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Log Into ServicePoint 
In the Navigate section 

 or the green tabs 
 select: 
Reports 

Select:  
Report Writer 
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You will receive a ‘pop-up” window.  
Make it a full size screen. 
Click on the Options tab. 

 
Look through the available names to locate the report 
desired. This is a rather lengthy screen and has many 

specialized reports. They are sorted alpha-numerically. 
To select the report click on the report name: 

Draw Verification - Case Management. 
OR other similar report name. 
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Under Preview you have 3 options 
View Full Report, Show Preview (30 lines of information) or Download Report. 

The screen will refresh and a summary of the 
column order appears. 

 
Go to Filters to set any required filters. 
Go to Counting to see a summary of information. 
Go to Preview to see the details. 

 

The confirmation pop-up will appear. Select OK. 
If you are in the process of  writing or customizing a 

report – this will over-write any unsaved changes. 
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Required Filters for Draw Verification - Case Management Report: 

Using the drop down lists select value 
and click on Add Filter. 
 
 
Entry Exit - Exit Date is on or after 
mm/dd/yyyy (first day of period) 
 
 
Services - Provide Start Date is between 
and including  mm/dd/yyyy  
mm/dd/yyyy  (first and last day of 
period) 

After all filters are set 
click on the Counting tab 
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Provider Name relates to 
the Entry/Exit.  
Click on the item reflecting 
the grant identification 
HUD-XXX-ZZZZZ (the 
value of the entry/exit 
logging). This serves as the 
last required filter. 

Provider Provider relates to 
the Services Provided. 
Reflects the Provider 
identifies at the Add 
Service Screen. 

 
 
 
 
 
Go to Preview,  
3 options exist: View Full Report, Show Preview (first 30 lines of information) or 
Download Report. 
 
Print the Full Report or Download to submit in lieu of the Client Billing Sheet (IHFA 
Draws).  
You are also required to submit a screen print of the Filter page. 
 
To print the screen use <CRTL> and “P”. 


