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Workflow Manual: CALLPOINT



Introduction This guide was created as a supplement for ServicePoint trainings. Users must enter data in the exact order specified below. This resource may not include every navigational mouse click.



Tech Support Contact Team HMIS for tech support, trainings, custom reports, assessments, etc. Inquiries via the Support Portal (see link below) are the preferred method of contact, and will produce much faster responses than emails & voicemails.



Resources & Support Portal:



teamhmis.com



Email: [email protected] Phone: 410-887-5968 or 443-574-HMIS



MANDATORY DATA ENTRY ORDER: 1.



CALLPOINT



SAME DATE



Click on CallPoint & Start New Call



2.



LINK CLIENT



SAME DATE



Link Call with Client Record by searching existing Client Record or creating new Client Record



3.



ASSESSMENT



SAME DATE



Complete Call Type, Caller Type, and Assessment. Click “Import Client Data”



4.



SAVE & END



SAME DATE



Click on “Save & End Call”



hmisadmin.com ● (443) 574-HMIS ● [email protected]
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1.



CALLPOINT - Click on CallPoint & Start New Call.



…



hmisadmin.com ● (443) 574-HMIS ● [email protected]
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2.



LINK CLIENT - Link Call with Client Record by searching existing Client Record or creating new



Client Record.



… … … hmisadmin.com ● (443) 574-HMIS ● [email protected]
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3.



ASSESSMENT - Complete Call Type, Caller Type, and Assessment. Click “Import Client Data.”



4.



SAVE & END - Click on “Save & End Call.”



hmisadmin.com ● (443) 574-HMIS ● [email protected]
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