA, RHY, PATH).
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ENTRY 
ASSESSMENT

• All assessment questions 
are mandated by HUD 
and/or major funders in 
Delaware.

• Each field must be 
answered or updated for 
each entry of the client.
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SUB-ASSESSMENT UPDATES
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• To update sub-assessment information that no longer applies to the client, such as a change in 
income, click on HUD Verification.
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UPDATING HUD VERIFICATION
1. Click on the pencil sign on the line item that needs to be 

updated.

2. Regardless if the previous answer was a yes or no, add an End 
Date to the income information if it is no longer applicable.

• If specific end date is unknown, use the day before the project 
Start Date.

• This will change the sub-assessment answer to “Incomplete”.

3. Select the new answer.

• If it is a yes, fill out the pop-up table, such as amount for 
income.
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HOUSING MOVE-IN DATE (AT ENTRY)
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• Can only be added to entry assessments for clients housed at intake (Single Site PSH/OPH).

• This means that client’s project start date = when they moved into the PSH/OPH unit.

• Must be added for each member of the household.
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CHECK IN
HOUSEHOLD MEMBERS

• How to know if check in was successful:

• Your client(s) will now be on the bed list.

• Reminders for households:

• Only the Head of Household’s Entry 
Assessment has been completed. 

• Click on the other household members’ 
names. 

• Scroll down and complete their Entry Data.
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INTERIMS
• Necessary any time there 

is a change/update to a 
client’s:

• Income 
• Non-cash benefits
• Health insurance
• Disabling condition
• Domestic Violence history
• Housing Move-In Date, or 
• when required after 365+ 

days of program 
enrollment.

• Steps to add interim:
1. Click on the client’s name

2. Click the Entry/Exit tab
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HOW TO ADD AN INTERIM
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Select the Interims icon on the row that corresponds with your project Entry.
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INTERIM TYPES
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• Select a type:

• UPDATE – For general 
changes to a profile.

• ANNUAL ASSESSMENT –
After client stays in a project 
for a calendar year.

• Can be added 30 days before 
or after their project entry 
anniversary.

• Select Review Date – Use 
either of the following:

• Exact date when change 
occurred, or

• Date when client provided 
new information.

• Click Save & Continue.
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UPDATING AN 
INTERIM ASSESSMENT
• An interim is a shortened 

version of an entry 
assessment.

• Make the necessary 
changes/updates for each 
client.

• Use the Household 
Members list to toggle 
among clients.

• Click Save & Continue.
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HOUSING MOVE-IN DATE (UPDATE)
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• Applicable to clients who were housed after their intake date.

• This must be added for all household members.

• Use the Household Members list to toggle among clients.
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INTERIMS

• All saved Interims will 
be visible on the 
Entry/Exit tab.

• To review or edit, click 
on the pencil icon. 
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CHECK OUT

• Do this when client(s) exit 
from your program.

• To begin the process:

• Look for the head of 
household’s name.

• Click on the red minus icon. 
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EXIT DATA
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1. Date Out

• When client(s) physically left.

2. Reason for Leaving

• Applicable reason that 
explains why client(s) left.

3. Destination

• Where client(s) are staying 
after leaving your program.

• Refrain from these for they will 
be flagged as errors:

• Other

• No exit interview completed

• Client Refused

• Client Doesn’t Know

• Data Not Collected

1

2
3

Access ShelterPoint Check in client/s Add interims, when applicable Check out client/s



EXIT – HOUSEHOLD MEMBERS
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• Check off all members that are leaving together.

• If a client is not checked off, their project entry will continue to be open.

• Can cause data quality errors 
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EXIT 
ASSESSMENT
• If needed, make the 

necessary changes in the 
following sub-
assessments:

• Income

• Non-cash benefits

• Health Insurance

• Disabling Conditions

• If data is current, scroll 
down and Save & Continue
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CLICK HERE TO REVIEW HOW TO 
UPDATE SUB-ASSESSMENTS
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BED LIST (POST-CHECK OUT)
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• After clients are checked out, beds will now be Empty.

• For shelters receiving CI referrals:

• Hold empty beds until they are ready for a new intake.



THANK YOU!

This concludes the ShelterPoint Training PowerPoint. 

For any questions or technical assistance, please contact HAD’s CMIS Support Desk 
at cmis.support@housingalliancede.org. 
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APPENDICES
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CREATE A NEW CLIENT PROFILE

• If your client does not appear in 
the Client Results after a 
preliminary search:

1. Complete the Name, Social 
Security Number, and Veteran 
Status fields.

2. Then, click Add New Client With 
This Information.
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ADD NEW 
CLIENT 
INFORMATION
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If the following window 
appears, click “Add Client 
ONLY” to proceed.
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• A profile has been 
created for your client 
and is available under 
Client Results.

• Click the green plus icon 
button next to their 
name to begin Check-in 
process.

Click here to continue 
workflow.



MANAGE HOUSEHOLD
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1. Click “Manage Household” to add missing clients to the household.

2. If necessary, adjust Household type.

3. Click “Add/Delete Household Members”.
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ADD CLIENTS TO THE HOUSEHOLD
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1. Click on arrow next to “Add Clients to the Household” to expand the window.

2. Use “Client Search” to see if client already has a profile in the system.
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Possible scenarios after 
searching for your client:

A. Client already has a profile
1. Click the green plus icon 

button to add them to 
“Selected Clients”

B. Client does not have a 
profile
• See next slide

ADD CLIENTS TO 
THE HOUSEHOLD

1



ADD CLIENTS TO 
HOUSEHOLD
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If your client does not appear 
in the Client Results:

1. Complete the Name, 
Social Security Number, 
and Veteran Status fields.

2. Then, click Add New 
Client With This 
Information.

3. The new client will now be 
under “Selected Clients”.
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CONT. OF 
MANAGE 
HOUSEHOLD
• Select the correct 

Relationship to Head of 
Household for the newly-
added household 
members.

• NOTE: When managing a 
household, do not delete 
clients even if they are not 
being enrolled into a 
project.

CLICK HERE TO 
CONTINUE WORKFLOW
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CANCEL A 
REFERRAL

1. Select appropriate outcome.

• Declined – it was the 
provider’s decision to not 
accept a client.

• Canceled – it was the client’s
decision to not enter a 
program.

• No-shows, or they decided not 
to stay for whatever reason

2. Select a reason for the 
outcome.
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