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Coordinated Entry ServicePoint Instructions: Creating an Entry 
1. Log into ServicePoint.  (https://lakecountyil.servicept.com)  
2. Move to the upper right-hand corner and click on “Enter Data as”.  This will bring up a box with Coordinated 

Assessment.  Click on Coordinated Assessment to enter data into that program. 
3. You are in the right program when in the upper right-hand corner reads: “Enter Data As Coordinated Assessment” 
4. When you are in the right program, click on “Client Point” to enter the client you will be completing the assessment 

with. 
5. Find or create your client by typing their name or client ID into the Client Search.  
6. On the first page that pops up, check the Entry/Exits box to make sure the Coordinated Assessment has not already 

been completed with the client. 

 
7. If client needs a Coordinated Assessment, click Add Entry/Exit button 

 
 
 

8. Another box will appear, make sure it has the following information: 
a. Provider: Coordinated Assessment 
b. Type: HUD 
c. Entry Date: date the assessment was completed 

9. Click Save & Continue when all information is correct. 
10. There are three assessments. You will only complete one per client. Click on assessment that corresponds with client 

 
a. If your client is a single adult complete CE for SINGLE ADULTS 
b. If your client is between the ages of 18-24 complete CE for YOUTH 
c. If there is a child in the household complete CE for FAMILIES 

11. Ask the client all of the questions. Try not to leave any blanks. 
12. Move top to bottom when answering questions to assure all questions are answered accurately. 
13. If the client signed the consent form, select “Yes” for “Has consented to participate?”  
14. The ROI Expiration date should be three years from the date they signed 

a. Example: ROI was signed 8/1/2018  ROI Expiration Date is 8/1/2021 
15. To begin the VI-SPDAT, click on “Add” under the VI-SPDAT section. 
16. Read each question in order and according to the training that was provided. 
17. When complete, click “Calculate” to calculate the score.  Once you have a final score, click “Save and Exit”. 
18. You will then return to the Entry page to continue answering questions.  Answer all questions, do not leave any blank. 
19. Contact information is VERY important.  Please be creative, email addresses are also alright to obtain if they have one. 
20. When you’re done, click “Save & Exit”.  This will create an Entry into the Coordinated Assessment program. 

https://lakecountyil.servicept.com/
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Coordinated Entry ServicePoint Instructions: Updating an Entry 
 

If a client already has an entry into coordinated assessment, but there have been changes in the client’s life you can update 
their entry with the instructions below. An update can be created if you are re-doing the VISPDAT, updating the household 
size, client contacts, or chronic homelessness questions. 

1. Log into ServicePoint.  (https://lakecountyil.servicept.com)  
2. Move to the upper right hand corner and click on “Enter Data as”.  This will bring up a box with Coordinated 

Assessment.  Click on Coordinated Assessment to enter into that program. 
3. You are in the right program when in the upper right-hand corner reads: “Enter Data As Coordinated Assessment” 
4. When you are in the right program, click on “Client Point” to enter the client whose information you will be updating 
5. Find the client by typing their name or client ID into the Client Search.  
6. You will be default to the Summary tab. To create an update, click on the Entry/Exit tab. 
7. Find your client’s entry into Coordinated Assessment. Follow that entry to the right and click on the piece of paper 
under the Interims column. 

 
8. A box will pop up select Add Interim Review 
9. Another box will pop up be sure to select 

a. Provider: Coordinated Assessment 
b. Type: HUD 
c. Entry Date: date the assessment was updated 

10. Click Save & Continue when all of the information is correct. 
11. There are three updates. You only need to complete one per client. Click on assessment that corresponds with the 

client’s current situation. 

 
12. Answer all the questions under the Coordinated Assessment.  DO NOT leave any blank spaces 
13. Move top to bottom when answering questions in order to assure all questions are answered accurately. 
14. To begin the VI-SPDAT, click on “Add” under the VI-SPDAT section. 
15. Read each question in order and according to the training that was provided. 
16. When complete, click “Calculate” to calculate the score.  Once you have a final score, click “Save and Exit”. 
17. You will then return to the Entry page to continue answering questions.  Answer all questions, do not leave any blank. 
18. Contact information is VERY important.  If you are updating other things in the interim, please ask the client if there 

are any updates to their contact information.  
19. Once the update is completed, click “Save & Exit”.  This will create an update to their entry in the Coordinated 

Assessment program. 
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