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HMIS Introduction  and Background

An HMIS is an electronic data collection system that stores longiteidionllevehformationabout persons

who access the homeless services system in a Coofiiann (CoC). HMIS is a valuable resource becausefof its
capacity to integrate amaduplicate data from all homeless assistance and homelessness prevention progfams
CoC. Aggrega HMIS data can be used to understand the size, characteristics, afthedsalmneless

popul ation at the | ocal , s tHEIS applicaiomdoffen many other adnefits s v
well. They enable organizations tiparate homless assistance and homelessness prevention programs tojimpre
casananagement by collecting information about client needs, goals, and service dthpaiss.help to

improve access to timely resource and referral information and tmaettge perationskollowing

Congressional directive, HUD has supported the development Bbloedss Management Information

Systems by: 1) providing technical supporfuaidithg to CoCs to develop local HMIS; and 2) undertaking a
research effort to colleatd analyze HMIS data from a representative sample of communities in order to
understandhe nature and extent of homelessness nationally. As part of this effort, HUD gdlbliShBdta

and Technical Standards (HMIS Standards) in 2004 that alloveddecttien of standardized client and progra

level data on homeless service wwmagag programs within a community and across all communities. The 004
HMIS Standards ensure that every HMIS captures the information necessary to fuldidiiiiigrequirements
while protecting the privacy and informational securityhofnadlless individuals.

(Standards, 2010)

Data Collection Overview

Data entry is an essential part of program and reporting success.

Data Collection and Qualityinclude (Safe HarborsStandard Operaihg Policies & Procedures p.36)

e TheAgency shall actively participate in the Safe Harbors HMIS by using either the Safe Hgjrbor:
application or data integration to be eligible for fund ueseiment during the contract period. [P
data integration agreement must be negotiated with the Safe Harbors program in advance

Active participation will be evidenced by the program entering or uploading a complete dafp set
including client intakassessment, services provided, exit data and outcomes reporting, for |l
clients served during the contract period as directed in the Safe Harbors Standard Operatipg
Procedures and the Agency Partner Agreement incorporated herein by reference.

Each prognam must have entered all client intake data within one week of program entry anjfl clie
exit data within two weeks of program exit.

Data entry for the previous week must be completed on the following Monday.
Data quality and integrity is expected of &ElkHers.

Safe Harbors will perform data quality reviews and require corrective action if data quality [floes
meet threshold review

Agency shall submit data on all program clients served identified as universal, program spjgcific
local continuundata elements for required report completion. The universal data elementsjjare
listed in the following table:
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Data Collection Standards

On the following page is a chart representingetieral Housing & Urban Development Department (H1aE)
elements, dlection frequency, and program type requirements that can be used as a guideline in gatherifg cli
demographics and enrolling clients in programs.
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Collection Fegranniypes
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X = Agency MUST collect
A = Automated by HMIS
R = Recommended

Collect at Ent
Collect at
Collect at Upda
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Buisnoyay

Aluo saanias
BSED YIM Ja)Bys

x

Collect at entry

x

Collect at exit

Update every three months pg
entry

Frequency of
Collection

Update every year post entry
2.1 | Name

2.2| SSN

2.3 | Date of Birth

2.4 | Ethnicity/Race

2.4 | Gender

2.6 | Veteran Status

2.7 | Disabling Condition

2.8 | Residence prior to
program entry

XX |IX X | X | X [X |X

X[ X[ X| X[ X| X| X| X

2.9 | Zip of LKPA
2.10| Program Entry Date
2.11 | Program Exit Date
2.12 | Personal ID

2.13| Program ID

2.14 | Household ID

3.1 | Income & Source

3.2 | Non-cash benefits
3.3 | Physical Disability

Developmental
Disability

X |IX | X |> |> [> [X XXX
X |IX | X |> |> [> [X XXX
X X | X [> > |> X |X XX
X X | X [P [>|> X |X X [X
X X | X > [>|> X | X [X|[X
X X | X [P [>|> X |X XX

HUD Data Elements

HIV/AIDS
Mental Health
Substance Abuse

Domestic Violence

Services Provided

Destination at Exit

Reason for Leaving

Employment

Education

General Health

XX X[ X[ X[ X[ X| X| X| X| X
XX XX X XX [X[X[X X [X

X| X[ X| X[X | X | X| X

Pregnancy Status

XXX XX X [ XX [X | X | X |X
XX X X X [X [X [X [X [X [X X
XX X X X [X [X [X [X [X [X X
XX X X [X [X [ X [X [X [X [X X

Vet erands
Chil dr eno

Tip: After the above information is entered in Safe Harbors HMIS it is presented within the HMI{
community in @eidentified format. Cliemdentifying information is always kept confidential and can only b
accessed by approved members of the HMIS community.
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Central Intake Search Page

TheCentral Intake Searctpage is a tool with client record search abititadsng it thdirst pageo use
whensearching foeclient dataThe Central Intake Searclpagecan be used tccess client ddta a
clientthathasbeenpreviously enteredn theHMIS. Once arexistingclient records found, the
demographics can be vievaadmodified, othe clientanbeenrolled intahe program

@ HMIS-[STAHousing users] E”E‘E|
: File View Report Options Help
D R E GRS d b B Address ‘@ aes://centralintake/customer listing hd ‘ & Go

i HMIS High/Low Volume ~ i Central Intake Search  HOH Name: Client Name:

Home

=-Central Intake
Easy Intake
HOH Intzke
Household Stabistics
Documents Client Listing {0 of 0}

E-Client Services Firsthame T Llasthame V| BirthDate 7 | BirthYear ¥ HeadOfHouseHold W
Program Eniry
Case Flan
Services Provided
Additional Questions
Case Notes
Client Savings
Program Bxit

Client Services Search
I=+Group Services
Group Sessions and Auto-Sche

Date Add: User Add: Date Mod: User Mod:  :

1,

GQ“QTip: Search for clients on the Central Intake Search page first. The client may already have existinfj
records in theHMIS . New features include ID and telephonenumber search capabilities.

Use the Central Intake Search Page to
search for clients in the database and
for access to program enrollment




Last Name Search

An agency user can search for a client by Last Name:
1. Enterc|l i ent d sthdhatst name i
namebox.
Click on thelizss=h] button.
Resultsvill be displayed theview
pane v Client Listing {1of 1}
If client is not found the message |, E i i S
belowwill appear Client will need to
be entered intthe HMIS

centralintake X

\‘!‘) Your search returned 0 results

First Name and Last Name Combination Search

A user can also search by both first and Last Name
Enterfirst name andast rame
characters
Click thel: d button.
Results will be displayedheview ClientListing {11

Firsthame T  LestName W v  BirthDate [0}

pane. 12/20/1964 2114750




Easy Intake Page




Easy Intake  Page

TheEasy Intake page provides an abbreviated point of entry for collecting Client Demographics and Se
information.The Easy Intee page should only be useddsnaieshathaveahigh volume business model.

% HMIS-[STAHousing users]
: File View Report Options Help
a2 A SE CeSSHARSTIHd P Address‘aeS:Hcemralmtakefeasyentry

¢ HMIS High/Low Volume ~ i Easy Intake HOH Name: Client Name:

TomTee
A;Hnme New HH New Save | SaveloSameFamly | Save to New Family
Central Intake

I Head Of Household [~ Consent Refused Age Household {1 of 1}
—HOH Intake FirstMame LastName Date|

—Household Sialistics | | |

— Documents .- SSN Cod Iﬁ = I
—Central Intake Search

. Cron S e B R —

e conces s ][ 1]

—Case Plan

- Services Provided Gender | | Veteran | | Disabled | vl

— Additional Questions Ethnicity lﬁ —

LKP I Zip Data Quality [Dont Know -

= Group Services Race [Choose As Many As Apply] ™ USIndian/Mlaska Native | Asian
| Group Sessicns and Auto-Sche ||| Native Hawaiian/Pacific Islander T~ White I Don't Know

oo
I3 3

-

Date Add: User Add: Date Mod: UserMod:  :




Create New Head of Household Client

To create a New Head of Household Client

. Navigateto the Easy Intake paggpemosmpic

' Clickthe e uton - [aeee ] e ]

. Enterdemographic information | HesdOftousshdd [~ ConsentRefised [ Howewld Do)
which should include:

Social Security Number

EnterSocial Security
Number Code

EnterClient First and Last
Name

DOB/COde [7 US Indizn/Alasks Native [ Asian I Black/African-American
|I"_ Native Hawaiian/Pacific |slander I white I"" Don't Know I Refused

Gender Demographics .—’
Veteran Status [ Saveto New Family [~

. [¥ Head OfH hold [ G Age
Disabled Status -

Ethnicity v [ ssncote [P 2] | | |
LKPA le First Name Last Name

. ; DOBICode EE =
le Data Quallty Gender | ﬂ Veteran ‘ ﬂ Disabled l—Ll
Bthnicity | | Idenifier
4. Clickthe SavetoNewFamly | tton Juwe - Zip Data Qualty [Dortfoow <]

to save client

Race [Chaose As Many As Apply] [~ US Indian/Alaska Native [ Asian [~ Black/African-American
|l Native Hawaiian/Pacific |slander [T White [ Don't Know I Refused

Add A dditional Household Members

To add additional household members:

. Clickthe __New _ putton

. Enterallrequireddemographic informatias indicated by purple fields
Click the SavetoSameFamily o tho SavetoNewFamily |y tton in |eft sectian

M
W,

IO E
b@“ Tip: Save additional Household Members with the SAME FAMILY button if they are part dhe same family or
with the NEW FAMILY button if they are part of a new family in the saménousehold

Enter Client into Program

Entering clients from the Easy Intake page is only for use by agencies/programs with an approvej
high volume business model. Using the Easy Intake pagies not substitute for standard

program entry by norhigh volume agencies as cliestwill not be fully enrolledin programs that
arendot high vol ume.

. Findtheclientby enteringcriteriain the Quick Seeh box thenuse

the [Tab] key to initiate search. ﬁ‘
williams

Selecthe client byclicking on the row heading.

. In the Program Enrollment contairdtk the | New  buttonandmake the relevasglemns




4. After entering the necessary crifeviek the . save |
button and client will benrolledn programand

i Sel {1cf6}
services saved. s
Frogram | _~|[EntryDate | 07032010 2 v

» ter
o L0 e rgeny eher ] g 01 e e |

Service | _-|ServieeDate |077142010 % v STAHigh volume | Shelter

Staff STATrain01 ~ | |Units STAHigh wolume | Shelter

STAHigh volume | Shelter
Schedule

STAHigh volume | Shelter
|

Exit Client

Exiting clients is an important step in ensuring
datacompleteness

Highlight program to exit client from after s==] -m oo | —
verifying Program Name and Program Date. - e rani S N

Entry Date 07/03/2010 b = » = ‘
C//ck the [Exlt] buttom H‘"L' U‘Emergencysheher JLenghOfﬂay |MurethanuneweeJ ‘.

Situation in Prev Place STAHigh volume | Shelter

Service | - | Senvice Date | 0711412010 v STAHigh volume | Shelter
SelecDestination, Reason for Leaving and Exit Date.

e STAHink e | Ghaltar

@ HMIS-[STAHousing users]

Exit Program

Click the Exit button therw/ose

Destination |Sub5tance abuse treatment facility or detox ﬂ

Reason Far Leaving |Non-c:omplianc:e with program ﬂ

Exit Date 071092010 %

Program: STAHigh volume shelter Program Date: 7732010
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Head of Household Intake Page

TheHead of HouseholdHOH ) intakepagds usedor client dat@ntry Client demographic data should be
checkedt every program enrolimeiithe HOH ntake page should be used if a search for a clienhgisddslts
and a new household needs to be created.

& HMIS-[STAHousing users]
File View Report Options Help
@ 0w e E B SE K b B Addess Alaes/centralintake/demographics

HMIS High/Low Volume - HOH Intake  HOH Name: Client Name:

 vigater o) Coreen
Home [~ ConsentRefused Regon  ~

i Central Intake SSN SSNCode  First Name Middle  LastName Suffic Date of Birth
Easy Intzke
HOH i) |_——— | - Joentkme -]
Household Statistics Last Known Permanent Address
Documents Street # Street Mame Street Type Unit Type Unit #
Central Intske Search

=-Client Services ’_—l | J ’_—l ‘ J

Program Eniry City nty State Zip Zip Data Quality  Country [¥ Head of Household Address

Cou
Case Plan = = = — |[Dontknew | =] [Uneds =
o ] | = | = | I~ - nte Select Address

Additiona| Questions Preferred First Name Preferred Last Name Unique
Case hotes Identifier

Client Savings Phone |(__)-__- X PH Type |Home Phone ~ | PhoneMe Alt [(__)-__- X PH Type [Home Phons —

Program Exit

Client Services Search Email Contact Preference  |Mail -
(=-Group Services

‘Group Sessions and Auto-Sche

Date Add: User Add: Date Mod: UserMod:

Required fields on this page are marked in
blue/lavender. If a client refuses consent, the
required fields will change.




Search for Existing Clients

SearcHor clientdn the Central Intake

Searchbox
B o |

: . : |
If client is not fand, navigateto HOH = —

|ntake paganda new C”ent record W|” FistName 7 LasiNeme ¥ Sufix ¥ BithDale v BirhYesr ¥ HesdOfHouseHold W
need to be created

Enter New Client

1. Clickthe _New | puttonand enteclient demographic data.

2 HMIS-[STAHousing users]
: Eile View Report Options Help
E D ¥ R E eSS A K d B B Addess ‘ijaes:f.fcentralintakeldemographics

¢ HMIS High/Low Valume ~i HOHIntake HOH Name: Client Name:

poser 5 o
Home [~ ConsentRefused Regon =

& Central Intake S5M SSMCode  First Name Middle Last Name Suffic  Date of Birth

Easy Intak:

| [— ]
Household Statistics Last Known Permanent Address

Documents Street # Street Name Strest Type Unit Type

Central Intake Search ‘ ”_;l | H A | -1

=-Client Services
Program Entry City County State Zip Zip Data Quality  Country [¥" Head of Household Address

Case Plan - - - - Dont Know  ~ | [United S ~
P ) | = | JE3 | T | I MJ\M | [Clear ][ Select Address
Additional Questions Preferred First Name Preferred Last Name | |Umq\_je | |

Case Notes |dentifier

Client Savings Phone | J)-__-__ x PHType [HomePhone ~| PhoneMo.Alt |[__J-_ - x PH Type [Home Phone = |

Program Exit
Client Services Search Email | | Contact Preference [Vl =

(= Group Services
Group Sessions and Auto-Sche

Date Add: User Add: Date Mod: UserMod:

S

@ Tip: A partial Social Security Number can be enteredwith client consent.
A

L
Tip: If aclient does not have an address, a city zimde is sufficient. After entering City, County, and State
demographics then tabbing tathe zp field, the Select Zip Code grid willopenand thecity should beselected.




Jump to Program Entry

Uity County State 4ip Zip Uata WQuality  Country I¥ Head of Household Address

1. After all required data has been enfered =7 =lfeamon — <Jfi= e i =
enro” Client intO prograby C//C/(//?g the Preferred First Name Preferred Last Name Unigue | 2114750

Identifier
Phone |(__J)-_ - X PH Type |Home Phone | Phone Mo Alt |(__)-_ - X PH Type |Home Phone

Jump to Program Entry Buttc vl el Consct Fefersnce. [l =]

Selected Clients Swipe Card E] E] a

Client Listing {1 of 1}

TheHN”SWI” navigate to the PrOgram FirstName 7 LestNeme ¥  Suffix ¥ BithDale ¥ BitthYear ¥ HeadOfHouseHold W D 1
;‘Ben

‘ Orchard [ } 12/2011964 | = ‘ v | 2114750

Entrypagewher e t he client©6s program
enrollment can be completed.

Enter Program Homeless

STALow volume housing

Program Status  [Enoled <] Consent [organizaton  ~ | Save

Comments Case Manager [5TAgrega =
‘ Program Eniry Daie 08192003 < «

Residenca Priorto Program Entry
Meonthly

Monthly Povert
Income Individual Level(%) AMI AMI| Range |

Edit Snapshot Income . Length OF Stay in Previous Place
1000.00

1000.00 823 |

Entry Questions Cony

Question Entry Questions List {1 of 13}
Housing Status

Question Answer Comment
Housing Status

\what circumstanc

T Do you have a de

| If you have a dev
Comment Do you feel that y
‘ Mental hezlth pro

If you have a men




Household Statistics Page




Household Statistics Page

TheHousehold Statisticspage provides a point of entry for colleatlient and householdember
demographics andcome information. Thdouseholds Statisticspages ussdexclusivelyo add or remove
household membeasdto enter or updatelient income.

.
File View Report Options Help
& = LUNRS B el N T
HMIS High/Low Volume
 avigator
Home

[z--Central Intake

Easy Intake
HOH Intske

b d
e

K 4Pk K

HOH Name:

-

Household Statistics
@] Household Ben

Name Orchard
Update Members

Ben

Jump o
Program
Entry

Firsthame

Address |l aes /icentralintake/household

v | @ Go

Orchard | Client Name: Ben Orchard_12/20/1964_ 2114750

HouseHold Members {1 of 5}

V¥ lastName <+ DateDfBith 7 BirthYear 7 HeadeHnT'

<2 Notes

Ben

Orchard 127201564

Documents

Jeni

Orchard 6/15/1989

Central Intake Search

2. Edit Add
| [=]

Barbara

Orchard

I=-Client Services
Program Eniry

I )
[ Addr History Headof HH

Ryan

Orchard 5/5/1980

I
I
5/5/1960 I
|
I

Case Plan

[E0 contacs |

[ Decomed |

Mary

Long 5i5/1987 -

¥

Services Provided
Aditional O

I Consent Refused
Consent

Case Notes

Client Savings
Program Bat

Client Services Search

Region
= Group Services

-

Income in the last 30 days
[ New ][ Save ][ Deleb] [ Non-Casll]
Income Source |Eamad Income

Stated Income | 100.00

-

Status |Alive -

Pay Interval

Group Sessions and Auto-Sche

SSN/Code

First Name Ben
Last Name Orchard
DOB/Code

Relation

121201964
Seff

Disabled Yes

23 |Pama|

-

=

~|F HOH  Age 46
Middle Name

Suffixc Gender [zl =

¥ % ||FuiDOBE -

Veteran |V&s -

Weekly -
Documentation  |Fay Stub -

Comments

Income {1 of 2}

c,
meSour

» | Earned Income | 100.00
| Frivate Disability | | 1025.00

Cpated|

I
| Wieekiy]
\ Weekly]

e

Marital Status hd

Ethnicity

1st Language -

MNon-Hispanic -

Education Level |High School Diploma v |
Identifier 2114750

ndlanguage [ o]

<

¥

Housing |\mm|nanth,r losing their housing j ‘

Race [Choose As Many As Apply]
W Native Hawaiian/Pacific Islander

>

Date/User Add: 7/8/2010 / STATrain05

[w American Indian/Alaska Native
Iv \white

Date/User Mod: 7/21/2011 ] STATrain12

[~ Asian
I Don't Know

I Blacki/African-American
I Refused

Date Mod: 772172011 User Mod: STATmin12

is added to thkouseholdirst. Afterthe h

Jump o

programby clicking the” & button.

2
S
@ Tip: If a family/household needs to be enrolled into a program, it is very important that each

ousehold is complgtiee household can be enrolled in a

Use the Household Statistics page
to record demographics and add or
modify household members. Entire
households can be viewed and
accessed from the Household
Members grid. All income additions
and modifications are done on the
Household Statistics page.




Add New Household Member

1. In the Households Members contaiméck on the __New  putton andse/ector enter data into tHeslds
below.
SSN Disabled
SSN Codéwill change to fit entyy Veteran
First Name Marital Status
Last Name Education Level
Date of Birth Ethnicity
Gender Birth Year
Relation Race

Click on the _SavenSamefanly | putton to add client to ] -
familyhousehold e
Once the new member is added they should be listed ufes & = s

Marital Status | | EducationLevel [&h orh Grade

current Head foHousehold irhousehold memberid o ezl il

1stLanguage | =]  2ndlenguge |

Race [Choose As Many As Apply] ¥ American Indian/Alzska Native |~ Asian W HackIAfican-American
I Native Hawaiian/Pacific |slander IV it I~ Don't Know |~ Refused

DatelUserAdd:  DatelUserMod  DateMod:  UserMod: .

HouseHold Members {2 of 2}
Firsthame ¥  LasthName 7 BirthDate 7 BirthYear ¥ HeadOfHouseb
Bell Hooks 1021157 v
MNew Member 291947 -




Modify Client Status

When clientshave beegntered into theIMIS as a familyilousehold and the
compositbn changesndividuas can beemovedor addedising the Update Member
button. For example a member of a family may move out and become theadwain
household. The member who has moved carestablishheir own householdl'here
are severatherways that clieftousehold ofamily status can be modified using the
Update Member buttons. [L_Decomed ]

New Household:
Move Client to new householdh the below example client Miselens moves out of the existing
household to Biown household:

Movelient tilneiowrhousehold:

1. Find and select client in the Centrabke search

2. Navigateto the Household == _
Statistics page. et —rT—
Hl'ghllght. Cllent In the Household il Pgr;‘ FirstMame ¥ LastName ¥ DateOfBith 7 BirthYear ¥ HeadOfHouse

Members grid _

(8 adar iy || [—Ficcorrn ]
Click the button. (£ comoes ||[ Docemes

Selecthe clien namesince client will be his/her own head of

householdClickthe move button. ,
. Client will no longer be listed with original household and will

moved intaheir ownhouseholdnd will becomkead of

household.

Navigateback to the Central ke Search page to find client

i Central Intake Search | HOH Name:| Mick Adens Client Name: Mick Adens_2028823

Client Listing {1 of 1}
Firsthlame T LastName T Suffix V¥ BithDate 7 BithYear 7 HeadOfHouseHold 7

Navigatethe Household Statistics page to modify or view client demographic information.




Add New Household Member.

An existing household member has been entered iMtBeand can be added to a household.

For exampleMi c¢ k ugtder dhaghter Candi Adens has been entered into the sytem but Candi is
N-eA- a - praf -t 0 NG KB o urs e ol -d ey pd e eds e

1. Navigateback to the Central Intake Segrageand findthe clientto bemoved intahe
new household.

Home
- Central Intake
Easy Inizke
HOH Intake
Household
Documents

= Client Services

Navigateto the Household Statisticage. _ :
Selectlient in the Household Members contaameic/ick the |_New Household | [ytton.
When the Household container opsaect he o0Sear ch f or -dewni st
optionandentert he new head of h o uthea blickithe Search /f |
button.

Highlight the client and click the move button to move client

into household.
Click [OK]. Rl

centralintake

!\4\ You need to update the Relation to HOH for all household members

Navigateback to Central Intake T
Search then to Household Statisticg™ A=

Jump b HouseHold Members {2 of 2}

find Client and VieW Client in neW il Pém" Firsthlame T LestName W DateOfBith v BirthYear ¥ HeadOfHoust

- Mick Adens 31472006 r v
household. & Notes y B e 5/5/1335
2 s ]
[ .| Contacis ] Deceased

% s ovon e ]

ChangeHead of Household:
Another member of a householth be changed to become the he#iteafownhousehold
1. Addnew client or find client in Central Intake Search.
2. Selectlient in the Household Members list.
HouseHold Members {3 of 3}
Firsthlame ki Lasthlame <  BirthDate < BirthYear ¥ HeadOfHouselk
janie doe 1958 -
emily bronte 08/05/1876 v
Johnmy Doe 12/05/1858 1358 r |

k3 _ | >
3. Clickon the__HeadofHH | hytton and the HouseHold Members {3 of 3

FirstMame ¥  LlastName ¥ BirthDate < BirthYear ¥ HeadOfHousek

selecrclient will become the new Head of ianic - 1058 -
emily bronte 08/05/1876 -
Johnny Doe 12/05/1958 15958




Household for the listed family as indicated by the Ef@@idk box

Client Death:
If a client diegheir status can be marked as deceased.
1. Searcfandselectclient in the Central Intakeaschpage
2. Navigateto the Household Statistjgage
3. With client selected in the Household Memistisiick on the | Decsse |
button.

4. Client will be removed from Household Membhsts
Note: Client will still be accessible inthe HMIS .

Data Modification Buttons

TheHousehold Statisticsta modification buttons can be used to modify client data with the

simple click of a button. TlE&ta Modificatioouttonshave several functiomluding

Program Entry/ Enroliment d Starting the process of enrolling clients into @, aers
program __ Entry
Notes- Viewing, modifying, or adding client notes. & Notes
Client Address- Viewing, modifying, or adding client addresses.
Address History- Viewing, modifying, or addiolient address history.
Contacts- Viewing, modifying, or addiolient contacts.

! Edit Address
=] Addr History

.| Contacls

Jump to Program Entry
From the Household Statistic Pdgeprocess of enrolling clients iag@ncy programs can begin.

1. Selectheclient fromthe Household

i HouseHold Members {1 of 1}
Member list ouseHold Members

Firsthame V¥ lastName W BithDate < BirthYear ¥ HeadOfHousel

» BELE doe 1358

Jump o

Click on theﬂ button.

U< | >

. TheSafe HarborslMIS will navigate to the Program Entry pageaandc | i ent 6 s prfjog
enrollment can be completed.
Note: If there is more then one household membearachhoushold members program entry
questions will need to be answeredSee progranthe entry sectio for step-by-step
instructions.




CaseNotes:
Notes can be added and sawvéd Region, Organization, and Private leme$ent depending on
which communitynembershould have access to the informatiomsent levedptionsare:

Consent: Regidihe information in the note can be seen by the entire region.

Consent: Organizétiime information in the note can be seemmdiyiduals withim s e r 8 s
organization.

Conserroup The information in the note can be seen by members of a (defined) group withi
my organization.

Consent: Priviafene information in the note canlpbe seen by the person who entered the
note.

Add aNew Note:

1. Click the'®
box will open.
2. Click the.__New _ putton, select the level of conse
date and entered by fields.
. Enter comments and click t__Save | putton
. Additional notesan be added with various levels of
consent ,
Notes

| button will turn green.

Note: Once a client has a saved note trjﬁﬁ

Edit Address
The Hausehold Statisticage also allows for client addresses to be edited.

1. Selecthe family member in the name grid efitk the & Estases| hytton.
2. Enterthe new address.
& HMIS-[STAHousing users]
Editonly this client’s address
Street Name Street Type Unit Type Unit #
[ =] | 2| || =l
County State Country  Zip Zip Data Quality

ke <] [WA =] [Onted <] [sg12e__ | [Ful +1 [ Cler ][ Select Adirees |
UpdateAddress o HOH |

3. When tabbing from the state field the [EEEEErEs
Select Zip Code dialog box will open afd s
selected.




After theaddresinformation is entered/ick the |_Save | button.

TheAddress pdated dialogue bavill validate saved address dat= e
Click d) oo
Click _Clese_|,

Address History:.

Client address history damviewed along with associatatés, housing types, and payment
sources for individual addresses.

1. To view client address histavick on the 2 awssay | hytton.

2. When the address history dialog box opens view information to modify dates, housing typ4
and payment source if necessary.

@ HMIS-[AHAAgencyAdmin]

[ 12211972 | 12722008

Start Date 121282008 |4 | EndDate
Housing Type ~| Payment Source - Monthly Fee |g .

Comment |

Dec 22008 12:00AM AHAEileen Dec 22008 12:00AM AHAEileen

3. If modifications are mad#ick the _Save__ button.

4. When finished/ick the |_Clese | button.

Contacts

Multiple client contacts can be entered and saved per client. Emergency, mailing address and
alternate contact types are entry optiBatationship type can also be specified.

1. Click on the sl cee= | hutton.
2. Click the New | putton and select and enter the necessary information.

@ HMIS JAHAAgencyAdmin]
Family Contacls

Family Contacts {1 of 1}

ContaciType Relationship
Contact Type Relationship First Name: Ml Last Name

»|E Parent
Encerc R R [ ][ witchen \ [Erosey_Jfacr ‘

Address1 Address?
[ 10054 Southeast 4t Sirest I[ |

City County Zip State
‘Herﬂon j ‘Iﬂng Courty j 98055-___ “1"!':9' j
Phone Phane Alt

{425)-5855-5555(x)__|| =) x___|[HomeProre -]

E-Mail
| | [ 15 Mailing Address?

Jul 92008 12:00AM Jul 92008 12:00AM

3. Click the _Save_| button.
4. Click the |_Clese | putton.




Income

Thelncome containeis a tool used teecordincomesources along withon-cashbenefitfor
clients.

LHDI.ISEI‘.D'I:'“HI";‘S I Income in the last 30 days
[ New ] [ Save ] [ New ” Save ][ []elele] [Non—l:ash]
[ Consent Refused Income Source |Eamed Income

Tiraer: Fegion = Status  |Ave v || Stated Income |1Dﬂ.DD
SSNiCode |-~ [ ] 2322 [Patial <17 HOH Age 46 |[Payinterval  [Weskiy

First Mame |BB|-| | Middle Name | IDoc:.l'nmIaﬁun |F‘a',-5tu|:u

LsstName | Orchard (5] suffix | | Gender [ilae || SO |

DOB/Code  [122011964 5 v |[FulDOE ~| Income {1 of 2}
Relation |Sef IncomeSource | StatedIncome Int

Earned Income 100.00 weekly
Disabled |Yes Veteran [Yes =M [Private Disability | 102500 Veekly
Marital Status | Education Level |High School Diploma |

Ethnicity |N|:|n-Hi5|:|anic |dentifier | 2114750 | J <

Ist Language | 2nd Language | -

‘ Housing |Irnn1inn3r|’rl:,r losing their housing ﬂ |

Race [Choose As Many As Apply] v American Indian/Mlaska Mative [ Asian [ Black/African-American
[+ Mative Hawaiian/Pacific |slander [v ‘white [ Don't Know | Refused

Income Summary
An ata-glancencome summaryis located above the Household Members list that provides a
calculatiorof the total number damily members, monthly income, gross annual income,
poverty level percentage, aremhmedian incom{@MI) percentage specific to the zip code
associatedith the client.

Income

Income and Non Cash benefisthe last 30 dagse entered and updateddach clienn the

Income containor. Income updates are always entered in the income container even if the client
currently enrolled in a program.

Income in the last 30 days

Income: eneral Assistance -
Enter Income Income Source. [Gensral Asssance (G4 v]

1. In the income container click t__New | bytton.

£ Vieekly
Select thentomesource

Mo

2

3. Enter the statechcome g;ny
4. Select the pagterval |
5. Click the._Save | puttonin the incomeantainer.

\




& HMIS-[STAHousing users]
} Non-Cash Benciits
Enter Non-CashBenefits T No I Domtknow | Refused
1. For noncashrelated benefits/ick the e e N L _
. . [~ MEDICAID [~ TANF ChildCare [ TANF Transportation
LNen-Cash | hytton andse/ectthe related P % Ofher TANF-Funded Services
benefits when thidon-Cash Benefit I State Children's Health Insurance [ Temporary Rental Assistance

dlalogue bOX Opens ™ VA Medical Services [ Section 8 or Rental Assistance
Click the __Save_ putton. I Not Hligitle For Mainstream Benefits

7 Close
Click the | button.

DeleteIncome
1. To delete incomesgecttherow of incomedo be deleted in thedomelist.
2. Click the _Delete | hutton and income source will be removed from list.

Income in the |ast 208yt

New Save . Deleie Mon-Cash

hcomeSomee [EoreiTeone. <]
Stated Income | 500.00

Pay Interval | Twice a Month |
Documentation |Seff Declaration d
Comments

Income {1 of 3}

IncomeSource Statedincome In|

[W Earned Income 500.00 Twice g

eteran's pension | 650.00 Monthly
Child Support 105.00 Monthly

I . =




DocumensPage




DOCUMENTS

TheDocuments page provides an area to ssaneediocuments thdtave been scannedbima
computer. These documentscaitdless uch as driverds | icenses
paycheck stubg€lectronicdocuments can also be uploadedthredocuments pagéong with

client imag_e.sl.

SAESE =]
File View Report Options Help
G n e E eSS & E K 4 b M Address | aes//centralintake/documents

HMIS High/Low Volume - Documents  HOH Mame: | Ben Orchard  Client Name: Ben Orchard_2114750

ﬁ.vigﬂm ;ﬁ] Customer |
Home Document Image
=-Central Intake

Easy Intake
HOH Intake

Household Statisics

Central Intake Ssarch
=-Client Services

Program Entry

Case Plan

Services Provided

Additional Questions

Case Motes

Client Savings

Program Exit

Client Services Search
= Group Services

Group Sessions and Auto-Sche

Documents {0 of 0}

DocumentName 7 Description ¥ DocumentDate =
Consent

Description

Mate Entered By

Note

Date Add: 7/82010 User Add: STATrain05 Date Mod: 7/8/2010 User Mod: STATrain05 A

Use the documents page to add
one or more supporting
documents to client files. Most
graphics files along with PDF
documents can be attached to
client records. Documents that
are attached are only shared
within the organization.




Add A New Document

Navigateo the Documentgage.
In the Documents container click on {E¥eJ button.
Browse to file on computer then select and open it.
Once file has been downloaded it will appear in the documents list.
SrerERAn - 000000
e Consent —
Description [ New | [ Save | [ Undate | [ Delete | Documents {1 of 1}

Documenthame W Descripion 7 DocumentDate =

°
¢ Note Enterd By Coneert — = » [ Loginipg | Other | 282008
°

Description |Olher

Note Note Entered By |

Click thel_Save | button. o

< >
Download

MUl tvispalvessdieerusme nst s anyvbievvad d evd vt oveasch
examples.

Document Example 1: Social Security Card

600-60-0000

JOHN DOE

Documenss
Neow Save Uvdate | _Dulete
Consent |




ClientServicesSearchPage




Client Services Search Page

current or past client program enrollmeititiin organizatiax The Client Services
Search page can also be used to verify client program enroliment. When updating

first stop. The client services page consists of two cantam8earatontainer and
the Customer Listiogstainer.

! File View Report Options Help
@ N S EBAEALS O K 4 B B Addes | &) aesssenvicesiisting

Client Services Search | Program: Client Name:

=-Central Intake
Easy Intake
ﬁ::;-;'“d‘e o Customer Listing {0 of 0}
Documents ActiveProgram ¥ Program ¥ ProgramDate W EndDate W FirstName 7 LastName ¥ DateOfBirth v
Central Intske Search
= Client Services

Additional Questions
Case Notes
Client Savings
Program Exit
[=-Group Services
Bed Inventory
‘Group Sessions and Auto-Sche

This page is the first stop for updating
client records, services, and case notes
for clients who are enrolled in
programs. Application reports can be
run from the Client Services Search
page for an at -a-glance perspective of
client services and client no tes.




Searchfor Enrolled Clients

% HMIS-[STAHousing users]
: File View Report Options Help

1. Browse to the client LD RN FE COSHB B M b b Ades|Eaesssenicestising
servicesearch page | Zomier e
enter search criteria and, =, .. | S N T I I

|

Easy Intzke Search Sels

click the search button. | e

Household Stalistics

Documents
Central Intake Search
[z-Client Services

Program Extry STAHigh velume | 01/13/2010 0110171901
Case Plan

‘Services Provided STAHigh velume | 04/01/2010 12/01/2008
podiccdiQEsie STAHigh volume | 030172010 027071988

STAHigh volume | 05/05/2010 04/04/1954

= Group Services
Group Sessions and Aute-Sche

Navigate to Update Records

After séectnga client in the Client Sear@ygclient records can be updated.
Examples below:

Update Income:
After selectig clientuse the Jump to Demographics button tagade to Household Statistics
page in the Central Intake Library and modify client income

FirstName LastName Identifier Staff

Customer Listing {1 of2}
ActiveProgram W7 Program “ ProgramDate W DateOfBirth W  Firsthame Lasthlame
STAHigh volume  01/13/2010 09/14/2006
STALow volume  |03721/2009 09/14/2006




Update Program Entry mge Questions:
After selecting client, navigate to the Program Entry page to verify optgagtata entry
guestionsind to access or create seapshots.

% HMIS-[STAHousing users]
Eile Wiew Report Options Help

Navigstor ——— ¢*[x]
Home

P R OIS ESOOSHSBIKAP N

HMIS High/Low Volume ~/: ProgramEntry Program:  STALow volume housing| Client Name:  Ben Orchard 2114750

Address | ) aes./Isenvices/entry

=-Central Intake:
Easy Intzke

Homeless

HOH Intake
Household Statisiics
Decuments

(Organization -

Central Intake Search
- Client Services

Case Plan

Services Provided Monthly

Additional Questions Ininicual

Case Notes neme

Client Savings

STATrin01 -

07022000 $ v

Residence Prior to Program Entry
Poverty S —
Lovely A

Missing [More than one wask, butess than arem +

Program Exit
Client Services Search Question

Eniry Questions List {1 of 37}

= Group Sevices
Group Sessions and Autc-Sche

Housing Status

Answer

Question Answer Comment | Re

Housing Status | Literally homeless

\what circumstanc | [Alcoholism Evicti

Have you been co | Yes

[[teraly homeless
Comment

How many episod | Less than & episo

Are you currently | Yes

FirstName: Ben

Hf the client is not
If currently workin | 20

femployed. is th | Yes

Is work permanen | Permanent

Currently in schoe | No

Ha clienthas rec | None

[ R g

<

LastName: Orchard DOB: 12/20/1964 1200-00 PM Consent: Organization .

Update Services:

OResi dence pri
ol ength of st
required. There are also
required Entry Questions
answers that must be
answered.

After selecting client, browse to the Services Provided palgiectodelete cliesérvices.

& HMIS-[STAHousing users]
File Wiew Report Options Help

Navigator %]
Home

G RO IE SOSHLEIMI BN

HMIS High/Low Volume - i Services Provided = Program:  STAHigh volume shelter  Client Name: | Mick Adens 2028823

Address | [} aes-//services/services ¥ | @ Go

= Central Intake
Easy Intake
HOH Inizke:
Household Statistics
Documents
Central Intake Search
= Client Services
Program Eniry
Case Flan
‘Additional Questions.
Case Notes
Client Savings
Frogram Exit
Client Services Search
= Group Services
Group Sessions and Auto-Sche

Activity

Activities {1of 2}

Activity  [Enrolment
Staff [sTaTmn0l — ~]
DatelTime | 0113201 & v

0.00 | Min:

Actiity ¥ ActiviyType ¥ Descriplion ¥
» | Enroliment | Service | | w3201
| Detoxification | Service | | 13201

FirstName: Mick

>
|| Move

LastName: Adens ~ DOB:9/14/200612:0000PM  Consent: Organizalion

Each service expected to be
represented in any report
must be recorded on the
Services Provided page.




Exit Client:

After selecting client, browse to the program exit page to capture a final income amapshot
exitquestionsand exit client from program.

.Ru[e check message

9 If changes in income have occurred since program entry, please navigate to Central Intake to update this client's income information before
‘-'/ beginning the exit process. Please press Yes to continue exit process or press No to stop.

(=] »

: File View Report Options Help

2 HMIS-[STAHousing users] =3

E D RO SE RS FAE K 4 b B Addres ‘@aes Ilservices/exit program V|ﬁ Go

¢ HMIS High/Low Volume ~ ! Program Exit Program:  STALow volume housing | Client Name: | Ben Orchard 2114750
frrw @9
Home
=-Central Intake
B Exit Client Out of Program
HOH Intake: — -
Houschold Siistics Destination [Psmanent supportive housing forfom _» | Reason For Leaving [Nor-payment of rent/ocoupancy chargs - |
Documents Destination Address Address | |
Central Intzke Search
=-Client Services City | | County |

Program Eniry Email Phone |(__)__-_(ext)____| Alt Phone |(__)__ - l(ext)____
Case Plan

Services Provided fecmEm

Additional Questions Edit Snapshot

Case Notes 1755.00 1755.00

Exit Questions
- Question : Exit Questions {1 of 25)

= Group Services “ Housing Status Question Answer Comment
Group Sessions and Auto-Sche Housing Status | Literally homeless

Are you currently

Answer fthe clientis not

[Cterally homeless If currently workin | 20

Comment femployed,is th | Yes

Is work permanen | Permanent

Currently in schoo

Highest level of s

If & client has rec

Received vocatio

Do you have a de

f you have s dev

13

Program Date:7/2/2010 120000PM  Program End Date: Consent: Organization ;




Program Entr{?age




Program Entry Guide

TheProgram Entry page is used to enroll clients into prograhimere are three containers in the
Program Entry Pag€he Searchontainerisfor client access, tReogramontaineisfor client
enrollment, and thentryquestions containesrfor client details.

& HMIS-[STAHousing users]
File Wiew Report Options Help
G oty EIGe S AE K 4 P B Address B aesi/serviceslentry

HMIS High/Low Volume - Program Entry  Program: Client Name:

Home 2l
= Central Intake

Easy Intzke
HOH Intake:
Household Statistics
Documents
Central Intake Search
=-Client Services

Case Plan

Services Provided
‘Additional Questions
Case hotes

Client Savings

Program Bt

Client Services Search
[=+Group Services

Group Sessions and Auto-Sche

FirsiName:  LasiName  DOB:  Consent

Remember to manage and generate
income and demographic snapshots

from the program entry page.




Client Search and Program Enroll ment

Seardbor client records in the Central |

Intake Search pagmyvigate edit I -
: ey |
records, oclickhe Jump to Program ——
Entry button t(Btart thq)rog ram irstNme v Laswme ¥ Suffix DS-‘ v BirhYesr ¥ HeadOfHowsethld ¥ ‘ 7
enrolmentprocess.

% N
@ Tip: By clicking on the Jump to Program Entry button theHMIS will navigate to the Program
Entry page.

% HMIS-[STAHousing users]
: file View Report Options Help

G R VWG E BREOSH LB Qb M Addess[E)zesisenvices Jentry
J I 1  HMIS High/Low Volume gram Entry Program: | STALow volume housing | Client Name: | Ben Orchard 2114750
Clickthe |__esterPeaem putton LA C A,

Central Intake
—Easy Intake
—HOH Intake
Household Statistics

- Documents
—Central Intake Search
lient Services

Program
ISTALow volume housing : Household ;I |{[3f1?121]1ﬂ v |

w

% Select Household M... [X
Check All That %EE

Ben Orchard 2114750

| Continve || Cancel |

4. Selethe Household membdi® enrollmentndclickhe _s=t_|putton

5. Answehe residence questions

STATr=in01 -
0710272010 %

Edit Snapshot




Answethe entry questions for client to be fully
enrolled in program and to show up in reports.

(Proview ][ Wt ]

OR

Miszing

Selethhe |_cow | button to populate answers from &
previous program enroliment

Question
Housing Status

‘what circumstal

"
U

HOKE
NS

Tip: Only use the copy buttonf client® currentanswers are a close matcto past
related answers

@ HMIS-[STAHousing users]

Question Activities {3 of 8}
V ActiviType ¥ StrtDate ¥ StrtTime ¥

8. Selethe row of answers after determining the correct e [ o o[
program, activity type, and start dhten dickthe |_com | - o '
button.

1421:05

STAHigh volume
STALow volume iy 07022010

9. Click then close the Copy Amsrsdialogue bax

\lf) 29 answers updated

10.Review the answers for accuracy basetiemts current circumstances and modify anwers
as needed.

Snapshots

Snapshots are recorded data sets crehegrtlientsare enrolled in a program. There are three
types of snapshosaved:

e Household composition

e Income

e Non-cash

o Demographics

Each can baccessed and modifiedm the Program Entry pagsing the Edit Snapshot button.
Once a cliergxit isstared,snapshots can also be edited from the Program Exit page.




Income Snapshots

Income snapshots are a way to track and log client iftcaheelast 30 dayd he first income
snapshot is generated automatically once a client is enrolled in a pnoggtaen automatic
snapshot is taken when a client exits a program.

From theProgram Broliment page click on tl==== buttonto view the currenhcome
snapshot

& HMIS-[STAHousing users]

Househald {1 of 1} Income {1 of 3}
LastName ¥ FirstName ¥ DateDfBith 7 IncomeSource ¥ Statedincome W Interval ¥ Docyl

» | Orchard | Ben | 127201984 |2 » | Earmedincome | 500.00 Twicea Month | Self D
‘eteran's pension | 650.00 Meonthly e . .
Child Support 105.00 Monthly Child Income mOdIflcatlon IS
< - not done here. Browse
Snapshot Income to the Household

[ New ][ Save [ Delete | Statistics Page if income

Source [Famed Income B .
st needs to be modified. A
Paylisal  [Twes s Vorth < new snapshot may need
T D Sef Decleraion v to be taken after income

Snapshot Date of Snapshat

o G 7 Hesdof Household || Comments | is changed.
SnapShat || Demographics || SaveDate || Reset @ Non-Cash Benefit

<

FirstName: Ben LastName: Orchard DOB: 12/20/1964 12-00:00 PM Consent: Organization  :

'@“‘\Tip: The aboveincome snapshotfor Ben Orchard has been automatically created from the
demographics,earned income and noncash benefits that were enterenh the income containerfrom
the Household Statistics page. The most aurrent income informationis included with the client
shapshoteach timethey areenrolled in a program. Dated snapshots can be modifiedf the
information is incorrectand doesnot affectc | i ennoméfsom the Household Statistics page.

Non-Cash BenefitSnapshots

RN . @ HMIS-[STAHousing users

1. Click in the | Nencehemss  button to view a [= Bmw . & -
snapshot of current narash benefits ~ No " Don'tKnow ™ Refused

[ Food Stamps or Benefits Card [ wiC

%‘@’% ) [~ MEDICAID [~ TANF Child Care [ TAMF Transpertation
" Tip: These noncash snapshots can be [ MEDICARE [ Other TANF-Funded Services

modlfled bUt dO nOt affeCt the aCtuaI nOFDa.Sh [” State Children's Heslth Insurance [ Temporary Rental Assistance
benefits of the client from the Household [ VA Medical Services [ Section 8 or Rental Assistance
Statistics page.

|




Demographic Snapshots

Similar to incom@&lemographisnapshat are generataditomatically once a client is enrolled
in a programDemographic snapshots can be modified within each individualtield.
modification of demographic snapshots does not alter the original demodoaptaton

1. To open demographic snapshots from the Program Enroliment page, click on the
.: button.

& HMIS-[STAHousing users]

Edit Snapshot

FirstName | Ben Middle Last Name | Orchard
SSNiCode |- [Refused | Identifier | 2114750

DOB/Cede 12720196 4% & |Full DOB  ~ | ™ BirthYear  Gender

Relation Se

Disabled lo Veteran

e
Marital Status Edueation Level High School Diploma

Ethnicity

1st Language 2nd Language -

Address

Race [Choose As Many As Apply] v US Indian/Alaska Native I Asian I” Black/African-American
[V Native Hawaiian/Pacific Islander [V it I” Refused

Head of HH

¥ Head of Household

Close

FirstName: Ben LastName: Orchard DOB: 12/20/1964 12-00-00 PM Consent: Organization .

2. View and modify client demographics as needed.

Createa New Snapslot
Periodically client evaluations may produce the need to manually generate new snapshots

1. To create a new snapshot, click Smaeshet | hutton.
2. Select the client.

Select Household M... [X]

Check Al Thet Apply
[ Ben Orchard 2114750

Cancel |

3. Anew snapshotwillbe generatké f aul ti ng to t he acugentr ent
income pulled from theacome Contagr on the Household Statistiegyp.




Z HMIS-[STAHousing users]

Household {1 of 1}
LestName ¥ FirstName <V DateOfBith W
» \ Orchard | Ben \ 127201964 |2

Incame {1 of 3}

IncomeSource W Statedincome ¥ Interval ¥ Docy
Eamed Income | 500.00 Twicea Menth | Self D)
Veteran's pension | 650.00 Monthly
Child Support 105,00 Monthly Child

e > To navigate between

Snapshot Income

o e o] snap_shots use the
S | previous and next

Amount 500.00

ns.
Paylnterval  [TwiceaMonth  + buttons
D Sef Declaration

|7 Head of Household || Comments

aveDate || Reset @ Non-Cash Benciit

FirstName: Ben LastName: Orchard DOB: 12/20/1964 12:00:00 PM Consent: Organization




Services Providéage




Services Provided Page

The Services Provided Page is used to view, track gmdgadch specifiservices per client.
Services are a direct link to program fundiaghfundedserviceprovided taaclientshould be
recorded

% HMIS-[STAHousing users] (A=)
Eile View Report Options Help
G w0t e E G LE K b M Addess ) aes/iservices/services v | @ Go
HMIS High/Low Volume ~: Services Provided Program:  STAHigh volume shelter | Client Name: | Ben Orchard 2114750

| Wavigstor  C(X||| oy Firstlame  LostName  Ideniifier | J e l—= s I |
Fome aan0n
=+Central Intake

Easy Intake
HOH Intzke

Household Stabistics

Documents

Central Intake Search
=-Client Services

Program Eniry

Case Flan

Additional Questions

Case Notes

Client Savings

Program Bxit

Client Services Search
=-Group Services

Group Sessions and Auto-Sche

R [ New | [ save | [ Delete | [ Scheduie | Activities {10f3]
Achivity | J Activity W ActivityType 7  Description W

» | Homeless Shelter | Service

nar
= Sl = Enrollment Service TE2010
DatefTime | 07113201 & + - Detoxification Service 7/312010
Amount 0.00 | Days
Location | Training Room
Description

Comment

<

Mave to Milestone

FirstName: Ben LastName: Orchard DOB: 12/20/1964 12-:00-00 PM Consent: Organization -

Use the Services Provided
page to add all funded
services that have been
provided to clients.
Services can be added one
date at a time or scheduled
with a maximum date range
of two years.




Find Client

1. Navigathe Client Services
page, enter the client search
criteria, and click the Search
button. Customer Listing {1 of 1}

ActiveProgram 7 Program hl PngramDate W DateOfBlrth i FlrstName W LlastName ¥  EndDate 7

FlrstNa'ne LastName Identifier

Clickat the beginning of the
row to select and highlight client.
Navigat® the Services Provided page

Service
A : ) Activity [ New |[ Save || Delete || Schedule | =
C“Ckon the. new  button Activity | | Activity b ;’:Ic:wtz'Typ{em:f'mDescﬂmiun 7 S

H b Transttional Housing i i i e
Selette desired service by [s=t |25 Traiing Transiio | Session Sl
. s Life Skills Education Training Transitio | Session 516z
Date/Time
ChOOSlng from the aCtIVIty e Training Transitio | Session L LA
droodown list Amaunt Training Transitio | Session 54
p * Logation  |Training Aeom Training Transitio | Session 5130
Description| Senvice 5121
Comment ‘ €

jl Move

3. Clickthe| save | button

Use the Schedule Button to Add Multiple Services

The schedule button provides a way to add a daily, weekly, or datatrdypgefor an activity
rather than scheduling servicesatratime

1. Clickthe _new | button, select an BT [Cew ][ Save J[ Detete [ Scherue] e haE

Activity [ Skls Education = Acivity ¥ ActviType ¥ Descripion ¥ S|

activity and save it. With the G TR scrceie Agtigho | Sesion T

L H 'S 1 = Training Transitio | Session 51812
aCUVlty SeIeCted1 click t schedie e Training Transia | Session i
Training Transitio | Session I
bUtton Location | Training Room = Life Skills Educati Service
Descriptian Enrollment
Comment ‘ X i

Choosbe type of occurrence, the From/To Date
range, and click th schedie| hutton

Dy -

[FSim I Mon T Tue Wed m Thu [T Fn

Once scheduling is complete the added rows wil
appear in the activities contamerto the current

date of service. Future service dates will be addgd
on the days they occur.




Activily | New || Save || Delete || Schedule | Activites {31 of 32)

Activity ‘L'fe Skills Education ﬂ Activity ¥ ActivityType 7 Description W7 Sti?l
Staff [STATrin02 | [Auto Schedule Activityfitie | Session 5160z

DateTime Training Transitio | Session 815z
Training Transitio | Session 54z

Amount l;l Training Transitic | Session 113V

Location | Trzining Reom = | Life Skills Educati  Service

Comment ‘

Deleting Services

Services can be deleted individually or by group.lef® skrvices by group the services have to
have been schedule on the Services Provided page.

Delete a Single Service
1. Select service to beleted and click tt: . button

Activily [ New | [ save | [ Delete | [ Schedue | Activities {4of 7}

Activity | J Activity ¥ ActivityType W StartDate VDesch‘
Mezls Service T4,

£ S :l' Homeless Shetter | Service

DalefMime | 07147201 % v |

P

Location | Training Room -

[ Homeless Shelier | Service
o | | Enrallment ‘ Service

L <
-

Move to Milestone |

Click__=_1 to delete the service

ervica(s)?

Delete Multiple Services

Multiple servicesan be deleted lejther
Dragging to select the rows in front of
the service

Activities {4 of &)

Activity W ActivityType < Description
Meals Service
Homeless Shelter  Service
Meals Service
-Or-
; . ] Enrallment Service
Selecting multiple rows using [Ctrl] +
Select (mouse click)

| Detoxification Service
<




. Useone of the above selection methods
select services to be deleted.

: =)

. Click[_=_1to permanently delete the
selected services.

=)
=)
=)




