
 

 

 

 

The COUNTS REPORT screen 

will open showing four 

“dashlets”. Click on COUNTS 

REPORT. On the EDIT 

DASHLET screen, select the 

location tab for the dashlet 

you want to use. 

From the REPORT NAME 

dropdown, select CLIENTS 

WITH AN ENTRY BUT NO 

EXIT. 

On the FILTERS screen, from the 

SELECT DATES dropdown, click on 

ALL DATES. For PROVIDER TYPE, 

click on PROVIDER. From the 

PROVIDER dropdown, select the 

project name. Click OK. 

Log into Servicepoint. On 

your Dashboard, click on 

CUSTOMIZE HOME PAGE 

DASHBOARD. Click on ADD 

COUNTS REPORT.  

 

 



 

 

 

 

 

 

The COUNT DETAILS list will 

open. (NOTE: All PII has 

been blacked out for this 

Tech Tip). The client IDs 

appear in blue, which 

indicates that they are also 

live links. Clicking on a blue 

client ID will open the 

CLIENT PROFILE PAGE. 

 

 

 

To download the client list 

into Excel, click on 

DOWNLOAD FULL REPORT.  

 

 

 

 

 

 

 

 

On the DOWNLOAD FULL REPORT screen, click DOWNLOAD. 

 

The NUMBER of active participants 

(that is, all CLIENTS WITH AN 

ENTRY BUT NO EXIT in that 

project) will populate in the 

appropriate dashlet. The number 

appears in blue, which indicates 

that it is a “live” link to the list of 

clients. Click on the number. 



 

 

 

 

 

 

 

 

 

Or it can be accessed 

from your 

DOWNLOADS folder. 

 

 

 

 

You can create or edit 

dashlets as often as 

you want. You can use 

just one or you can use 

all four. To edit, click 

on COUNTS REPORT 

and repeat directions 

from above. 

The Excel document can be opened by clicking on the ZIP FILE in 

the lower left-hand corner of the screen. 

 


