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Creating an Entry/Exit Record for Clients Who Have been 

Added to a Household 

 

If someone joins a household you are already serving, you will need to add them to the household in ServicePoint (see 

the HMIS User Note called Adding Members to an Existing Household).  Then you will need to create a related 

Entry/Exit record for that new client after adding them to the household.   

1. To add a related Entry/Exit record for a client added to a household, view the client who is already in ServicePoint 

and click on the Entry/Exit tab.  

2. Click on the pencil to the left of the Entry Date of the client who is already in ServicePoint. The Edit Entry Data 

window shown below will open.  

 

 

 

 

 

 

 

 

 

 

2. Click the Include Additional Household Members (1) button to add a related entry for anyone who joined the 

household after the family started the program.   

 

 

 

 

 

 

 

 

 

 

 

 

3.  In the Include Additional Household Members window check the name of anyone who now needs an Entry/

Exit into the program.  If you check the box next to the household type, that will check the names of everyone in 
the household. 

 Click Continue and you will return to the Edit Entry Data screen shown on the next page. 
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4. The additional household member(s) will now be listed on the Edit Entry Data screen.  

5. Click Save & Continue. 

 

 

 

 

 

 

 

 

 

 

 

6. You will now be on the Entry/Exit screen for the client who already had an Entry/Exit and see all of their Entry/ Exit 

answers.  Click on the name of the person (1) just added to answer their Entry/Exit questions. 
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