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There are two possible scenarios: 
First we will deal with a client record where the client has been checked in and checked 
out. In order to change this – you must verify the dates, delete the record and then check 
them in and out a with the correct dates. 

First find client 
record. 
Go to Service 
Transactions 
Then click on the 
View Past 
Needs/Services 

 
 

Locate the Shelter/Housing stay that is in need of 
correction. Click on the pencil to open the record. 
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Make note of the Date In/Date Out if 
needed– be sure to use the correct dates. 

 
 
 

Return to View Past Needs/Services screen. 
 Click on the trash can to delete the service 
record. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now  go to ShelterPoint and check in the client – be sure to use the actual date in. Then 
promptly check the client out, again be sure to use the correct date out.
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Now let’s work with a client who is still in the shelter. 
You will go to ShelterPoint and open the client. Then adjust the check in date and save. 
 

 
 
 

Adjust the Date In  (make any other 
adjustments needed) and  
 
Save (or Save & Exit) 

Click on the client’s name to open 
the record. 


