Revised: November 2022

lhcdaO0®

Indiana Housing & Community Development Authority

HMIS USER MANUAL

AN INSTRUCTIONAL GUIDE ON HOW TO USE THE HOMELESS MANAGEMENT INFORMATION
SYSTEM (HMIS), A WEB-BASED CASE MANAGEMENT SYSTEM



IHCDA

CONTENTS

(0] o =T oL 1Y OO PP PO P POV PPPORURR PP 3
L0 T ) = o PP 4
HIMIS TEAM IMEBMDEIS ...ttt sttt ettt ettt e et esab e et e s bt e e bt e s be e e bt e sabeeeabeesabeeeaneesabeeeseesares 4
HIMIS HEIP DSK. ettt ettt ettt et e e e st e et e s et e e s bt e sab e e e ab e e sa b e e e bt e sabeeeabeesabeeeneesabeeeneesabes 4
ClIENTTIACK ACCESS. e ettt ettt ettt ettt ettt st st s bt e s bt et e et e ae e e bt e b e e b e e b e s et e s anesbeesbe e bt emneemeesbeesbeenn e e beennesnnesnnes 4
o0 g YA oY Lol I 3 2 o Lol Yo [0 =R 5
Privacy and Client Information RESTIHICTIONS. ....cc.eiiiiiiiieiieee et 5
(O 1T o =T S o 0] o TV =Y S 5
(o T=dedTa T [l o I g =TV =] PR RS 6
USEI DASHDOAIT ...ttt sttt s bt e st e s a bt e et e e sa bt e et e st e e e be e st e e e bt e s b e e e bt e e beeeneeeares 6
OVerview Of ClIENTTIACK FEALUIES ......oiiuiiiiiieiee ettt sttt st e e st e e bt e st e e s bt e sabeeeabeesabeesnneesabeesnneenas 7
ClIENT DASNDOAI .....eiiieiieieee ettt ettt e b e b e b e b e bt s bt e s bt e sbe e bt e bt eateebeenbe e b e e b e e beeanesaees 8
(0= TN\ Lo =TT 0 a 1= oL o Yo SRS 10
HOUSENOIA IMIEMDELS ..ttt sttt e st e e ab e e st e e s at e e sab e e eateesabeesnbeesabeesnneesabeennneesas 12
[N Lo 1 a1 oY o Yo PP T PP PP POPROUPPUPPROUPIt 13
Managing Client Information and Program ENrollMeENTS ........cc.ueeiiiuiieeeiiiie et e e st e e e tre e e e ara e e e 18
FINding @ ClIent iN the SYSTEMI .. ..ottt sttt st e et e st e st e e sabeesaneesareesnneenas 18
Adding a New Client with @ Program ENrollmMent .........coceiiiiiiiiiiieeieeeiee ettt 20
PN [o [ 1oY= 4 o oYU EY=1 o o] Uo N1V =T 0 o1 o Y=Y o PP RPN 22
oY== Yo o T S a1 o] |10 = ) S PURR 24
HMIS Universal Data Assessment for Intake Workflow ...........cocoviiiiiiiiiiniii e 25
Veteran Assessment for Intake WOrKFIOW ........c.ccooiiiiiiiiiiiiiicc s 26
HMIS Barriers Assessment for INtake WOrKflOW ..........cooeeriiiiiiiiiinieeece et 27
Domestic Violence (DV) Assessment for Intake WOorkfloW ..........cccueiiiiieieiiii et 28
[[aTelo) 0 TN T le Yo 0 ol =X T Vo g Bor= 1Y a1 =L a =] L1 KRN 28
HMIS Universal Data Assessment for Child at INtake .......c.cociiiiiiiiieniee e 30
HMIS Barriers Assessment for Child @t INtaKe ..ottt 31
Completing the INTake WOrKFIOW .......coi it e e e s e e s e e e e s bae e e s naeeeennnees 31
PAUSING @ WOTKIIOW ...ttt et e e e e e s et e e s e e e e st e e s e astaeesanseeeessaeesansseeesnsneseansseenanes 32
Unique Program Requirements at ENtry ..., 33
PN [o 11 Y= Y =T oV ol =TSP 41
CASE NOTES ..ottt e s s e e e a e s aae s 41
UPAate/ANNUAL ASSESSIMENT ...cuviiciieiieeeiee st eeteesteesteesreesaeesteestseesbeeasseessaeasseesaseasaseesaseeansessssaessseessseessseees 43
Add NeW ANNUAT ASSESSIMENT ....eoiuiiiiiieiiieiiit ettt ettt ettt s b e sbee s b e e e beesbe e ebeesbeeeneesabeeenneesanes 46

November 2022 HMIS User Manual 1



oY== T o T DTyl o =T = SRS 49
HMIS Universal Data Assessment for EXit WOrKflOW ..........coouiiiiiiiiiiiieee e 50
HMIS Barriers Assessment for EXit WOrKFIOW .......c...ooiiiiiiiini et 50
Income and Sources, Non-Cash Benefits for EXit WOrkfloW ........ocoovvveiiiiiiiiiiiii e 51
HMIS Universal Data Assessment for Child @t EXit.......cccccevieriiiiiienieieeeene e 52
HMIS Barriers Assessment for Child @t EXit.......cceeiieeriiiiiiiiiie ettt e e s 53
Completing the EXIt WOTrKFIOW ......couiiiiiieee ettt e saeeenee s 53
[ F R (ol =T o Jo] o £ T U P U PP PP TP PP PP PPPPPPPPN 59
S@IVICe SUMMAIY REPOIT ..........cccooeeeieeeeee ettt st ee e e e e s et e e e e e se e ta e e e e e e sesastaeaeeessessstaaeeeeeeesanssanneaeenenns 59
Annual Performance Report (APR) and consolidated annual performance and evaluation report (caper)....... 63
Health AssesSMENT (PH ProjJECtS ONIY)....cciuiieiiiiieeciiee et ettt eee e e e sttt e e e s te e e eettae e sabeeeesstaeasesseessssaeeesssseaeanes 71
HMIS Well-being Assessment (PH Projects ONIY) .....ueiiiiieeiiiiie ettt ettt ite e e st e e e seta e e e e aaee s saveeeesstaeaenns 72
COORDINATED ENTRY ....ooiiiiiiiiiiiittietieeiiittt et e e e sttt e e e e e se et e e et e e s sesaabateeeeesesaasbataeeeesesassataaeeesssassssbaaaeesesasssnssaaes 73
Adding @ Coordinated ENTry EVENT.......ooiiiiiieiee ettt ettt s b e e sae e s e saee e 73
(@foTo T do [ 1o =N d=To Il =Y Y 4 gV 1= o Jo T o £ PSP 77
COVID-19 VacCing ASSESSMENT ..ocuviiiiiiiiiiiiiien ittt s ba e e s a e e s s b e e s eabae e s sraeee s 86
Coordinated ENtry INTaKe ....oouii ettt st b et e be e bt e sae e e be e e sreeeneeas 86
Updating VI-SPDAT 90 Day REASSESSMENTS ....cccuuteiuieiriiiiiiieesiteeiieenittesiree sttt esite e sttt e saeeesseeesaeessneeesatessneeesanessneees 102

November 2022 HMIS User Manual 2



OBJECTIVES

IHCDA

Thank you for using ClientTrack as your Homeless Management Information System (HMIS). HMIS is an electronic
data collection system storing longitudinal client-level information about persons who access a variety of services
for homeless prevention and/or rapid re-housing. HMIS is a valuable resource from the participating homeless

assistance and homeless prevention programs in a Continuum of Care (CoC). Aggregate data can be used to
understand the size, characteristics and needs of the population at the local, state, and national levels. HMIS

provides information about client needs, goals, and service outcomes.

The content in this user manual will provide information on all the basic features of ClientTrack and detailed

guidance on your day-to-day data entry, as well as helpful case management tools to optimize your services and
time. We believe you will find this web-based case management system easy to use and essential in sharing your

impact.
In this manual you will find the following information:

CONTACTS
e  HMIS Team Member list and contact information
e HMIS help desk information

SECURITY POLICIES & PROCEDURES
e Implied Consent Policy
e Computer storage
e Username and password

OVERVIEW OF CLIENTTRACK FEATURES
e User dashboard

Client dashboard

e Case management tools

Household members

MANAGEMENT OF CLIENT INFORMATION AND PROGRAM ENROLLMENTS
e Intake workflow
e  Services
e (Case notes
e Update/Annual Assessment
e  Exit workflow
e Managing providers

BASIC REPORTS
e Service Summary
e Annual Performance Report (APR)
e CAPER
e HMIS Universal Data Quality Report
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CONTACTS

HMIS TEAM MEMBERS
Grant O. Peters

HMIS Manager
317-232-2872
Gpeters@ihcda.in.gov

Lori Wood

HMIS/CE Trainer, Analyst
317-234-6975
Lwood1®@ihcda.in.gov

Daniella Jordan-Gonzales
HMIS Data Analyst
317-232-0469
Diordan@ihcda.in.gov

David Boltz

HMIS ESG CV Data Analyst
317-232-1235
Dboltz@ihcda.in.gov

HMIS HELP DESK

If you encounter any issues with ClientTrack at any time, please contact the help desk with the email address
below. Please do not send any identifying information for clients when emailing the help desk. There is a unique
client ID number assigned to each client record in the system. This number is found at the top of the client record
to the right of the client’s name and social security number as seen below.

Chewy Bear Soc D
Ja i

10/19/204  466-32-7282 | 1048319

Please use ONLY the client ID number when emailing the help desk if applicable.

HMIS Help Desk: HMISHelpDesk@ihcda.IN.gov

CLIENTTRACK ACCESS

You can access HMIS with the following link:

https://www.clienttrack.net/IndianaHMIS
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SECURITY POLICIES & PROCEDURES

Personal Protected Information (PPI) is considered any information that could lead to individual identification.
Agencies participating in HMIS should have procedures in place for the secure storage and disposal of hardcopy
and electronic data generated from ClientTrack or created for entry into ClientTrack. PPl should be stored in locked
drawers/file cabinets and hardcopy data should be shredded before disposal. Electronic PPl including data
contained on disks, CD’s, jump drives, computer hard drives, and/or other media should be reformatted before
disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

The Notice of Privacy Practices, including the purpose for data collection, should be posted in a public area and in
an office where an intake professional meets with clients. The full privacy policy notice should be posted on the
web sites of agencies, as well as made available to clients who request it. The document is called “HMIS Notice of
Privacy Practices” and “HMIS Statement of Privacy Practices” and can be downloaded from the IHCDA website at:
https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/

A signed client consent form is not currently required. A client, who presents to your agency for services and
provides information, is giving implied consent to enter and share certain data in ClientTrack. Data collection and
data sharing are topics that should be discussed with the client at the time of intake. Some program enrollments
(and information related to those enroliments) are restricted and only the enrolling organization (HOPWA, PATH,
RHY) will have access to those records. No person is to be refused services regardless of their participation in
ClientTrack. You can find Indiana’s Balance of State (BOS) security plan on the website, as well as other helpful
forms and resources: https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in publicly
accessible areas should always be staffed and not viewable by other individuals. All computers should be password
protected, and the password you use to log onto your computer should NOT be the same password as your
ClientTrack password, but rather a password to prevent access to the computer itself.

ClientTrack usernames and passwords are NOT to be shared with other users. Users should not keep
username/password information in a public location (i.e., sticky notes on monitors or filed under HMIS or Password
in a Rolodex). Passwords should never be saved to your browser. ClientTrack security policies require the use of
strict passwords. Passwords must have:

e At least one number

e Between 8 and 12 characters

e At least one non-letter, non-numeric character (1#@$5)

e At least one capital letter
New passwords will be required upon first login. Accounts are automatically deactivated after 30 days of inactivity
for security purposes. You will be required to change your password every 90 days for security purposes. If you
need assistance with your username and password, contact the Help Desk by emailing
HMISHelpDesk@ihcda.IN.gov and IHCDA staff will assist you.
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LOGGING INTO THE SYSTEM

ClientTrack is a web-based application, and you will need to use an internet browser to access it. ClientTrack works
with Google Chrome, Mobile Safari, and Mozilla’s Firefox. Some older versions of these web browsers can cause
unique issues in ClientTrack. We recommend that you work with your IT personnel to ensure you have the newest
version of your web browser.

Open your web browser and go to https://www.clienttrack.net/IndianaHMIS Enter your assigned “Username”
and “Password” and click “Sign In.” Remember, sharing your username and password is not permitted.
Passwords are case sensitive and pop-up blockers must be turned off to access the application. You may need to
change your settings to allow for pop-ups from this site.

Track

eccov|

) HMIS Train

Copyright ® 1983-2022 Eccovia Solutions - All Rights Reserved.

Visit £ slutior 1 for more information.

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” screen when logging in to HMIS for the very first
time. Following your initial log in, the system will open and display your most recently accessed workspace. The
“Home” screen/workspace is where users are notified of important “HMIS News” items IHCDA wishes to
communicate (i.e., upcoming trainings, changes etc.).

[
HMIS Nows

COVID-19 Vaccine Assessment is LIVE!

IN BoS Website - HMIS/DV ClientTrack and HIC/PIT Resource Pages
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OVERVIEW OF CLIENTTRACK FEATURES

You can access any of the four workspaces, “Home,” “Clients,” “Providers,” or “Reports” which provide different
features for managing your cases, by clicking on the appropriate icon located on the left side of the screen outlined
with the red box below.

Q, Search < Home User Dashboard

Lo Wood 2020 HMIS U =L
[II]1 Dashboard My Fake Organization =er -
4 Quick Services - Multiple Clients ME|COH‘IE Lori Wood
2 Recent

» ) HMIS News
y= Files on Server

COVID-1% Vaccine Assessment is LIVE!
> $% My ClientTrack from vour administrator. Grant Peters

> 3O Project Descriptors Hello HMIS end users,

> LXT Global Administration
The HMIS team is very excited to announce the imple

) =

HOME CLIENTS PROVIDERS REPORTS

After clicking on that icon, you will see the four boxes appear labeled, “Home,” “Clients,” “Providers”, and
“Reports” and you can toggle between them by clicking on the appropriate box to take you to that section of

ClientTrack as seen below.

= Files on Server You can also change your password with the “Change

.b Q. search . Onthe “Home” workspace there is also a list of Menu
Items that give you easy access to your current case
g; . Ly
(IO Dashboard assignments, case notes, and more under “My
== e Quick Serwvices - Multiple Clients clientTrack.”
B Ip:l Recent
S 3

I I My Password” link by clicking on “My ClientTrack.” All
~ " My ClientTrack
- these tools are designed to maximize your time and

Case Load

Fecont Cose Motes grant you easy access to your cases.
My Information

My Team

Change My Password I

Faused Uperations

Current Enrollments

WO b b [

[E} Open Enroliments w/ Most
Recent Assessment

Co Indirect Services
> 3O Project Descriptors

> XS Global Administration
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If you have access to more than one workgroup, you can click on your initials displayed in the upper right-hand

corner of the screen as outlined above to change the workgroup and organization. The “Sign Out” link is in this

same location as well. Please be sure to “Sign Out” any time you leave your computer to ensure security of client

data.

< Home / User Dashboard

Lo 2020 HMIS U:
My Fake Organization e

Welcome Lori Wood

Settings

PROFILE

Lori wWood
Ivwoodl@ihcda.in.gow
Indiamna HMIS Train

Sigmn Owut

ACCOUNT SETTINGS
Workgroup

2020 HMIS User

Organization
My Fake Organization
Location

My Fake Organization

LU

T s

David Soltz
aboltz@ihc
Indiana HMIS

Sign Out

wWorkgroup
2020 Coordinated Entry
Organization

Coordinated Entry Region 1

Locatic

>

CE Region 1

B X

1. Next, to change the Workgroup and
Organization, click on the drop down for each
and select the option then click “Apply”. (This
is how you will change the workgroup and
organization to access the “Coordinated
Entry” Workgroup and “Coordinated Entry
Region #” Organization in HMIS)

- —
G

CLIENT DASHBOARD
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The Client Dashboard is divided up into sections with case management tools on the left-hand side of the record to
help you easily find client information and manage program enrollments, services, case notes, and more. Here is a
review of the client record:

Q search < . @ a @

D cient oa 466-32-7282 1048319 =
Q %
Chewy Bear's Dashboard L
=
o Chewy Be =
# cavie
" Binh Data: 10/19/2014 Age
=
E Vo
N
oo Emicity " " "
=
Chawy's Enroliments &
GCasa Mombars  Project Start Date 11 Housing Move-in Date  Project ExitDate 1 Envoll Assesament 1D Exit Assessment D Exit Dastination  Last Atsessed
2 osimean22 vamenaz 1ariasr 1971508 Raral by clio si2022
R
2 o R— - STISIE Raetal by chantna TAz0z2

At the very top of the client dashboard, you will see the client’s “Basic Information” and demographics. You can find
the client ID number at the top of the client record, which is automatically assigned to the record when created.

[4 Client Client Dashboard @ L @

ChewyBear  Social Security Numbe C D a B
10/19/2014  466-32-7282 1048319 -

Chewy Bear's Dashboard D woX

Chewy Bear's Information rd
Name:  Bear, Chewy Birth Date:  10/19/2014 Age: B
Gender: Male Veteran
Ethnicity:  Non-Hispanic/Non-Latin(a)()(x) Race:  Asian or Asian American, Black, African American. or African

In the center of the client dashboard, you will see all the client’s past and present program enrollments.

Chewy's Enroliments 4

2 results found,

Enroliment
Description Case Members Project Start Date|i  Housing Move-In Date  Project Exit Date |} Enroll D Exit ID  Exit Destination Last

~ Exited
v Coordinated Entry
1

My Fake Organization Coordinated Entry (R1a) 2 06/06/2022 09/06/2022 1971887 1971909 Rental by client with 9/6/2022
— RRH

~ PH - Rapid Re-Housing

My Fake Organization CoC RRH (RRH-R8) 2 08/06/2022 1110472022 1971906 1971916 Rentalby clientina  11/4/12022
pub...

Select the icon with three dots located to the left of the enroliment(s) I:I to easily manage your program
enrollment. When you click on the icon, a drop-down list will appear where you can use these tools:
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~ Active Add Household Member — Use this feature if a new household member
~ Emergency Sheiter needs to be added to the household and enrolled after an enrollment has
€ My Fake Organization ES (ES-R8)  g)ready been established, i.e., a new baby is born and needs to be
2% View Case Members enrolled with Mom. Make sure you’re on the head of household’s client

= Exit the Enroliment

record when adding a family member to the enroliment.
ca [ Edit Enrollment

Il Edit Project Entry Workflow
B Review Entry Assessments View Case Members — View all case members associated with the specific
D Update/Annual Assessment

program enrollment.

Exit the Enrollment — To exit a client, select “Exit the Enrollment” and you will be prompted through the exit
workflow for the client and all household members if applicable. If you need to only exit one household

member, go to the specific household member’s client record, and conduct the exit workflow without exiting
the household.

Edit Enrollment - Use this feature to edit the “Start Date” of the enrollment. You can also add Family

Members by clicking on the “Family Member” button. “Exit Enrollment” is also available by clicking on the
“Exit Enrollment” button

Edit Project Entry Workflow — Use this feature to edit or identify incorrect or missing information from the
client’s Project Entry (a check mark appears by each assessment type noting the assessment is complete)

Review Entry Assessments — Use this feature to review and/or make changes to Entry workflow

Update/Annual Assessment — Use this feature to create a new “Update Assessment” record OR to create a

new “Annual Assessment” (Annual Assessments are required for all clients enrolled in a project for one year
or more.)

1. Case Manager Assignments are located below the enrollments section of the client record. You can
manage case assignments here by clicking on “[Client Profile] Case Managers or clicking on the little
pencil beside the case manager’s name. Clicking on the recycle bin beside a case manager’s name will
delete the case manager from the client record. By clicking on the case manager assignments link, you will
be taken to a screen where you can edit the status of a case manager for a specific program enrollment or
add new case managers to the client record.

2. Services associated with a specific program enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Client Enroliment and Client Services” in the list of
case management tools on the left-hand side of the client record or by clicking “[Client Name] Services”

above the list of services on the client record. Documenting services is discussed in detail starting on page
25 of this manual.

CASE MANAGEMENT TOOLS

e On the Client Dashboard you will find a list of Case Management Tools by clicking on “Client Profile”
on the left-hand side of the client record.

November 2022 HMIS User Manual 10



Q search

[ Client Dashboard
Q, Find Client

13 Intake

13 COVID-19 Intake

S5 COVID-19 Vaccine Intake

Iv 3 Client Profile

Edit Client
Address History
Alias History
Case Managers
Case Notes
Client Files

Family Members
Interested Others
Living Situation
Notifications

Client Photo

LU ELE0D SN

Veteran Information
1 Paused Workflows

> [J Common Client Assessments

> [ Other Assessments

Client Da: rd

First Class

IHCDA

9/9/1999 467-28-3716 1048327 °
First Class's Dashboard
First Class's Information
Name: Class, First
Gender  Female
Ethnicity- Hispanic/Latin(a}(o)(x)
First's Enrollments
1re
Enroliment Case Project Start  Housing
Description Members Date !} Move-In Date

~ Active
~ PH - Rapid Re-Housing

My Fake Organization 1
CoC RRH (RRH-R8)

06/15/2022 11/08/2022

The following information outlines the features and tools found on the client record, and to access some of these
features, you must click on the heading located on the left-hand side of the client record to cause another list of

tools to appear as seen below:

Client Dashboard — The overview of the client record as seen on page (8). Click on this link to return to the client

record from any screen.

Find Client — To search for a client in the system by first and last name, date of birth, social security number, client

ID number, etc.

Intake — To enroll a client in your program.

Q. Search

11 Intake

[II] Client Dashboard

Q, Find Client

11 COVID-19 Intake

& COVID-19 Vaccine Intake

Client Profile — Click on this function to access numerous features for Case Management

Edit Client — To edit basic client information like address, date of birth, social security number, disabling condition,

veteran status, etc. There are more helpful tools under “Edit Client” that are available for you to use depending on
your agency’s needs and requirements.

Case Notes — To create and review case notes.

November 2022
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Family Members — To review household members.

Client Photo — this feature allows you to upload a photo to the client’s file

Veteran Information — Allows you to collect and enter data about the veteran’s service
Paused Workflows — To resume a workflow you previously paused.

~ [ Client Profile

& Edit Client
Address History
Alias History
Case Managers
Case Notes
Client Files
Family Members
Interested Others
Liwving Situation
Motifications
Client Photo

Veteran Information

CRPTURELBEO0GIN

Paused Workflows

HOUSEHOLD MEMBERS

You can view household members and their client records by clicking on the Expand Eto the right of the
Client ID#.

First Class Social Security Number Client ID
o999 467-28-3716 1048327 2~ © [=]

A window will appear with all the current household members. You can click on the names of the household
members to go directly to his/her client record.

< Clients / Client Dashboard
Name
Marta Merkel

Birth Date
7/28/198%

social Security Numbe
456-78-3920

Client ID
1048323

Marta Merkel
Age 33 Self
@ Case Notes
Mini Merkel
& Age 5 Son

@ Case Notes
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You can also add a case note for any of the associated household members by click on the “Case Notes” function
below the client’s name. You will then be taken to the “Add New Case Note” screen where you can enter your
case note.

NOTIFICATIONS

The “Notifications” feature in HMIS and DV ClientTrack can be used to set up “Notifications and “Reminder
Alerts” in a client’s file OR under your user profile in HMIS or DV ClientTrack OR both. This function is especially
helpful for assisting agencies with the timely completion of “Annual Assessments” and can also be used for setting
up other reminders for case management meetings, groups, and appointments for the client.

“An Income and Sources Assessment must be created as part of an Annual Assessment for clients participating in a
project one year or more, even if there is no change in either the income or sources. 'Information Date' for those
records must reflect the date of the data collection, which must be no more than 30 days before or after the
anniversary of the head of household's Project Start Date. Annual assessments are based solely on the head of
household's anniversary date. The annual assessment must include updating both the head of household's record
and any other family members at the same time. If a client's income information was recorded incorrectly at project
start, update, assessment, or exit, correct the existing record, rather than adding an “update” record.” (2022 HMIS
Data Standards page 112)

To create a “Notification/Alert” in a client’s file, go to the client’s dashboard. Setting up a “Notification/Alert” in a
client’s file means the “Notification/Alert” will only be visible when you are logged in to that specific client’s
record.

Q, Search <
Marta Merkel a8
(I Client Dashboard 7/28/1989 456-78-3920 1048323 .
Q, Find Client .
Marta Merkel's Dashboard

13 Intak

5 covip Marta Merkel's Information

# COVID-19 Vaccine Intak

Name  Merkel. Marta Bith  7/28/1589
Date
> 3 Client Profil
Gender Female
> [J Common Client Assessments
Ethnicity:  Non-Hispanic/Non-Latin(a) Race:  Black. African American, or African. Native Hawailan or Pacific
» [O Other Assessmants (o)) Islander. White
> (3 Client Enroliment and Client
Marta's Enroliments
Enraliment Case  ProjectStart  Housing Project Exit Enroll Exit Exit
Description Members  Date Move-in Date  Date 1 D D
~ Active
“ Coordinated Entry
. My Fake Organization 1 110772022 1971920

Coordinated Entry (R1a)

1. Next, click on the “Bell” icon located to the right of the Client ID# at the top of the page

14 Clients / Client Dashboard

Marta Merkel

7/28/1989 456-78-3920 1048323 i

Marta Merkel's Dashboard
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2. A window will appear as seen in the screenshot below.

Clients Notifications Q X < Clients / Client Dashboard
4

Marta Merkel Social Security Number Client ID A =

7/28/1989 456-78-3920 1048323

rS
La

Marta Merkel's Dashboard

3. Click on (+) for Add Notification
4. An additional window will appear as seen in the screenshot below.

Add Notification - = B8

Notification < B8

Notification Type:* O Violence
O No Contact
@ Information
Priority:* O High
@® Medium
O Low
Begin Date. 1/07/2022 | ] | AM
End Date: | ] | AM
Status:*  Acknowledged -~
Schedule Setup
Use the fields below to determine when to show the notification. If you check Show Reminder,

you'll be alerted with a popup window the specified length of time before it starts

Schedule(s) [

Co-. 1=

In the “Message” field, type the title of the “Notification” (Annual Assessment, etc.)

Select the “Notification Type” (Violence, No Contact, or Information)

Select the “Priority” from the drop-down menu (High, Medium, or Low)

Type in the “Begin Date” and time (AM or PM) then type in the “End Date” and time (AM or PM) The
“Begin Date” should be the date you would like for the system to begin sending you alerts on the
Notification. For example, a “Notification/Alert” for an “Annual Assessment” should have a “Begin Date
of 30 days prior to the client’s 12-month anniversary of the client’s “Project Start Date”. The “End Date”
for the “Notification/Alert” should be 30 days following the 12-month anniversary of the client’s “Project
Start Date”. Please remember to allow for months with 30, 31 or 28/29 days when calculating this 60-day
HUD required time frame for completing the “Annual Assessment”.

PWwnNPE

”

The HMIS Data Quality Plan encourages sub-recipients to complete the required “Annual Assessment” using a 30-
day window. This will ensure the assessment is completed within the HUD required 60-day window. This change
was implemented due to the 60-day calculation errors when the window has both 30- and 31-day months. (Along
with February which may have 28 or 29 days depending on Leap Year) By implementing a 30-day window for
completing the required “Annual Assessment”, sub-recipients will know they have met the HUD required
timeframe for the Annual Assessment. If you have questions regarding the HMIS Data Quality Plan, please email
your respective helpdesk for assistance.
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5. Select the “Status” from the drop-down menu (New/Pending, Acknowledged, Complete, or Canceled)
Always select “New/Pending” when setting up a new “Notification/Alert”.

Add Notification —_ = =
Notification < B8
~ Message: * Annual Assessment
Notification Type:* O Violence
O No Contact \L*

@ Information

Priority: * & High
© Medium
O L E
ow | |
Begin Date: 05/15/2023 ‘ = ‘ 08:00 AM

End Date 07/14/2023 ‘ =) ‘ 05:00 AM | |

Schedule Setup
Use the fields below to determine when to show the notification. If you check Show Reminder, $
|

Sehedutets) (]
as
- [o-- Nl
6. Next, scroll down to the “Schedule Setup” section of the pop-up box and click the “Schedule(s)”
checkbox.
7. The “Alert” will begin popping up on the client’s record on the “Begin Date” you previously entered. You
can change the time in the “Alert” fields along with the “Duration” of the “Alert” field.
8. Click the “Show Reminder” drop-down to select how often you would like the “Alert” to pop-up on your
screen.
9. Click “SAVE” in the bottom right corner of the window.

Schedule Setup

Use the fields below to determine when to show the notification. If you check Show Reminder,
you'll be alerted with a popup window the specified length of time before it starts.

Schedule(s)

Time: 05/15/2023 ‘ 09:30 AM  to 10:00 AM Duration: 30 minutes x
+
Show Reminder: 0.5 hours ~
Add Notification — — =a
Notification < B
| Priority: ~ @ High

> Medium

> Y 5 minutes | ]
Begin Date: os 10 o

Ena Date: o7

e
|-

Schedule Setup

below to determine when 1 rirete ul

O with & popup window th

)]
Ti os/sszozs | @a || aoi=o - <

Hall
nt

Show Reminder [ 0.5 haursl ~|

18
— | |
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You have successfully added a “Notification/Alert” in the client’s HMIS or DV ClientTrack file. The system will begin
displaying a reminder alert (window) on the “Begin Date” entered for the Notification.

To create a “Notification/Alert” under your user profile, go to the upper right corner of the screen.

.ﬁ Q > Home / User Dashboard @

David Boltz
[ My Fake Organization

2020 HMIS User La

a Welcome David Boltz

Creating the “Notification/Alert” under your user profile will ensure the “Notification/Alert” appears as a
reminder no matter what Client record you are working in or viewing in the system. Whereas, creating the
“Notification/Alert” under the Client’s record will only allow the reminder to appear when you are logged into
that specific Client’s record. We recommend setting up the "Notification/Alert" under both the Client's record
AND your user profile.

1. Next, click on the “Bell” icon located upper right corner of the screen to the right of your initials as
displayed below.

2. A window will appear as seen in the screenshot below.

Your Notifications Q X

Your Notifications Q X
3. Click on “4+” to Add Notification

4. An additional window will appear as seen in the following screenshot.

Add Matification - = a2

HMotification « B |

) <o

rMotification Type; = C

Priority:" < High
B M
L !
Begin Dute: TOTROER =] I AM
End Datae: HM DO ey | B I AR
Stabus:*  Acknowbedged
Schedule Setup
Usa thve fiakds boiow bo debermine whan bo show ihe notification if you check Show Samincer, |

wiid' il B alertad ikl & SO wWindew tha spesifiad kangth of tima Bafors @ starts.

Scrwsdubels) [

= -
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In the “Message” field, type the title of the “Notification” (Annual Assessment Client ID#1234567, etc.)
Be sure to include the Client ID# for the Annual Assessment in the “Message” field.

Select the “Notification Type” (Violence, No Contact or Information)

Select the “Priority” from the drop-down menu (High, Medium, or Low)

Type in the “Begin Date” and time (AM or PM) then type in the “End Date” and time (AM or PM) The
“Begin Date” should be the date you would like for the system to begin sending you alerts on the
Notification. For example, a “Notification/Alert” for an “Annual Assessment” should have a “Begin Date”
of 30 days prior to the client’s 12-month anniversary of the client’s “Project Start Date”. The “End Date”
for the “Notification/Alert” should be 30 days following the 12-month anniversary of the client’s “Project
Start Date”. Please remember to allow for months with 30, 31 or 28/29 days when calculating this 60-day
HUD required time frame for completing the “Annual Assessment”.

The HMIS Data Quality Plan encourages sub-recipients to complete the required “Annual Assessment” using a 30-
day window. This will ensure the assessment is completed within the HUD required 60-day window. This change
was implemented due to the 60-day calculation errors when the window has both 30- and 31-day months. (Along
with February which may have 28 or 29 days depending on Leap Year) By implementing a 30-day window for
completing the required “Annual Assessment”, sub-recipients will know they have met the HUD required
timeframe for the Annual Assessment. If you have questions regarding the HMIS Data Quality Plan, please email
your respective helpdesk for assistance.

9.

e Select the “Status” from the drop-down menu (New/Pending, Acknowledged, Complete, or Canceled)
Always select “New/Pending” when setting up a new “Notification/Alert”.

Add Notification — = =

| Notification =

'

10.

11.

12.

13.

Next, scroll down to the “Schedule Setup” section of the pop-up box and click the “Schedule(s)”
checkbox.

The “Alert” will begin popping up on the client’s record on the “Begin Date” you previously entered. You
can change the time in the “Alert” fields along with the “Duration” of the “Alert” field.

Click the “Show Reminder” drop-down to select how often you would like the “Alert” to pop-up on your
screen.

Click “SAVE” in the bottom right corner of the window.
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Schedule Setup

Use the hields below to determine when to show the notification. If you check Show Reminder,

you'll be alerted with a popup window the specihed length of time before it starts.

Schedula(s)

Time: 051572023 = 0230 AM to 10:00 AM  Duration: 30 minutes b 4
+

Show Reminder: 0.5 hours R

Sdd Hotifloation -_— - B2 1
Motification < B
. et rrmmtican
Pricrity:* @ High
HMscdluirm

i e

il Dhaatis o T T S —— 30 A

Scherdulae Setup
e the holde balow to deteomenes whom 1
U N D s lErTed Wil & EopuD wirio owe T @ belore it starts

i hclialets=1 2 cmym

Time | O5ME/Z02E =h WChED &

Show Remindar: 0.5 ours e

You have successfully added a “Notification/Alert” under your user profile in HMIS or DV ClientTrack file. The
system will begin displaying a reminder alert (window) on the “Begin Date” entered for the Notification.

MANAGING CLIENT INFORMATION AND PROGRAM ENROLLMENTS

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to see if
there is an existing client record in the system. To search for a client, go to the “Clients” dashboard and click on
“Find Client” in the upper left-hand corner of the screen outlined in red in the screenshot below.
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Q, Search < Clients / ClientTrack Form @ o

Marta Merkel

. Social Security Number Client IC o o
7/28/1989 456-78-3920 1048323
Q, Find Client Find Client < @
T3 Intake
13 COVID-19 Intake Use the section criteria below to find your client. To narrow the search. fill in
more than one criteria. Social Security Number and Birth Date are the best
»° COVID-19 Vaccine Intake fields to narrow your search.

First Name:
> O cClient Profile

Last Name:
> O Common Client Assessments

Middle Name:
> 3 Other Assessments

> [ Client Enrollment and Client Full Name (Last. First):

s
ervices Social Security Number: - B

Birth Date: MM/ DD/ YYY |

Client ID: [ i ]

It is imperative you do not enter a duplicate client record into the system to ensure the accuracy and overall
quality of the data. To speed the search process and reduce the chance for input error, input as few characters as
possible in the criteria fields.

You may search for a client by entering the following:

e  First two or three letters of the client first/last name (use as few letters as possible of the first and last
name to conduct a thorough search)

e Social Security Number

e Birth Date

e Client ID Number

It is important to try different options for your search. Again, it is best to ONLY enter the first few letters of the
first/last name and not rely solely on a social security number or birth date, as those elements have a higher rate
of missing or inaccurate data. Another option for searching is to search different spellings of the client’s name
remembering to search for nicknames such as “Joe” in addition to “Joseph” or “Jen” in addition to “Jennifer.”

If the client is already in the system, highlight the client’s name in the search results and click on the Client Name to
select that record. The selected client’s information will be displayed at the top of the screen and all information
entered from this point forward while on the client’s dashboard will be associated with the currently selected
client.

Find Client < @

criteria. Social Security Number and Birth Date are the best fields to narrow your search.

Mart

Last Merk
Middie N
Full Name Q0 . F 5]
ccial Security Number: - -
Birth Date rMM [[e |
Client I1D: L i)
1 result found

First Name Last Name Middle Name sSSN Birth Date Client 1D 1X
Marta Merkel HHH-XX-SP20 o7/28/ 1989 1048323
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After selecting the client in the search list and going to the client’s dashboard, if the client’s basic information has
changed, click on the “Edit Client” link in the list of case management tools found on the left-hand side of the
screen outlined in red below to make any necessary changes to the client demographic information (i.e., birth date,
ethnicity, name change, etc.). **Please note that the “Save” button will save the changes made to the screen and
leave you on the same page. The “Save & Close” button will save the changes you have made to the screen and
move you to the next one.

ADDING A NEW CLIENT WITH A PROGRAM ENROLLMENT
ClientTrack utilizes a specific workflow to step you through the process of completing all required assessments at

entry and discharge. The workflow is easy to use, and it automatically prompts you for the necessary information.

After conducting a search for the client in the system to ensure an existing client record did not already exist, you
can add a new client record by selecting “Intake” in the upper left-hand corner of the screen found under “Find
Client.” Then choose “Add New Client” when prompted as seen below.

Q. Search < lient @ o @

Marta Merkel

OO Client Dashboard Intake (2298) Y rewsei A56-78-3020 = a =
@ Add or Edit
|x
(O Basic Client
=3 Intake Information
\
. nrane
O Family Members
S COVID-19 Vaccine Intake N5 . .
Add or Edit
> 3 Client Profile Bl Pause * Cancel 1 Do you want to add a new client or use the selected
> O Com nts client?

> 3 Othe

Add a new client
> 03 Gliant Enraliment and Giiant + _

Services

|& Use the current client

Q) select another client

Enter your client’s first and last name and click “Next.” If a duplicate client already exists and was not identified
during the client search the first time, a warning in red letters will be displayed. It is very important to review the
displayed list. If the client is already in the system, click the client’s name to select the existing client record. If the
client you are entering is a new client, do not select a client in the displayed list, click “Next” to proceed with the
intake process.

Client Information < S

!
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Add the client’s basic information including date of birth, social security number, demographics, disabling
condition, Veteran status, and address. Click “Finish” when the client’s basic information is complete.

Shining Star

7/5/2000 555-55-5555 -

Client Information < B

Basic Client Information @

Compilete the client's identifying information. Name and social security number have associated data quality fields. Data quality fields are used to indicate the reason full

information wasm't ed. Mame and soeial security number data quality fields allow users to indicate when a client doesn't know or refuses te provide infarmation. If the

required data is collected then ClientTrack automatically records that full data quality was met.
First Name:* | Shining
Last Name:* | Star

Middle Name:

Suffix:
Mame Quality:* | Full name reported ~
Social Security Number: 556 - 55 - 5555 @

Basic Client Demographics

Birth Date:*| 07/05/2000 & |B
Client Age: 22
Date of Birth Quality: * @ Full DOB Reported
O Approximate er Partial DOB Reperted
O Client doesn't know
O Client refused

(2 Data not collected

Ethnicity:* Non-Hispanic/Non-Latinfa)o)(x)

Raee:+ American Indian, Alaska Native, or Indigenous
Black, African American, or African
" Mative Hawaiian or Pacific Islande
wihite o
Social Sacirity humb Shennie o = S
555-55-5555 ==
Client Information =}
were o
Gender: |V Female >

er ather than singularly female ar male (2.0 non-binary. genderfiid, agender. culturally Specific gender)

Pregnancy Status:

veteran status: | no ~

Contact Information

Address:
Address 2

City. State. Zip © County | Stat Zip Cod

Home Phone:
Cell Phone:
Wark Phaome:

Msg Phone:

Family Information

ect data about a client's family. The Family search field allows you to search for and select an existing family account. This is appropriate when adding a

Family: =4 |B

Relationship to Head of Household: * | Saif ~

Use this section to e
Family member to an existing family.

<< Previous & Finish

Please note that all the data elements are self-declared by the client and not attributed by the case manager or
data entry personnel. The option “Data Not Collected” indicates that the question was not asked of the client
and will report as missing on reports. Please do not make up information or answer for the client. All data fields

marked with a red * are required fields.
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Definitions of Basic Client Information Requirements

First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable
elements).

Last Name — Legal last name.

Name Quality — Describes the quality of the name reported by the client. Options are: Full name reported,
Partial, street name, or code name reported, Client doesn’t know, Client refused, or Data not collected.
Social Security Number (SSN) — If the client doesn’t know or refuses to provide their SSN, DO NOT under
any circumstance enter a fake social security number such as 123-45-6789 or 999-99-9999. Select the
data quality option that best reflects the client’s response. Please note that “Data not collected” means
that the question was not asked of the client and will report as missing on the APR. If the client doesn’t
know, the best selection is “Client doesn’t know.”

Birth Date — Month, day, and year the client was born. Again, do not make up a birth date. Choose the
appropriate data quality option that best reflects the client’s response.

Ethnicity — Hispanic/Latino origin includes individuals of Cuban, Mexican, Puerto Rican, South, or Central
American origin.

Race — A person can identify with multiple races, and this is a multi-select box that allows for up to 5 races
to be selected. Click on all that apply.

Gender — A person can identify with multiple genders, and this is a multi-select box that allows for up to 5
gender identities to be selected. Click all that apply.

Disabling Condition — Select the appropriate response as reported by the client. Please note that if the
client reports at least one barrier on the Barriers Assessment, then the disabling condition status should be
“Yes”. You can update the disabling condition by clicking on the “Edit Client” link.

Veteran Status — Select the appropriate response as reported by the client. If you select “Yes” for Veteran
Status here, you will be prompted in the workflow to complete the Veterans Assessment.

Address — Add the address where the client currently resides (emergency shelter, etc.). If the client enters
emergency shelter, you should use their previous address.

Family — Do NOT enter anything in the “Family” field. ClientTrack will create a household/family account
automatically.

Relationship to Head of Household — When entering the first client in the household, the system will
default to “Self”. It is imperative this information is entered correctly for ALL household members.
Otherwise, your reports will not accurately reflect the clients and household make-up.

ADDING HOUSEHOLD MEMBERS

Next you will be prompted to add additional household members to include for the program enrollment or

services. To add household members, click on the empty box and complete the row of information (name, birth

date, etc.) for the new household member(s). You can tab through the fields to complete the required information

and add any number of household members at this time by repeating these steps.
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Intake (2298) 3

© Basic Client

Information
@ Family Members

O Program Enroliment

Wrause X Cancel

Shining Star Social Security Number Client 10 a & .
- a o 03

7/6/2000 5556-56-5565 1048340

Family Members
The selected client's family members are displayed below. You may search for existing clients to add to this family or add ne
database and associate them with this family.
It's impertant te note that family members are the people who the client is related to. Family isn't always the same as a clien!
According to HUD *[a] household is a single individual or a group of persons who apply together to a continuum project for ag
live together in one dwelling unit [or, for persons wha are not housed, who would live together in one dwelling unit if they we

Marwal)

This workflow will allow you to enroll all family members or select which family members you want to enroll.

1 result found (+2).

First Middle Last
[[] MName* Name MName* Suffix Name Quality*
Female
Shining Star Full name reports 000
A gender othel
Transgender

Ouestioning

(] Q ‘ -- SELECT --

IHCDA

The system will automatically conduct a search for the new household member after you enter the first and last

name. If the new household member is already in the system, click on the appropriate name in the search list that
appears in the new window to attach the existing client record to the household. If the household member is a

new client, click on “Cancel” in the search window and proceed entering the new household’s information in the

required data fields.

Search

Find Client

Security Number and Birth Date are the bes

First Name:

Last Name:

Middle Name:

Full Name (Last, First):

Soeial Security Number:

Birth Date:

Client ID:

First Name Last Name

a
<
Use the section criteria below to find your client. To narrow the search, fill in more than ene criteria. Social

alds to nar your search.
Little
Dipper

Do/YYyy | 08 |

Li ]
No records found.

Middle Name SSN Birth Date Client ID 13

Click “Save & Close” when

November 2022

finished adding household members.
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PROGRAM ENROLLMENT

Programs vary in their data requirements and ClientTrack will prompt you through the workflow to collect all of the
required HUD data elements for your specific program. Please note that all fields with an asterisk * are required
data fields and you will not be able to proceed in the workflow until all of the required information is completed.

Now, select your “Program” with the drop down box and then select which household members to enroll by
clicking on the empty box beside the client(s) name. If a check mark appears by a client name on the program
enrollment screen (as seen below), the client will be enrolled in your program. You can de-select a client by clicking
on the check mark beside his/her name again to remove the check mark and ensure the client is not enrolled.

Shining Star o lem| 3

7/5/2000 555;55-5555; 41:5145340 -
HUD Program Enrollment < 8

Select the Project you are enralling the client inte
ClientTrack will display a list of clients in the client’s family.
Flease select all the clients you are enrolling.

The Project Start Date is:
= For Streeat Outreach projects - it is the date of first contact with the client.
= For Emergency Shelters — it is the night the client first stayed in the shelter for the consecutive shelter period from entry to exit. Might
by night shelters, which use a bed-night tracking method will have a project start date and will allow clients to re-entar as necessary
without “exiting and restarting” for each stay for a specified period.
= For Safe Havens and Transitional Housing — it is the date the cliant moves into the residential project (e first night in residence)
= For all types of Pearmanent Housing. including Rapid Re-Housing - it is the date following application that the client was admitted into
the project. To be admitted indicates the following factors have been met:
1. Information provided by the client or from the referral indicates they meet the criteria for admission (for example if chronic
ssness is reguired the client indicates they have a serious disability and have been homeless long enocugh to  qualify —
documeantation may not yat have been gathared
has indicated they want to ba housed in this project
3. The client arvices and housing through the project. The expectation is the project has a housing opening [on-
site. site-based. scattered-site subsidy) or expects to have one in a reasonably short amount of time
= For all other types of Service projects including but not limited to: services anly, day shelter. homalessness prevantion, coordinated
assessment, health care it is the date the client first began working with the project and genarally received the first provision of service.

Project: * -- SELECT -~ w B

Praject: * My Fake Organization ES ([ES-RE) b

Household
Excerpt from the HMIS Data Standards Marnual "A household is a single individual or a group of persons who apply together to a continuum
project for assistance and who live together in one dwelling unit [or, for persons who are not housed, who would live together in one dwelling

unit if they were housed).”

Project Relationship to

[ MNamea Gandar Age Start Date Case Manager @ Head of Household*
p—

] £ Female 22 /21,2022 :|| Lori Wood Q| Self =

L Shining a r E ol Woo Sel A

Dipper, -

e Male 3 1f21/2022 ) | Lori Wood Q | Son ~ =

—
2

Remember to change the Enrollment Date if you are back dating the information. To ensure accurate data
quality, enter all client data in a timely manner. “Date of Move In” is only prompted for clients enrolling in
Permanent Housing programs (RRH, PH, PSH). If you don’t find your program option when enrolling a client,
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cancel the workflow by clicking the black “X” in the workflow screen found in the upper left-hand corner and
please notify IHCDA immediately by emailing HMISHelpDesk@ihcda.IN.gov . Program information must be set
up in the system before you can begin to enroll clients.

HMIS UNIVERSAL DATA ASSESSMENT FOR INTAKE WORKFLOW

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

Shining Star  Social Security Number  Client ID .
7/5/2000 555-55-5555 1048340 o
Universal Data Assessment < @

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3.917 reflects real time data entry as described in the Data Dictionary, the Default Last Assessment button
will not bring in any 3.917 data. Changing any project setup data with existing enroliments may affect or break the logic for 3.917. 3.917 may not always show as expected because of changed setup data or missing required data links

Default Client's Last Assessment @

Assessment Date:*  11/21/2022 @

Age at Assessment: 22

Assessment Type:*  Entry ~
Assessor:*  Lori Wood E]
Program: My Fake Organization ES (ES-R8) -
Disabling Condition: * Yes v

Client Location

Select or enter the CoC code assigned to the geographic area where the head of household is staying at the time of project entry. Client location will be defaulted to the program's CoC within a workflow.

Client Location:*  IN-502 - Indiana Balance of State

Shining Star Social Security Number Client ID

7/5/2000 555-55-5555 1048340 }

Universal Data Assessment

Living Situation
Identify the type of residence and length of stay at that residence just prior to (i.e.. the night before) program admission.
Prior Living Situation:*  Place not meant for habitation ~
Length of stay in prior living situation:* 90 days or more, but less than one year ~

Approximate date homelessness started:*  07/11/2022

Regardless of where they stayed last night—Number of times the client has been*  Fourormore times v
on the streets, in ES, or SH in the past three years including today:

Total number of months homeless on the street, in ES, or SH in the past three*  More than 12 months v
years:
Shining Star ocial Security Number liont 1T s ® .
7/6/2000 555-55-5656 1048340 o
Universal Data Assessment < @

Health Insurance

Please indicate whether or not the client is covered by health insurance. If 50, you will be able to record health insurance sou for the client.

Default Last Insurance Status

Covered by Health Insurance:™ | Yes ~
[m} Type Status Reason No @ Other Coverage
Private SELECT ~ SELECT ~
Private - Employer SELECT-- SELECT ~
Private - Individual - SELECT -~ -~ SELECT - ~
Medicare SELECT-- ~ SELECT ~
Medicaid Yes ~ =
State Children's Health Insuranee Program S-CHIP - SELECT - ~ - SELECT - ~
Military Insurance - SELECT -- - SELECT == "
Other Public SELECT-- SELECT -
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Definitions of Universal Data Assessment Requirements

Assessment Date — Date the assessment was completed with the client (field will auto-fill with today’s
date).
Assessment Type — Defaulted and cannot be changed during the workflow. If you notice that you’re
completing the incorrect assessment, contact the HMIS Help Desk where you will be assisted.
Assessor — Case manager completing the assessment and who will automatically be assigned to all case
members.
Program — Displays the name of the Program in which client is enrolled
Disabling Condition — Enter the client’s answer (Yes, No, Client Doesn’t Know, Client Refused, Data Not
Collected)
Client Location — Defaulted information that is set up with your program in the system. If this information
is missing when completing an assessment, please contact the HMIS Help Desk.
Prior Living Situation — Identify where the client was staying on the night before the client is enrolled in
your program. The built-in logic will prompt you for more data depending on the selection made for this
question. Those additional data elements are the following:
o Length of stay in prior living situation
o Approximate date homelessness started
o Regardless of where they stayed last night — Number of times the client has been on the
streets, in ES, or SH in the past three years including today
o Total number of months homeless on the street, in ES, or SH in the past three years - Data in
this section is used along with disabling condition to determine whether a client is chronically
homeless. HUD strongly encourages HMIS users to just ask the client for the information and
record the client’s answer. Attempting to tie each individual response with definitions or
documentation requirement is not the attempt of this question.
Health Insurance Assessment — Complete the required information pertaining to the client’s insurance
status. If a client’s health insurance status has changed, change the status of the type of insurance to “No”
and then add an end date. Then you can change the Health Insurance status to “No” and click “Save” to
continue.

VETERAN ASSESSMENT FOR INTAKE WORKFLOW

The Veteran Assessment will only be included in the workflow if you select “Yes” for the “Veteran Status” on the

basic client information screen. If the Veteran Status is “No,” then the Veteran Assessment will not be collected in

your program enrollment. Please be sure to review the Veteran Status with the client and select the appropriate
response on the “Basic Client Information” screen of the intake workflow or Edit Client” screen on the client
record. On the Veteran Assessment, select all “Theatre(s) of Operation(s)” to move forward in the workflow. To

indicate which operation the client served in, change the “Status” of the specific operation to “Yes” with the drop

down in that row. You can select more than one operation of service by changing the status to “Yes” for each one.

To complete the Veteran Assessment, click “Save.”
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o Branch and Discharge Status

Military S

i s 8 e+ 1 B
st
‘ M 9
v Bani, Kasove) W )
¢ Theateofaperations: i (Operfion Wew Dawn) W )
4+ oot Opestion: o Qo g ey [ )
¢ Theseofopeations Aaristan Opaton Xt el " )
¢ Theste ofOperelions: Prsian GuF War Operaon Desert o) W 2)
¢ ThesteofOperations: Vetnam War N )
¢ ThesteofOpertions. Word Var b W 2)

HMIS BARRIERS ASSESSMENT FOR INTAKE WORKFLOW

To select a barrier, click on the drop-down box for “Barrier Present” and change the status to “Yes” for each
barrier the clients disclose having, then complete any required fields that appear after selecting that specific
barrier. If the client has no barriers, you must select “No” in the “Barrier Present” column for each Barrier listed on
the assessment. Please note that the date identified is the program enrollment date — the date the client presents
to you and qualifies for entry in the program. It is important to keep in mind that clients must have at least one
barrier to be eligible for some programs (such as Permanent Supportive Housing)

R - = & o = B
555-55-5555 1048340 -
e
barrier or not. The Clients last assessment is displaye: s a default. You may. optionally, click Previous
s or click View Barrier History to review all previous ba rs.
+~ View Barrier History
Assessment Active
Identified Date: = | 11/21/2022 & |
screen: | HMIS Barriers  ~
ves ~
Previous
Barrier Conaition is Barrier
(] Barrier 12 Help Present?* Indefinite Explanation Details
— Alcohol Use
s @ Mo ~ (] o
Developmental
P @ Mo ~ (] =
Drug Use
o @ Mo ~ (] o
HIV/AIDS @ Mo ~ (] o
MentalHealth @ ves ~ ves ~ (] =
Physical
S @ o ~ (] o
Chronic Health
Pl ves ~ ves ~ Diabetes (] o
—

If no barriers are present at enrollment, select all barriers and leave the “Barrier Present” status as “No” and click
“Save & Close.”
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DOMESTIC VIOLENCE (DV) ASSESSMENT FOR INTAKE WORKFLOW

Shining Star

ing =0C =ecurity Numiber L a - 1
7/5/2000 555-55-5555 1048340 ’
Domestic Violence Assessment <@
If the client has been a victim of domestic violence, select Yes for Domestic Violence Experience, and select when the experience cccurred.
Default Client's Last Assessment €@

ssment A

Assessment Date:™  1/21/2022 fim |

Domestic Violence Experience :* | (O Yes

@ Mo
(1 Client Doesn't Know
(O Client Refused

(O Data Not Collected

Complete the required information for the Domestic Violence Assessment. Please note that if domestic
violence is reported and you select “Yes” for “Domestic Violence Experience,” you will be prompted for more
information. If the client reports no domestic violence, then click “Save” to continue through the workflow.

INCOME AND SOURCES, NON-CASH BENEFITS

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the provided
drop down lists. If the status for either of these financial sources is “Yes,” you are required to select a
corresponding “Type” (definitions below) of income/benefit and the amount (monthly amount) with the list that
appears below the status after selecting “Yes.” Please note that Non-Cash Benefits will appear below “Income”,
and you will need to scroll down to input that information. Also input any income a child may receive (i.e., SSDI)
on the head of household’s income/benefits information. You will not complete a Financial Assessment for

children in the household.

555-55-5555 1048340

Income and Sources, Non-Cash Benefits <@

Indicate below os of monthly ir d expenses.

2 HMIS D, ual
the exact amount. a “Yes™ response should be recorded for both the overall income question and the specific source. and

ome received by or on bel part of household income under the Head of Household, uniess the federal funder in the

HMIS Program Specific Manual in

recorded at the client-level for heads of h d and adult household members.

e fac job o fu 5.0
is currently warking 20 hours per week for $12.00 an hour, record the income from the jab the client has at the time data are caliected (i.e. 20 hours at

$12.00 an hour)

Income from Any Source:* | Yes ~

Non-Cash Benefits from Any Source:* | Yes ~
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1048340

Income and Sources, Non-Cash Benefits

Income

Typelt

Eamned Income

Private Disability Insurance

Unemployment Insurance

Worker's Compensation

Pension from a former job

Supplemental Security Income

Social Security Disability Income

Retirement (Social Security)

Alimany

Veteran's Pension

Veteran's Disability Payment

TANF

Child Support

Other Income

o

Monthly
Description Amount

1200.00 2

Definitions of Sources of Income

e Earned Income — Employment income

e Self-Employment

IHCDA

e  Worker’s Compensation — Income for an individual who has been injured on the job

Unemployment Insurance — Unemployment benefits from the State

Other Pension

Supplemental Security Income — A federal program providing additional income for older and
disabled individuals with little to no income stream

Social Security Disability Income — A monthly compensation to individuals who can no longer work
due to their medical conditions

Retirement (Social Security) — Income payment provided by government for individuals who qualify
Veteran’s Pension

Veteran’s Disability Payment

TANF —Temporary Assistance for Needy Families

Child Support — Income received from one parent to another to care for children

Other Income — Any income not previously listed
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Mon-Cash Benefits

Typel: Description

Food Stamps/Money for food on benefits card

Special Supplemental Nutrition Program for Women., Infants, and Children

TANF Child Care Services

TANF Transportation Services

Other TANF-funded Services

Other Source

- " - " 9
= 3

Femporary rentalassistance fRRH)'

? Deprecated in 2017 [HMIS v6.1) Count/Total Monthly Income:

Definitions of Non-Cash Benefits

IHCDA

Monthly
Amount

$0.00

@ Save and Close

e Food Stamps/Money for Food on Benefits Card — Monthly payments issued by the government to

persons with low income that can be redeemed for food at stores.

e Special Supplemental Nutrition Program for Women, Infants and Children (WIC) — A program geared

toward supplying nutritional food for at risk pregnant women and their families.

e  TANF Child Care Services — Childcare funding assistance

o TANF Transportation Services — Transportation funding assistance

e  Other TANF Funded Services

e  Other Source — Any source not previously listed

HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT INTAKE

Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice that the

child’s assessment does not require as much information as the adult’s assessment. Click “Save” when finished

with the assessment to continue in the workflow.

Little Dippar
10/21/201%

222-22-2222 1048341

Universal Data Assessment

November 2022

Typa Status Reason No @

Private SELEC ~

Private - Employer sELECT ~ | | --sELec

Private - Individust SELECT ~ | - sELEC

Medicare SELEC ~

Other Coverage
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HMIS BARRIERS ASSESSMENT FOR CHILD AT INTAKE

Complete any barrier information for the child you are enrolling. If no barriers are present at enrollment, select all
the barriers and leave the “Barriers Present” status as “No” and click “Save & Close.”

Little Dipper

; ; : o m
10/2v/2009  222-22-2222 1048341
Barriers -
a default. You may. optionally, click Previous
+* View Barrier History
Assessment Active
Identified Date:* = 11/21/2022 =] ‘
HMIS Barriers W
Disatling Candition:  No ~
Previous
Barrier Condition is Barrier
] Barrior 12 Help  Present? Indefinite Explanation Details
Alcahol use
= No
L Disorder @ ~ U 2
Developmental
R @ No - O o
Drug Use
= No
L] Disorder G ~ o =l
HIV/AIDS @ No ~ O )
Mental Health @ No ~ O 2
Physical
i @ No - O o
Chranic Health
Condition " ~ U 2

COMPLETING THE INTAKE WORKFLOW

Once you have completed the required entry assessments for your client and household members, you will be
prompted to “Finish” the workflow. If the workflow is complete, then click “Finish.” You will then be directed back
to the head of household’s client dashboard, and you can see the new program enrollment under “Enrollments” on
the client record.

@L)ﬂ

Shining star
¥ smooo  555-55-5555 1048340 e 8

You're done! @
All required steps have been completed e

If you need to go back and change information entered in the workflow prior to finishing, you can click on the

specific section of the workflow you wish to return to in the workflow window that appears on the left-hand side of
the client record (outlined in red above). Clicking on the link beside the green dot will take you to that specific
section of the workflow where you can edit information.

November 2022 HMIS User Manual 31



IHCDA

PAUSING A WORKFLOW

You may also “Pause” a workflow by clicking on the pause button located in the lower left-hand corner of the
workflow window beside the black “X”. The black “X” will cancel the workflow. The pause feature will allow you to
pause the workflow at any time so you can return to it later.

Intake [2298] z Marta Merkel Social security b

(3) Basic Client . .
Client Information
Information
Search Existing Clignts
Search Existing Clients ﬂ
) Family Members
The first step in adding a new client is to =
O Program Enroliment nformation on the client, and then click M+

If the system finds no potential matzh
If the system finds potential matches,

ng client record by clicking on th

If there are no acturate matches, olicl

To resume a paused workflow, click on “Paused Workflows” at the bottom of the list Client Profile choices located

on the left-hand side of the client record. Then click on the m beside your paused workflow to select “Resume”
in the drop down. This will take you back to where you paused the workflow, and you can finish the assessments
for the program enroliment.

Q, Search <

Marta Merkel SOC Securty Numb
[0 client Dashboard 728 1989 AB&6-T8-3920
Q Find Clieant

Marta Merkel's Dashboard
T3 Intake
173 COVID-1% Intake Marta Merkel's Information

& COVID-19 Vaceine Intake
Name:
« [ Client Profile
Gender:
- Edit Client
Ethnicity:
Address History
Alias History
Case Managers
Marta's Enrollments
Case Motes
Client Files
Farnily Mambers
Interested Others
Enrollment

Living Situation Description

Matifications ~ Active

ETU2HewA0Jdd

Client Photo ~ Emergency Shelter

f—" My Fake Organization ES
{E5-R2}

~ Extited

~ Coordinated Ent
» CO oOther Ass e

-~ My Fake Organization

> c Coordinated Entry (R1a)

nt Enrolimeant and Client

wices
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UNIQUE PROGRAM REQUIREMENTS AT ENTRY

There are variations in data requirements for different program enroliments. In the following section are

descriptions of their unique requirements during the Intake workflow for the following programs:

1. SSVF
2. PATH
3. HOPWA
4. RHY

SUPPORTIVE SERVICES FOR VETERAN FAMILIES (SSVF) ENROLLMENT AT INTAKE

In addition to the previous assessments outlined earlier in this manual, the SSVF enrollment will require

documentation of a client’s Housing Move in Date for Rapid Re-Housing enrollments as seen below. You can use

the calendar icon to complete date fields by clicking on the calendar icon and then selecting the appropriate date

in the calendar. All fields with an asterisk * are required fields.

Red Mercury

B/8/1588 367-28-1928
HUD Program Enrollment

1048328 @ o

Select the Project you are enrolling the client into.
ClientTrack will display a list of clients in the client’s family.
Please select all the clients you are enrolling.

The Project Start Date is:
- For Street Outreach projects - it is the date of first contact with the client.
- For Emergency Shelters — it is the r
which use a bed-night tr
stay for a specified pe

es the following factors have been met:

ht the client first stayed in the sheiter for the consecutive shelter period from entry to exit. Night by night sheiters,
thod will have a project start date and will allow clients to re-enter as necessary without “exiting and restarting” for each

For Safe Havens and Transitional Housing - it is the date the client moves into the residential project (ie. first night in residence).
For all types of Permanent Housing. including Rapid Re-Housing - it is the date following application that the client was admitted into the project. To be

ple if chronic

s is required

1. Informa provided by the client or from the referral indicates they meet the criteria for admission (for
the client indicates they have a serious disability and have been homeless long encugh to  qualify - though all documentation may not yet have been
gathered

s indicated they want to be hou:

g through the project. The expectation is the project has a housing o
te subsidy) or expects to have ane in a reasonably short amount of time

is the date the client first began working with the project and generally received the first provision of service.

Project:* My Fake Organization CoC RRH (RRH-R8) @

Household

ening [on-site, site-based,

ding but not limited to: services only. day sheiter. homelessness prevention. coordinated assessment. health care it

Excerpt from the HMIS Data Standards Manual “A household is a single individual or a group of persons who apply together to a continuum project for assistance and

whao live together in one dwelling unit [or. for persons who are not housed, who would live together in one dwelling unit if they were housed)”

Project Relationship to
J Name Gender Age Start Date Case Manager @ Head of Household™
Mercury,
- Male 34 01/18/2022 = ‘ Lori Wood (=} | Self ~
1

Housing Mof-in
Date

04/28/20: & |

<o e

The SSVF project enrollment will also require completion of the Annual Median Income (AMI) and, VAMC Station

Number before you can proceed in the workflow as seen on the next page.
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Brave Soul Social Security Number Client ID o m oo
1/25/19715 333-33-3333 1048342 N o
Universal Data Assessment <

Complete the information below related to the selected client’s housing status and other relevant information. Note: Bacause 3.917 reflects real time data
entry as described in the Data Dictionary, the Default Last Assessment button will not bring in any 3917 data. Changing any project setup data with existing
enroliments may affect or break the logic for 3.917. 3917 may not always show as expected because of changed setup data or missing required data links

Master Assessment Active. Change Assessment Date

Default Client’s Last Assessment

Universal Data Assessment® | 11/22/2022
Information Date:

Age while in project: 48
Assessment Type: Entry e
Disabling Condition: * Yes e
Household Income as a Percentage of AMI:* 30% to 50% ~

VAMC Station Number: * [583) Indianapolis, IN

SSVF also requires completion of the Veteran Information: Branch and Discharge Status, Military Service Dates and
Selection of the “Theatre(s) of Operations”

Brawve Soul

S« it ClientiD
1/2E/19TS 333-33-3333 1048342

Veteran Information < B

D
]

Branch and Discharge Status
Please select the bran
veterans wi rved
discharge status

and discharge status. The HMIS Data Manual provides the following instructions for veterans serving in more than one branch” For
ore than one branch of the military, select the branch in which the veteran spent the most time. In the event that a client's
is upgraded during enroliment. the record should be edited to reflect the change. ~

Eranch of the Military: = Arrmy ~

Discharge Status: ~ Honorable ~

Military Service Dates

In the interest of data quality ClientTrack provides date fislds and encourages users to enter exact dates if possible. If not. use the first of the year or another
standard date determined by your organization. For HMIS purposes. ClientTrack will always calculate years of military service only using year.

Service Entry Date: ™ MS22/199F Serwvice Exit Date: * Mns22/20M
[[1 Please Select Theatre(s) of Operation(s) Status*
Theatre of Operations: Korean War Mo ~ =

Theatre of Operations: Other Peace-keeping Operations or Military Interventions (such as Lebanon.

Panama. Somalia, Bosnia, Kasowa) e ~ =
Theatre of Operations: iraq (Operation New Dawn) ves ~ =
Theatre of Operations: lraq (Operation Iragi Freedom] MNe ~ o
Theatre of Operations: Afghanistan (Operation Enduring Freedom) Yes ~ -
Theatre of Operations: Persian Guif War (Operation Desert Storm) Mo ~ o
Theatre of Operations: Vietnam War Mo ~ -
Theatre of Operations: World War Il MNo ~ D
& Save

SSVF clients enrolling in the Prevention program will also be required to complete a Homeless Prevention
Assessment as seen below.

November 2022 HMIS User Manual 34



Client ID

1048342

Social Security Mumber

S535-33-35335

Brave Soul
T/ 25,1975

HP Targeting Criteria

Answer the SSWF HP Targefing Criteria to see the dient's HP applicant total points.

SSVF Homeless Prevention Assessment

Assessment Date: *

Is Homelessness Prevention targeting screener *
required?

Housing loss expected within._:*

Current household income: ~

History of literal homelessness *
(street/shelter/transitional housing) (any adult):

Head of Household is not a current leaseholder: *

Head of household (HoH) never been a leaseholder: *

Currently at risk of losing a tenant-based housing *
subsidy or housing in a subsidized building or unit
(housenold):

Rental Evictions within the past 7 years (any adult): *

Criminal record for arson. drug dealing or ™
manufacture. or felony offense against persons or
property (any adult):

Incarcerated As Adult (any adult in housenold): ~

Discharged from jail or prison within last six months
after incarceration of 0 days or more [@dults)

Registered sex offender (any household members): *

Head of household with disabling condition (physical ™
health, mantal health, substance usa) that directly
affects ability to secura/maintain housing

Currently pregnant [any household memiber):

Single parent household with minor child{ren): *

Household includes one or more young children (age *
six or under). or a child who requires significant care:

Household size of 5 or more requiring at least 3~
bedrooms [due to age/gender mix):

Household includes one or more membars of an *
overrepresented population in the homelessness
system when comparad to the general population:

HF applicant total points:

Grantee targeting threshold score: ©

IHCDA

Assessment Active

/22,2022

- Yes

O Mo

1-6 days
7-13 days
14-21 days

000 ®

More than 21 days

(2 S0 (i.e.. not employed. not receiving cash benefits. no other current income)
2 1-14% of Area Median Income (AMI) for household size
® 15-30% of AMI for household size

() More than 30% of AMI for household size

@ Most recent episode occurred within the last year

2 Most recent episode occurred more than one year ago
2 None

O Yes

& Mo

O Yes

& Mo

O Yes

& Mo

@ Mo prior rental evictions

<o

O Wes
- Mo

- Mot incarcerated
O Incarcarated once

Incarcerated two or more times

0

Yes
Mo

@0

ves

Mo

Yes

0o® ®0

Mo

Yes

90

Mo

Yes

Mo

Mo

0® ®0

¥oungest child is under 1 year old

0

¥oungest child is 1to & years old and/or one or more children (any age) require significant care

Yes

Mo

90

o ves

& Mo

~ o oo

PROJECTSS FOR ASSISTANCE IN TRANSITION FROM HOMELESSNESS (PATH) ENROLLMENT AT INTAKE

To manage your PATH program and clients in ClientTrack, be sure to log into the “2020 HMIS” workgroup. In
addition to the entry assessments outlined earlier in this manual, the PATH project enrollment will require you to

document:
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e Date of Engagement - Date of Engagement is defined as the date on which an interactive client
relationship results in a deliberate client assessment or beginning of a case plan.

e Date PATH Status Determined — Date client’s enrollment in PATH is determined.

e Client Became Enrolled in PATH - A PATH enrollment occurs at the point when a client has
formally consented to participate in services provided by the PATH project. This does not mean
the time at which the client formally consents to services by a community mental health center.

e Reason Not Enrolled in PATH — Complete this data field if client is not enrolled in PATH.

NewDay  Social Security Numb Client ID a B O
erafvs  234-78-4637 1048314 ‘ o
<@

HUD Program Enrollment
Select the Project you are enrolling the client into.

ClientTrack will display a lst. ihe client’s family.
Please salact all the clients you are enrolling.

The Project Start Date is:
- For Street Outreach projects - itis the date of first contact with the client.

Eor Emergeney Shelters - it i< the night th elient first stayed in the shelter for tha consecutive sheltr peried from antry to exit. Night by night shelters, which use a bad-night tracking methad wil have a praject start date and wil allow elients to ra-entar as necassary without “exiting and restarting’ for each stay fora

specified period.

= For Safe Havens and Transitional Housing - itis the date the client

- Forall types of Permanent Housing, including Rapid Re-Housiny

L. Information provided by the elient or from the referral in

2. The client has indicated they want to be housed in this project

3. The client is able to access services and housing through the project. The expectation is the project has a housing apening [on-site. site-based, scattered-site subsidy) or expectsto have one in a reasanably short amount of time.
sinated ascessment, heaith care it s the date the client first Bagan working with the project and generally racaived the first provision of service.

t night in residence).
at the client . Tobe
jon (For axample if chranie

esinto the res
he date followi

the following factors have been met:
the client indieates they have a have

enoughto  qualify - theugh all documentation may not yet have been gathered

2y maat the e

- Forall othertypes of ineluding but not limited day shater,

Project:" My Fake Organization PATH (50-R8) @

Household
Excerpt from the HMIS Data Standards Manuai"A househald is a single individual or a group of persons who apply together to a continuum project for assistance and who live together in one dwelling unit (or, for persons who are not housed, who would live together in ane dwelling unit if they were housed).

joet Relationship to Date of Date PATH Client bacame. Reason not

Name Gonder  Age  StartDats Casa Manager @ Head of Hausehold* Engagement Status Determined enroled in PATH enrolledin PATH

Day, New Fomalo 2 osjzo/z022 | 8 LriWood a| Soir v ooy | 8 | wroorore | @ | - SELECT—-

Before completing the Intake workflow, you will also be required to document the SOAR Contact information as

seen below.

New Day Social Security Number Client ID
D. Fa

6/14/1998  234-78-4637 1048314 )
SOAR Connection

Indicate the Connection with SOAR for the client below

Default Client's Last Assessment

Assessment Active

Assessment Date:®  03/29/2022

Connection with SOAR: * No W
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Current Living Situation will also be required as seen below. Complete all the required data fields to complete the
PATH enrollment. This assessment will complete the PATH program specific data requirements at entry.
Sapse  23A-78-4637 1048314 @ @ | 3

Current Living Situation

Record the Clients Current Living Situation information below. If desired record a

contact by checking the Record Contact and filling out the information for
the contact. Also other sarvices can be racordad. _
o o3/29 /2022 Ea |

Information Date:

Enroliment: ~ O3/29/2022 - My Fake Organization PATH (SO-R&) e

Currei‘l Living Situation Information

Current Living*  Place not meant for habitation
Situation:

Location Detail

Record Contact:

Contact Service Information _

Contact Service: ~ PATH - Case Management ~

Lo My Fake Organization

Use Geolo,

Commeants:

= oo

HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS (HOPWA) ENROLLMENT AT INTAKE

In addition to the entry assessments outlined earlier in this manual, for a HOPWA program enrollment an

Assistance Assessment and T-Cell Count/Viral Load Assessment are required to be completed for the client as
seen on the next page.

Happy Friday Social Security Number Client 1D o~ & o

8/8/1988 888-88-8888 1048343 -

HOPWA Medical Assistance Assessment < 8
The medical assistance assessment is primarily used to determine whether HIV positive clients are accessing medical assistance banefits for which they may

be aligible. Medical assistance data is required for clients with HIV/AIDS who are enrolled in a HOPWA-funded program

Deafault Client's Last Assassmant

ent Active

Assessment Date: ™ | 11/22/2022 |

[1 Medical Assistance Type Status® Reason Mo (if applicabile)

Receiving Public HIV/AIDS Medical Assistance Yes ~ e}
Receiving AIDS Drug Assistance Program (ADAF) Mo e -- SELECT -- ~ =
Receiving Ryan White-funded Medical or Dental Assistance vos ~ -
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Happy Friday  Soclal Sec 0 o &
8/8/1988 888-88-8888 1048343
T-cell/Viral Measurements <@

T-cell (CD4) Count Available: * Yes e
Viral Load Available:* | Available ~
] Date Measurement  Value How was the data obtained
wezzzoz2 | @] viralload —SELECT-- e E
O irgns | 999999

w2202 [@]  T-cencoum

Use the drop-down box to change the status of each field to “Yes” if the data is reported. After “Yes” is selected
for T-cell (CD4) Count Available or Viral Load Available, additional fields will populate in the blue table below
where the specific counts can be entered. Complete the Family Financial Evaluation

Happy Friday

5/8/1988 888-88-8888 1048343

Family Financial Evaluation < @

members of the fan
d to the family during

Evaluation Date:* | 1/22/2022 | @ |

Date Type Monthlyincome Annualized
Friday. Happy

Do not use any of this client’s as

Form Load Optimization

ctionality uses the Zip Code

me of $14,400.00 is extremely low income for a family of 1

Family Size Extremely Low Very Low Low
19200 32000 51150
21950 36550 58450
24700 41100 65750
27750 45650 73,080
52470 78.500

37190 84,750

“lo o b w|n|a

41910 90.600

8 46630 60300 96450

Percentage of Federal Poverty Level: 10596 %

@ save

RUNAWAY & HOMELESS YOUTH (RHY) ENROLLMENT AT INTAKE

HUD requires additional data collection for the Runaway & Homeless Youth (RHY) program in HMIS. There is a
separate workgroup called “2020 RHY” to manage the RHY program and client information. Be sure to log in
appropriately when working with RHY clients.

You will also complete the following assessments:

e  Basic Care Program (BCP) Enrollment Status Assessment (see above)

e  Employment Assessment

e Health Assessment

e Commercial Sexual Exploitation and Commercial Labor Exploitation Assessment
e  Critical Issue(s) Assessment

e  Formerly Ward of Assessment
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Future Youth Social Security Number Client ID A - -
a/a/2006 444-44-4444 1048344 - -
RHY BCP Status Assessment < @

To determine the number of homeless persons eligible for FYSB in RHY BCP-funded emergency
shelter projects.

RHY - BCP - Status

Collect once at project start for each stay. This element is required to be completed before project

exit.
Date Status Determined:* | plpEiglos: .
Youth Eligible for RHY Services:*  Yes v

Runaway Youth:*  Yes ~

Basic Care Program (BCP) Enrollment Status Assessment — Complete the required data and click “Save” to
continue.

Employment Assessment — The built-in logic will require additional information depending on the client’s
employment status. Click “Save” to continue.

Future Youth Social Security Number Client ID

a/a/2006  444-44-4444 1048344 o8 o
HMIS 2017 Employment Assessment -

Check the appropriate employment status at the time of assessment. If the client is employed.
record the hours worked in the week prior to assessment, and select the tenure of the employment
position. If the client is not employed, indicate if the client is looking for work.

Default Client's Last Assessment @

Assessment Active

Assessment Date:* | 11/23/2022

Employed?* No v
Why Not Employed :* | Looking for work v

Child Education Assessment — Complete the required data and click “Save” to continue.

Future Youth Social Security Number Client ID

4/4/2006 444-44-4444 1048344 C

Child Education Assessment

r
(L

Indicate if the child is currently enrolled in school at the time of assessment. If the child is enrolled,
select the type of school and enter the school name. If the child is not enrolled. enter date of last
enrollment and reasons why the child is not enrolled. Enter any additional comments.

Default Client's Last Assessment @

Assessment Active

Assessment Date:* 1M/23/2022

Highest Grade Completed:* 10th Grade

School Status:* Dropped out ~

Comments:
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Health Assessment - Complete the required data and click “Save” to continue.

Future Youth

a/4/2006  A44-44-4444 1048344 -

ra
La

Health Assessment < @

Select the appropriate general health status. If applicable. you will need to select the appropriate
pregnancy status. If the client is pregnant. you will need to record the due date.

Default Client's Last Assessment @

Assessment Active

Assessment Date:*  11/23/2022 = |

General Health Status:* Fair ~
Dental Health Status:* Fair ~
Mental Health Status:™ Poor ~

Pregnancy Status:* No v

IHCDA

RHY Entry Assessment — The RHY entry assessment is used to collect project entry data for RHY funded projects.

Complete the required data and click “Save” to continue.

Future Youth € c D _—
4/4/2006 444-44-4444 1048344 N
RHY Entry Assessment < @

Assessment Date:* | 11/23/20

~
~
Critical tssue Status*
Unemployment - Family member e :i =
O Yes
Mental Health Disorder - Family member =
i No
Physical Disability - Family member :i'; o
®
® Yes
Alcohol or Substance Use Disorder - Family member ) . o
Insufficient Income to support youth - Family member | :i o
O ves
Incarcerated Parent of Youth - D

@ No

System Use Assessment — Complete all the required data to move forward in the workflow. Be sure to check both
“Systems” and change the default status of “Child Welfare/Foster Care Agency” and/or “Juvenile Justice System”

to “Yes” if the client reports being a ward of that system. Again, the built-in logic may require additional data

depending on the client’s responses. Click “Save” to continue.
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Future Youth

aa0s  A44-A4-2444 1048344  ° B

System Use <8

Enter whether the client has formerty been award of the Child Welfare/Foster Care Agency system or the Juvenile Justice system

ssment Active

Assessment Date” 11/23/2022 F“

[l System Formerty a Ward Of:* Number of Years Number of Months (1-1)
1] Child Welfare/Foster Care Agency Yes v 1to 2 years v =)
1] Juvenlle Justice System Yes v Less than oneyear % 2)

ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program enrollment
with the “Client Enrollment and Client Services” link located in the list of case management tools on the left-hand
side of the client record. To add a service, click “Services” and this will open the Services window where you can
click on “Add New Service” to document a new service.

Q, search € | Ciients / ClientTrack Form @ o @

Shining Star 4 .
(D client Dashboard 7/5/2000 665-55-556565 1048340 =k
Q, Find Cllent Client Services "G
13 Intake
13 COVID-1¥ Intake The clie tory displays below. To record a service, click Add New Service. To record multiple se es. click Quick Services. To edit or

ervice, click Edit Service next to the record.

& COVID-19 Vaccine Intake

+ Add New Service | @ Quick Services
I
» [ client Profile
No records found.
» [3O common Client &
Date 13 Service Units S Total Organization
Envollment and Client 0.00 $0.00

O Enrcliments

(@) Quick Services
I [ services I
You will see the Services home screen where you select the enroliment associated with the service and the service
provided. You can also enter units (1.00 unit = one hour of case management or a bus pass) to track costs. The
comments section can be used for reminders; however, this is not a space for writing case notes. Case Notes will

be covered later in the manual. Please note that services can be tailored to your organization’s needs. If a service
does not appear in your agency’s options, contact the help desk to request that it be added.

When you are finished documenting a service, click on the “Save” button, and you will be taken back to the
Services home screen where you can edit or delete a service you created.

CASE NOTES
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Timely and robust case notes assist you and other case managers at your organization in serving your clients. It is
extremely important that meetings, calls, services, and other relevant information regarding your client are
properly documented in case notes.

Q. search < ClientTrack Forr @ Pl |

Shining Star r = 5 . -
7/5/2000 555-55-5555 1048340
Client Case Notes < @

The client's case note history displays below. To create a se note. click Add New Gase Note. To view or edit a case note. click Edit Gase

Note next to the record. To preview and print case note the Print box next to one or more case

S COVID-1? vaceine Intake
- Add New Case Note Print Selected

No records found

History Date 13 Regarding uUser Organization Print

"D alias History

I [J Case Notes I

v

iR BURBN

il

To add case notes, click on the “Client Profile” link on the left-hand side of the screen. Next, click on “Case Notes”.
Click on the “Add New” button on the upper right-hand side of the screen. Any case notes created for a client are
restricted to case managers within your organization. No one outside of your agency can view your case notes.

Shining Star

752000 555-55-5555 1048340
Case Mote < a8

Complete case note Entry Date. Werify the User recording the note. Enter a brief title or description for the note in Regarding. Complete the case
o the text editor field. If Read Only is checked. no one will be able to delete or edit the case note unless the read only checkbox has been

Entry Date:= | 11/23/2022 e |
User Lori Wood (=5 |

Regarding: * Completed Intake
MNote Type: -— SELECT —- S
Template Option Mot in the st s
Case Note
Client Namea: Shining Star
Met wicl and completed Intake.
T prevew
Read Only: 1

>~
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Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can use the

three dots E beside the case note to:

Shining Star

A
wsi2000  555-55-5555 1048340
Client Case Notes <9
The clie e note history displays below. o create a new case note, click Add New Case Note. To view or edit a case note, click Edit Case
Note next to the record. To preview and print case notes, check the Print box next to ane or mare case notes, and then click Print Selected.
+ Add New Case Note | Print Selected
ult fou
Dateli Regarding User Organization Print[]
° 1/23/2022 [Completed intake Lori Wood My Fake Organization O

Q View Case Note

[ Edit Case Note
W Delete Case Note

e View Case Note
e Edit Case Note
e Delete Case Note

Shining Star

B : 4 ®
/5/2000 555-565-5555 1048340
Client Case Notes <@
The client's case note history displays below. To create a new case note, click Add New Case Note. To view or edit a case note, click Edit Case
Note next to the record. To preview and print case notes, check the Print box next to ane or more case notes, and then click Print Selecta
4 Add New Case Not
result foun
Date |} Regarding User Organization
T/23/2022 Completed Intake Lori Wood My Fake Organization O

You can also select case notes to print by clicking on the “Print” box located in the far column and clicking

on the “Print Selected” button beside the “Add New” button. This will print all the “checked” case notes.

UPDATE/ANNUAL ASSESSMENT

The most common data quality error, and data element with the highest error rate across the different project
types, is Income and Sources at Annual Assessment. This How to guide will help you know how to identify this
issue and correct it. You can also visit the HMIS Manual to review how to properly enter annual assessments thus
avoiding this data quality data in the future.”

First, you need to know that, according to the 2022 HMIS Data Standards on page 15, “— Data elements required

for collection at annual assessment must be entered with an Information Date of no more than 30 days before or
after the anniversary of the head of household’s Project Start Date, regardless of the date of the most recent
‘update’ or any other ‘annual assessment’. Information must be accurate as of the Information Date. The data
collection stage may not be inferred from the Information Date, although the field must have an Information Date
recorded with it. To be considered reportable to HUD as an annual assessment, data must be stored with a Data
Collection Stage of ‘Annual Assessment’. The Annual Assessment must include updating both the head of
household’s record and any other family members at the same time.”
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In our efforts to improve our data quality, we highly encourage HMIS end user to log an annual assessment 15
days prior or 15 days after the anniversary of the project start date instead of the 60-day window mentioned
above. This is to avoid confusion with months that are 31 days long and could negatively impact our data quality if
end-users do not log the annual assessment 30 days prior or 30 days after the anniversary of the project start date.

1. Toidentify the issue, click on the “Clients” icon on the blue left-side menu, find your client, and when you
are in the client’s dashboard click on “Common Client Assessments” as shown below.

el Search { Client Dashboa
0 Client Dashboard 10/19/2014 466-32-7282 1048319 L 8 -
Q, Find Client ,
Chewy Bear's Dashboard
13 Intake
13 COVID-9 Intake Chewy Bear's Information
F COVID-19 vaccine Intake
MName Bear. Chiswy Birth Data
¥ O Client Profile
Gender Male
¥ O Commaon Client Assessments
» [ Other Assessments Ethnicity Mon-Hispanic/Mon-Latin{a)(o)[x) Race
*» (3 Client Enroliment and Client
Services
2. Adrop-down menu will appear. Click on “Master Assessments”.
Q, search < Client Dashboars
Chewy Bear ¥ M a - -0
(I Client Dashboard 10/1%/2014 4466-32-7282 1048319 ' } o
Q, Find Clignt ,
Chewy Bear's Dashboard
13 Intake
13 COVID-19 Intake Chewy Bear's Information
# COVID-19 Vaccine Intake
Name Bear, Chawy Birth Date
» OO client Profile
Gendear Male
b |:| Common Client Assessmeants
[ Master Assessments Ethinieity Nen-Hispanic/Non-Latin(al{a)(x) Race

0O Domestic Violence
[ Barriers
F:I Education - Adult

[ Education - Child

Chewy's Enrollments

3. Locate the annual assessment (it says “Annual” under the Type column) and click on the three dots next to
it.
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Q Search < ’
Chawy Boar rity Murt a
(D Cient Dashboard wheizow  466-32-7282 1048319 :
Q, Find Client Master Assessments
p=! ik
1 COVID-1 Intake Beeloww 12 & list of Master Assassments Ihatl have Deen credled fod [hs clienl. Please use e HMIS workTows Lo 50d or e
F COVID-1% Vaccin ik
& resy| [i
» 9 Chant Profile Date b Program Type ASSESSOM
¥ [ Comimeon Client & E n/23/2022 My Fake Drganization CoC RRH [RAH-RE) Dweniells Jordan Genzales
0 Master Assessments
b NoaS 022 My Fake Organization Coordinated Entry [Ria) Entry Daniolla Jordan Gonzalos
[ Domestic Vislenoe
— A0S/ 2022 My Fake Organization CoC RRH [RAH-RE) Exit Daniglla Jordan Gongales
- | I
r:| Education = Adult s O%/0& 2022 My Fake Organization Coordinabed Entry [Ria) Exit Lol Wood
4. Choose “View Related Enroliment or Applications” from the drop-down list.
Q, Search ¢ i Track Form
Chirary Boar " L a an
[ Client Dashboard 10/ 99 2074 446-32-7282 1048319 )
Q, Find Client Master Assessments
1 intake
13 COVID-19 Intake Below is a list of Mazter Assesoments thal have been created for this clienl. Please use the HMES work Bow
F COVID-9 Vaceine intake
& r
» [ Client Profile Duate | Program Type Assessor
w [ Comman Chont Assossments a /25,2033 My Fake Organization CoC RRH [REH-RE) Annusl  Danlella Jordan
[ Master Assessments = W |
ated Entry (R1a) Entry Daniella Jordan
3 Domestic Vi
- - FeH [RetH-RE] Exit Daniella Jordan

5. If the annual assessment has been completed by filling out the guidelines listed in the HMIS User Manual,
then the annual assessment will be attached to the appropriate enroliment as shown below.

466-32-7282 1048319 2+ 8 ©

(I Clent Daskiboaa
Q Find Client Assessment Links
3 Intake
3 COVID-19 Intake Below are the reconds wnder which this assessment has been linked. The Type of recond and Assessment link type can be us
siver rmcosds
F COVID=-19 Vacci
1 i
- s Prafi
o Assessment Type Recard Type Link Description
w L* Lk
[ Master Assessmants Anrusl Enscliment My Fake Organization CoC R [FRH-RE)
3 Deer
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6. If thisis not the case, then you will not see this and you will need to correct the annual assessment, only if
it is within the 60-day window of the project start date. If you can correct this issue, please complete an
“Annual Assessment” by following the directions in the next section of this manual “Add New Annual
Assessment”

7. If you are attempting to enter an annual assessment outside the 60-day window mandate from HUD,
meaning, 30 days prior or 30 days after the anniversary of the Project Start Date, then you will get a
warning message that reads “The assessment data is out of the 60-day window of the annual
assessment, Gummy Bear’s Anniversary date is 11/23. Setting an anniversary outside the 60-day
window may cause data quality and reporting errors” as shown below.

Search ‘ @ .

Assessment For - a ar vq S
312-98-0478 048318

Enroliment '
(1263) Universal Data Assessment
-
/
& Arrusl Assesuments

ADD NEW ANNUAL ASSESSMENT

First, you need to know that, according to the 2022 HMIS Data Standards on page 15, “— Data elements required

for collection at annual assessment must be entered with an Information Date of no more than 30 days before or
after the anniversary of the head of household’s Project Start Date, regardless of the date of the most recent
‘update’ or any other ‘annual assessment’. Information must be accurate as of the Information Date. The data
collection stage may not be inferred from the Information Date, although the field must have an Information Date
recorded with it. To be considered reportable to HUD as an annual assessment, data must be stored with a Data
Collection Stage of ‘Annual Assessment’. The Annual Assessment must include updating both the head of
household’s record and any other family members at the same time.”

In our efforts to improve our data quality, we highly encourage HMIS end user to log an annual assessment 15
days prior or 15 days after the anniversary of the project start date instead of the 60-day window mentioned
above. This is to avoid confusion with months that are 31 days long and could negatively impact our data quality if
end-users do not log the annual assessment 30 days prior or 30 days after the anniversary of the project start date

November 2022 HMIS User Manual 46


https://files.hudexchange.info/resources/documents/FY-2022-HMIS-Data-Standards-Manual.pdf

IHCDA

1. From the Client’s Dashboard screen, click on the three dots (action icon) located to the left of the
enrollment you are adding the annual assessment to.
2. Next, select “Update/Annual Assessment”.

Enroliment
Description Case Members Project Start Date |2

~ Active
~ PH - Rapid Re-Housing
My Fake Organization CoC RRH (RRH-R8) 1 111772021

i Add Household Member

i2: Vlew Case Members

& Exit the Enrollment
[# Edit Enrollment 3 4 06/14/2022
W Edit Project Entry Workflow

1B Review Entry Assessments
"D Update/Annual Assessment

3. The “HUD Program Enrollment” screen will display. Select “No Changes” in the bottom right corner of
the screen.
4. Next, is the “Type of Assessment” screen where you will select “New Annual Assessment”

Marco Pola Social Security Number Client ID a &

8/26/1999 ??7?-?7-4428 1048322

Assessment For
Enrollment *
(1263)

© Enroliment
~ ¥ Polo, Marco
@ Type of Assessment
O (not complete)

Assessments

Il Pause X Cancel

[ Mew During Program Enroliment/Update
Assessment

Type of Assessment
I 3O WNew Annual Assessment

5. Complete the “Universal Data Assessment” then select “Save”

Marco Polo  Social Security Number Client ID
v =Y =]

8/25/1999 PP?P-77-4428 1048322

Universal Data Assessment

Camplote the infarmation below related to the selected client's housing status and other relevant information. Note: Because 3.917 reflects real time data entry as described in the Data Dictionary,
the Default Last Assessment button will net bring in any 3217 data. Changing any project setup data with existing enroliments may affect or break the logic for 2917, 2.217 may not always show as

expected because of changed setup data or missing required data links

Default Client's Last Assessment @

Assessment Date: * | 11/28/2022 \il

Age at Assessment: 23
Annual =
Assassar* | Lori Wood \il
Program: My Fake Organization GoG RRH (RRH-RE) =

Living Situation

Identify the type of residence and length of stay at that residence just prior to (iLe., the night befare) program admission

Floase indicate whether or not the client is cavered by health insurance. If so. you will be able to record health insurance sources for the client.

Default Last Insurance Status

Covered by Health Insurance:*  No ~
(] Type Status Reason No @ Other Coverage
Private No ~ -~ SELEGT - -
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6. Complete the “Income and Sources, Non-Cash Benefits” assessment then select “Save and Close”

Marca Polo s Security Numbsr  CHent 1D e
s2sws0  777-77-4428 1048322
Income and Sources, Non-Cash Benefits <@

Indicate below the client's sources of monthly income. non-cash benefits and expenses.

Tha following instr auoted from the HMIS Data Manuat

esant has

orm, bist ot ot know the Exact amoUnt, 3 “Yes” respanse should e recorded for both the oversil income quEstion and the specéic source, and the Incom amaunt shaukd e

i Child should ba recorded a5 part of household Incoms un

the Head of Housenold.
mambars. Projects may choose

ents. Projects collecting data through e
o they r

lan date (Le. have not basn spesifically tarminatad). As an exampia. if a client's smploymant has
heck was 2
& from the job the

uid be “Na? As a further examle.
orking 20 hours par waek for ST2.00 an ha

assemment oot wanozz [

Income from Any Sourca:* Mo v
Nan-Cash Benefits from Any Sourca*  No -
Expenses: - SELECT — ~ 0

7. To finish the “Annual Assessment” click the “Finish” box as seen below

Marco Polo
Assessment For T

Enrollment ¥
(1263)

@ Ennoliment

Client ID

1048322 g

@ Polo, Marco

MPausz X Cancel

You're done!
All required steps have been completed.

8. You will now see the “Annual Assessment” reflected under “Common Client Assessments”/” Master
Assessments” on the Client’s Dashboard.

Marco Polo Social Security Number
Client Dashboard B8/25/1999 RPPP=-P?P?-AA428

Find Client
Marco Polo's Dashboard

o
Qo
T3 Intake
11 COVID-19 Intake Marco Polo's Information
e

COVID-19 Vaccine Intake

~ [ Common Client Assessments

C3 Master Assessments

o Barriers
Marco's Enrollments
2 Education - Adult
I Education - Child
= Employment
Co Financial Evaluation Enroliment
Description

Financial Assessments
(o] ~ Active
Co Universal Data

~ PH - Rapid Re-Housing

C3 Self Sufficiency Matrix

- My Fake Organization CoC RR
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Marco Polo
8/25/1999

Torraszs  tosss2 O O

Master Assessments

Below is a list of Master Assessments that have been created for this client. Please use the HMIS workflows to add or edit assessments.

Date | Program

‘ 1/28/2022 My Fake Organization CoC RRH (RRH-R8)

After completing all the updated assessments for the head of household, you will be prompted through the

1/23/2022 My Fake Organization ES (ES-R8)
06/14/2022 My Fake Organization ES (ES-R8)
1/17/2021 My Fake Organization CoC RRH (RRH-R8)

4 results found.

Type Assessor
Annual Lori Wood
Exit Lori Wood
Entry Lori Wood
Entry Lori Wood

Comments

IHCDA

AssessID |1
1971945
1971943
1971892

1971944

assessments for all enrolled household members. The adult assessments will look like the head of household’s

assessments. The Update/Annual Assessment will look differently for children.

PROGRAM DISCHARGE

When a client has transitioned from your project or is no longer receiving services for any reason, you will

discharge the client from your program in ClientTrack with the following steps:

Go to the client record.

Marco's Enrollments

~ Active

Ca:

Project Housing
Enroliment Case Start Date Mowve-In
Description Members 154 Date

~ Emergency Shelter
My Fake 1 06/14/2022

Add Household Member

1B Edit Project Entry Workflow

1B Review Entry Assessments

"D Update/Annual Assessment

1 result found.

Project Enroll

Exit Assessment
Date |2 1D
1971892

Asse:

On the Client’s Dashboard, click on the three dots (action icon) beside your project enroliment. Select

“Exit the Enrollment” in the drop-down list and complete the information for the Exit workflow and save

as you go.

On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit Reason,” and

whether to “End Case Assignment.” Please note that all fields with an asterisk * are required.

HUD Program

Exit

& Exit Enroliment

=

Enrolliment Exit

he Exit Date and
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HMIS UNIVERSAL DATA ASSESSMENT FOR EXIT WORKFLOW

Complete the required information and click “Save” to continue. NOTE: If the client’s information has not changed
during the enrollment period, you may click on the “Default Client’s Last Assessment” button which will populate
the fields with the most recent client assessment information.

Marco Polo Social Security Number Client ID A - .
8/26/1999  277-77-4428 1048322 L
Universal Data Assessment <« @

Complete the information below related to the selected client’s housing status and other relevant
information. Note: Because 3.917 reflects real time data entry as described in the Data Dictionary.
the Default Last Assessment button will not bring in any 3.917 data. Changing any project setup data
with existing enrollments may affect or break the logic for 3.917. 3.917 may not always show as
expected because of changed setup data or missing required data links

Default Client’s Last Assessment @
Assessment Date:*  11/23/2022

Age at Assessment: 23
Assessment Type:*  Exit ~
Assessor:*  Lori Wood IE]
Program My Fake Organization ES (ES-R8) ~

Living Situation

Identify the type of residence and length of stay at that residence just prior to (i.e.. the night before)
program admission.

Health Insurance

Please indicate whether or not the client is covered by health insurance. If so, you will be able to

HMIS BARRIERS ASSESSMENT FOR EXIT WORKFLOW

You will be required to complete the HMIS Barriers Assessment at exit. The built-in logic may create additional
required fields. Select a barrier by clicking on the box beside it if a barrier is present at exit. If the client has no
changes in barriers since their most recent assessment, click on “Save & Close” in the lower right-hand corner.

MarcoPolo  So ecurity Number  Client ID a8 .
8/25(1999  777-77-4428 1048322 . -
Barriers < @

Use this form to identify whether a client has each individual barrier or not. The Clients last assessment is displayed as a default. You may. optionally, click Previous Barriers Detail to view information about the defaulted records or

click View Barrier History to review all previous barriers.
»~ View Barrier History

Assessment Active

Identified Date: *  11/23/2022

Screen: | HMIS Barriers v
Disabling Condition:  Yes v
Barrier Condition is
O Barrier 1% Help Present?* Indefinite Explanation Previous Barrier Details
Alcohol Use Disorder @ Yes ~ Yes ~ Previous Barrier )
Developmental Disability ® No ~ Previous Barrier )
Drug Use Disorder @ No ~ Previous Barrier )
HIV/AIDS o] No v Previous Barrier 9

Mental Health ® No v Previous Barrier =
B save e & Close I
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INCOME AND SOURCES, NON-CASH BENEFITS FOR EXIT WORKFLOW

Complete the Financial information for the head of household at exit and document any changes to the household
income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when finished.

Marco Polo Social Security Number Client ID

s/ 277-27-4428 1048322  ° 8 O

Income and Sources, Non-Cash Benefits < @

Indicate below the client's sources of monthly income, non-cash benefits and expenses.

The following instructions are quoted from the HMIS Data Manual

= When a client has income, but does not know the exact amount, a “Yes” response should be recorded for both the overall income question and the specific source, and the income amount should be estimated.

« Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household, unless the federal funder in the HMIS Program Specific Manual instructs otherwise. Income should
be recorded at the client-level for heads of household and adult household members. Projects may choose to collect this information for all household members including minor children, as long as this does not interfere with
accurate reporting per funder requirements. Projects collecting data through client interviews should ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of
income they receive.

Income data should be recorded only for sources of income that are current as of the information date (i.e. have not been specifically terminated). As an example, if a client's employment has been terminated and the client has
not yet secured additional employment, the response for Earned income would be “No." As a further example, if a client’s most recent paycheck was 2 weeks ago from a job in which the client was working full time for
$15.00/hour, but the client is currently working 20 hours per week for $12.00 an hour, record the income from the job the client has at the time data are collected (i.e. 20 hours at $12.00 an hour).

Default Last Assessment

Assessment Active

Assessment Date:*  11/23/2022

Income from Any Source:*  No v
Non-Cash Benefits from Any Source:*  No v
Expenses:  -- SELECT -- v 0

® Save and Close

+ Income and Sources, Non-Cash Benefits aLo 8l E

Income

LJ Type & Description & Am’\’:)TJrrI\lthy Restriction @* «
B Earned Income
O Self Employment
m Worker's Compensation
(D Unemployment Insurance
O Other Pension
O Supplemental Security Income
O Social Security Disability Income
m Retirement (Social Security)
O Veteran's Pension
O Veteran's Disability Payment
@
= ohi supper
O Other Income
Count/Total Monthly Income 0 $0.00

Definitions of Sources of Income

November 2022
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o Self-Employment

e Worker’s Compensation — Income for an individual who has been injured on the job

e Unemployment Insurance — Unemployment benefits from the State

e  Other Pension— Income from a private employer or military retirement pay

e  Supplemental Security Income — A federal program providing additional income for older and disabled
individuals with little to no income stream

e Social Security Disability Income — A monthly compensation to individuals who can no longer work due to
their medical conditions

e Retirement (Social Security) — Income payment provided by government for individuals who qualify

e Veteran’s Pension

e Veteran’s Disability Payment

e  TANF —-Temporary Assistance for Needy Families

e  Child Support — Income received from one parent to another to care for children
e Other Income — Any income not previously listed

Non-Cash Benefits

Type & Description Amhgmt(hly Restriction (g*
v Food Stamps/Money for food on benefits card AN | || Restrict to MOU/InfoRelease v D

Special Supplemental Nutrition Program for Women, Infants, and Children Restrict to MOU/InfoRelease v

TANF Child Care Services Restrict to MOU/InfoRelease v

TANF Transportation Services Restrict to MOU/InfoRelease v

Other TANF-funded Services Restrict to MOU/InfoRelease v

Other Source Restrict to MOU/InfoRelease v

! Deprecated in 2017 (HMIS v6.1) Count/Total Monthly Income: 1 $200.00

Restriction: Restrict to Organization (2]
®) Restrict to MOU/InfoRelease

@ Save and Close

e Food Stamps/Money for Food on Benefits Card — Monthly payments issued by the government to

Definitions of Non-Cash Benefits

persons with low income that can be redeemed for food at stores.

e Special Supplemental Nutrition Program for Women, Infants and Children (WIC) — A program geared
toward supplying nutritional food for at risk pregnant women and their families.

o  TANF Child Care Services — Childcare funding assistance

e Other TANF Funded Services

e  Other Source — Any source not previously listed

HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT EXIT

Complete the required information on the HMIS Universal Data Assessment at exit for the child and click “Save” to
continue
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Mika Polo curity Number Client ID

Social Security -
*  e/zone 246-87-9879 1048347
Universal Data Assessment < @

HUD Program
Exit

© Exit Enrallment

> @ Exit Assessments
al tima data entry s describad in ata Dictionary,
S LR D r ¥ break the logic for 3.917. 3917 may ways show as
o D expectad because of changsd setup data or missing required data links
© Exit Enroliment
& Exit Assessments
Assessment Date:* | 172872022 | @ |
" Pause x cancel Age at Assessment: &
Assessment Type:» [EXiE =
Assessor:* | Lori wood [a]
Prograrm: My Fake Organization ES (ES-R8) ~
Health Insurance
Flease indicate whether of not the client is Govered by Nealth insurance. If 5o, you will b8 SBI to Fecord Nealth insuraNce Sources for the client.
[ ———
Coverad by Heaith insurance:* [ Na -]
O Tvee Status Reason No @ Other Coverage
Frivate Na < -~ sELECT -- -
Frivate - Employer No ~ seLEGT -
Privata - individual No < - sELEGT - -

Madicara Na - -8R FCT - - -

HMIS BARRIERS ASSESSMENT FOR CHILD AT EXIT

Complete the Barriers Assessment for the child at exit. If no barriers are reported, click “Save & Close” to continue
in the workflow.

Mika Polo Social Security Number Client ID

o @ £3
11/5/2016 246-87-9879 1048347
Barriers < @
Use this form to identify whether a client has each individual barrier or not. The Client
information about the defaulted records or click View Barrer History to review all previo
- View Barrier
Assessment Active
identified Date:* | 1/28/2022 | @ |
Screen: HMIS Barriers ~
Barrier Condition is
Barrier 1% Help Present?™ Indefinite Explanation Previous Barrier Details.
Alcohol Use Disorder @ No - ] -
Developmental Disability @ No - =] =
Drug Use Disorder ® No ~ (] =]
HIV/AIDS @ No ~ (] k=)
Mental Health @ No ~ [} ks
Physical Disability @ No ~ —J k=)
Chronic Health Condition No ~ (| k=]

& save @ Save & Close

COMPLETING THE EXIT WORKFLOW

When you have completed all exit assessment for all household members, you will be asked to finish the exit
workflow. Click “Finish” to complete the discharge for your clients.
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Marco Polo

HUD Program O oD

Exit

Exit Enrollment

277-77-4428 1048322

> & Exit Assessments

> ©@ Polo. Mika

I Pause X Cancel

You're donel

All required steps have been completed.

n

IHCDA

Q Finish

You will then return to the client dashboard where you can see the project exit dates as seen below. If you also

selected “End Case Assignment” on the exit workflow, you will see that your status has changed to “Inactive” on

the client dashboard under “Case Manager Assignments.” If you forgot to click on the box beside “End Case

Assignment” during the exit workflow, you can click on the three dots (action icon) beside your name under “Case

Manager” to edit your status to “Inactive” to remove the discharged client from your case load.

sy 39P-77-A428 1048322 sk
Marco Polo’s Information
Name  Polo, Marco
Gender M
Ethnicity.  Nan-Hispanic/Nan-Latin(a)(e)(x)

Marco's Enroliments

Enroliment
Description Case Members  Project Start Date |
~ Active

~ PH - Rapid Re-Housing
1172021

My Fake Organization CoC RRH (RRH-R8) 1 11/30/2021

I 2

I we My Fake Organization ES (ES-R8) 06/14/2022

Case Manager Assignments

Birth Date

Housing Move-In Date

1result found.

Case Manager Begin Date 1 Status

Lori Wood 06/14/2022

Inactive

Unique Program Requirements at Exit

End Date

1172312022

[T
=
8/25/1995 Age 23
Veteran: Mo
Asian or Asian A un. Native Hawailan or Pacific Isiander
=
ung
——
Project Exit Date 11 Enroll o Exit 1D Exit Last Assessed
1971944 1172812022
11282022 1971892 1971946 Rental by clientina  11/28/2022
pub
——
=
All Associated
Enroliment Enroliments
My Fake Organization ES (ES-R2) ®

There are variations in data requirements for different program exits. Below are screenshots of the unique

discharge requirements during the exit workflow for the following programs:

1. PATH
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2. HOPWA
3. RHY

PATH AT EXIT

The client’s Connection with SOAR will be asked again at exit. Complete the information and click “Save” to
continue in the exit workflow.

. e . . "
E‘;—:E (Pl x  on 234-78-4637 1048314 = L
SOAR Connection

he Gonnection with SOAR for the cliont ol

Default Client's Last Assessment @

\ant Active

202022 [ )

Enter the Current Living Situation information for the client and click “Save” to proceed in the exit workflow. This
will conclude the PATH specific data requirements for a client at exit.

lumber =) ~
6/14/1998 234-78-4637 1048314 = =

Current Living Situation

the Clients Current Living Situ in tion below. If des
ol

record a contact by checking the Record Contact and filling out the in;

ation for the contact. Also othe

be
Information Date:* | 11/28/2022 | @ |
Enreliment 03/29/2022 - 17/28/2022 - My Fake Organization PATH [SO-R8)
Gurrent Living Situation Information
Current Living & - Other -

Location Detail:  RRH Apartment

=
Record Contact:
Contact Service Information
Contact Service:* | PATH - Contact ~
My Fake Organization ~
Us [}
=

HOPWA AT EXIT

A completed “HOPWA Medical Assistance Assessment” will be required at exit for HOPWA.
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Happy Friday Social Security Number Client ID o & o
8/8/1988 888-88-8888 1048343 ) -

HOPWA Medical Assistance Assessment < @

e

The medical assistance assessment is primarily used to determine whether HIV positive clients are accessing medical assistance benefits for which they may be eligible. Medical assistance data is

required for clients with HIV/AIDS who are enrolled in a HOPWA-funded program.
Default Client’s Last Assessment

Assessment Active

Assessment Date:*  11/28/2022

O Medical Assistance Type Status* Reason No (if applicable)

Receiving Public HIV/AIDS Medical Assistance Yes ~ k]
Receiving AIDS Drug Assistance Program (ADAP) Yes ~ 2
Receiving Ryan White-funded Medical or Dental Assistance No ~ -- SELECT -- v ba}

T-Cell Count and Viral Load data will also be required at exit for the client when being discharged from HOPWA.

Happy Friday Social Security Number Client ID a = :

8/8/1988 888-88-8888 1048343 -

T-cell/Viral Measurements < @

v

This data, as is all HIV/AIDS data, is confidential, covered under special law., and may not be shared without the expressed consent of the client. Providing the information is completely voluntary on
the client's part and failure to report (i.e. client doesn't know or client refused) will not be considered in data quality for either the CoC or the HOPWA program.

Assessment Active

Assessment Date:*  11/28/2022

T-cell (CD4) Count Available:*  Yes ~
Viral Load Available:* = Undetectable ~
Date Measurement  Value How was the data obtained
*
Viral Load bl

11/28/2022 T-cell Count Client Report ~ b2

o 1313 1500
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A Housing Assessment will be required at exit for HOPWA clients as seen below. This will complete the HOPWA

program specific data requirements at exit.

Happy Friday Social Security Numbe Client ID & -
8/8/1988 888-88-8888 1048343 i
Housing Assessment

Use this form to collect the client's housing assessment disposition at exit
Assessment Active

Assessment Date:*  11/28/2022 =] ‘

Housing Assessment at Exit:*

RHY AT EXIT

Moved in with family/friends on a permanent basis

In addition to the standard exit assessments, RHY clients will complete the following exit assessments:

e Employment Assessment
e Health Assessment
[ ]

Project Completion and Actions Assessment

Employment Assessment — The built-in logic will require additional information depending on the client’s

employment status. Click “Save” to continue.
Future Youth Social Security Numbe Client 1D A o
4/4/2006 444-44-4444 1048344 -

HMIS 2017 Employment Assessment

Check the appropriate employment status at the time of assessment. If the client is employed, record the hours worked in the week prior to assessment. and select the tenure of the employment
position. If the client is not employed, indicate if the client is looking for work.

Default Client's Last Assessment @
Assessment Active

Assessment Date:*  11/28/2022 (= ‘

Employed?* Yes

Type of Employment:* Full-Time

Health Assessment - Complete the required data and click “Save” to continue.
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Future Youth ial Security Number Client ID

as2006  444-44-4444 1048344

Health Assessment

Select the appropriate general health status. If applicable, you will need to select the appropriate pregnancy status. If the client is pregnant, you will need to record the due date.

Assessment Date:

General Health Status:*

Dental Health Status:*

Mental Health Status: ™

Pregnancy Status:

Default Client's Last Assessment @

Assessment Active

1/28/2022

Good v
Good v
Good v
No v

IHCDA

RHY Exit Assessment — The built-in logic will require additional information depending on the client’s responses.
To move forward on this assessment, click all the “Actions” and change the default “Action Status” to “Yes” for

those follow up items accomplished. Click “Save” to complete the workflow.

Future Youth cial Security Number Client ID
afa/2006  A44-44-4444 1048344
RHY Exit Assessment

Use this assessment to collect RHY required data related to a client’s exit from a RHY funded program. This assessment should be used in an exit workflow.

Assessment Date: ™

Project Completion Status:™

Commercial Sexual Exploitation/Sex Trafficking

Ever received anything in exchange for sex (e.g. money, food, drugs,*
shelter) :

Inthe last three months:*
How many times: *

Ever made/persuaded/forced to have sex in exchange for*
something:

In the last three months:*

Labor Exploitation/Trafficking
Ever afraid to quit/leave work due to threats of violence to yourself,*
family, or friends:

Ever promised work where work or payment different than you™*
expected:

Felt forced, coerced, pressured or tricked into continuing the job:*

In the last 3 months:*

November 2022

1/28/

Compl

Yes

No

4-7

Yes

No

s

Assessment Active

2022

leted project
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Counseling Assessment — To be collected at exit for all adults and heads of household.

Future Youth Social Security Number Client ID

aj2006  444-44-4444 1048344

Counseling Assessment

Counseling Assessment - to be collected at exit for all adults and heads of household.

Default Client's Last Assessment @

Assessment Active

Pre-Exit

Assessment Date:*  11/28/2022

Counseling received by client:* = Yes v
Type(s) of Counseling Received:* ¥ Individual 4
Family

Group - including peer counseling
Number of sessions received by exit:* 15
Total number of sessions planned in youth's treatment or service 30

plan:

Post-Exit

A plan is in place to start or continue counseling after exit:* Yes v

Safe and Appropriate Exit Assessment — Complete the information related to the selected client’s safe and
appropriate exit assessment and other relevant information.

Future Youth Social Security Number Client ID

4/4/2006 444-44-4444 1048344
Safe and Appropriate Exit

Complete the information below related to the selected client's safe and appropriate exit assessment and other relevant information.

Default Client's Last Assessment @

Assessment Active

Assessment Date:*  11/28/2022

Exit destination safe - as determined by client:* Yes ~
Exit destination safe - as determined by the project/caseworker:* Yes v
Client has permanent positive adult connections outside of project:* Yes v
Client has permanent positive peer connections outside of project:* Yes ~
Client has permanent positive community connections outside of * Yes v
project:

IHCDA

< ®

BASIC REPORTS

SERVICE SUMMARY REPORT

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a specific
program. You can run a Service Summary Report a variety of ways to extract specific service information from client
records, for example services rendered in the month of December or Case Management Services provided for the

year, etc. Most often the Service Summary Report is used to submit for reimbursement.

To Run a Service Summary Report:
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™
e  Click on the “Reports” icon found in the left-hand menu.

Q, Search o

[II] Dashboard
4 Quick Services - Multiple Clients
Recent

Files on Server

> Thy My ClientTrack

» C3 Project Descriptors

> x5 Global Administration

e  Click on “Service Reports” found in the left-hand menu. Next, click on “Service Summary”

Q, Search

By Name Lists
HMIS Exports
HMIS Reports

Administrative Reports

Enrollment Reports
Referral Reports

Reports

[}
[}
B}
B}
> [3J Client Reports
[}
[}
=
B}

Service Reports

B Frequently Served Clients

ﬁ Service Summary
Zip Code & County

B Clients Served

B Reason for Service

B Family Size & Income

B Service Demographic Totals
E Family Demographics Totals

B Service By Provider

e Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)
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Reports / ClientTrack Form @ a8

Service Summary Report < @
For help relating to this report, click the Help icon @ in the top right area of this form. For general help, click the Help Topics link in the top right area of this application.
Saved Report Settings
To use saved report settings, select the desired settings description. To save the settings for a new report, select Save Settings. type the description of the settings in the Save As field, select the report settings, and run the report. The saved
settings will appear in the list the next time you access this screen.
Saved Report Settings: - SELECT-- w
Date Range
Indicate the time period for this report. Only records that fall within the date range you select will be included.
Predefined Date Range: Current Month v
Service Date Between:*  11/01/2022 nd 11/30/2022
Organization(s)
Indicate which organizations should be included in the report by selecting each organization separately, or click the ¥ icon to select all. Note: The list only shows organizations you are authorized to view.
Organization():* & Betterway v
AMother's Hope
Advantage Housing Inc
AIDS Ministries Elkhart
AIDS Resource Group Evansville
<@

Service Summary Report

Program(s)
Check the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected above. Indicate which programs should be included in the report by selecting each program

separately, or click the ¥ icen to select all.

Program(s): ilter by Program(s)

My Fake Organization CoC RRH (RRH-R8) .,
My Fake Organization Coardinated Entry (R1a)
My Fake Organization ES (ES-R8)
My Fake Organization HOPWA(PSH-RE)
My Fake Organization PATH (SO-R8)

Grant(s)
Check the box to limit report results by selected grants. When checked, the list displays grants that belong to the organizations you selected above. Indicate which grants should be included in the report by selecting each grant separately, or click

the & icon to select all.

Grant(s): [ Filter by Grant(s)

Services

Select the specific services for the report, or leave the field blank to run the report for all services. NOTE: The services in this list are filtered according to the organizations and funding sources selected above.

Services: [ Filter by Services

User(s)
Check the box to limit report results by selected users. When checked. the list displays users that belong to the organizations you selected above. Indicate which users should be included in the report by selecting each user separately, or

¥ iconto select all.

User(s): [ Filter by User(s)
Service Summary Report
Housing Status

You may filter the resuits by cllents with specific housing statuses.

Housing Status: (] Filter by Housing Status

Client Age Range

Identify whether the results should be filtered by an age range.
Filter Results by Age: [ @

State, Counties & Zip Codes

Select cllents' state(s), county(les) and/or zip code(s) to limit the report area. If no options appear In the pick list, your local administrator may need to set them up for the Organization(s) selected above.

State(s)/Territory(ies): [ ] Filter by State(s)/Territory(ies)

Counties:  [_] Filter by Countic

Zip Code(s): ] Filter by Zip Code(s)

First Time Served
Select an option to show only the clients that have been served for the first time by a particular organization, in the entire system, or choose "N/A" to view all repeat clients.

First Time Served: @ N/A

O By Organization

O In the System
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Additional Filters

Only Include Services with Direct Enroliment Reference: ]
Only Include Direct Services: ]
Include Scheduled Services:  []
Only Include HIV Cases: [
Only Include AIDS Cases: [

Sort Settings

Sort By:* O Name
® Date
Grouping

Group Results by Orgs |
Do Not Provide Grand Totals: [ ]
Hide Filter Criteria: [ ]

B Schedule Report. [ Cancel l

e Complete the date range — There are a couple of options for setting the date range. You can select from
the “Predefined Date Range,” though this may not provide you the exact dates you need. You can fill in
the dates found below this labeled “Between.” The first date box is the beginning date, and the second
date box is the ending date, for example, 01/01/2016 and 12/31/2016. This will give you all the clients in
your program for the entire year of 2016.

e  Filter by “Programs” — Select the “Program” you want to run a Service Summary for by clicking on the
name in the box. A green check mark should appear to show that you have successfully selected a
program. You can run multiple programs on the same report. Simply select more than one “Program” by
clicking on the name in the box. Again, you will see the green check mark to indicate you have selected it.
To deselect a program, simply click on it again and you will see the green check mark disappear.

e You may Filter by Services, User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s) and
more — Select a variety of parameters to extract more specific service data from clients your organization
has served. Most of these selections will allow you to select more than one option in the box. Again,
simply click on the option in the box and a green check mark will appear. To deselect an option, click on it
again and you will see the green check mark disappear.

e Click on the “Report” button found in the bottom right-hand corner of the screen. You should see your
Service Summary Report pop up in a new window within seconds. You can export your report to a pdf file
for email transmission or record-keeping by clicking on the PDF icon located in the menu at the top of the

page. (Click on the floppy disc and the save options appear in a drop-down list. Excel, Excel Data, PDF, and
Word) Click on PDF

Service Summary Report

@ < [ e > ‘ B = | [ e = B ®

Excel Data

Service Summary POF

11/1/2022 to 11/30/2022

).(
Word A ClientTrack™
Report Criteria:
Organizations: My Fake Organization
Programs: My Fake Organization Do (Eamrre

First Time Served: N/A

Undu 3 Total =

Servic = P. Children = Individua
e Total : Client in Adults in  Seniors in = Is in

Service * Entries Units = Value s Families ¢ Families Families Families Families
Case management 1 1.00 $0.00 1 1 1 1 a 2
CE - Case Management 2 200 $0.00 1 1 1 1 a 2
Referral 1 000 $0.00 1 1 o 3 o 3
Duplicated Total a 300 $0.00 3 3 z 5 a 7

Total

Service Undup Children in Adults in  Seniors in  Individuals

Entries Units. Total Value Clients il il ili il in ili
Unduplicated Totals a 3.00 $0.00 3 3 2 5 o 7

Lori Wood

ClientTrack™ Reports Page 1 of 1 11/28/2022 1:38 PM
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ANNUAL PERFORMANCE REPORT (APR) AND CONSOLIDATED ANNUAL PERFORMANCE AND

EVALUATION REPORT (CAPER)

Running the Export

1. Login under “2020 HMIS User” and click on the file icon on the left-hand side menu as shown below to

access the “Reports”.

Q, Search

[ Dashboard

23 Recent

v=— Files on Server

> ¥ My ClientTrack

> 3O Project Descriptors

< Hom User Dashboard

Daniella Jordan Gonzales
2020 HMIS User

ra
Ld

My Fake Organization

4 Quick Services - Multiple Clients Melcome Daniella Jordan Gonzales]

HMIS News

COVID-19 Vaccine Assessment is LIVE!
Hello HMIS end users,

The HMIS team is very excited to announce the implemer
ClientTrack system. In this assessment, you can track the

2. Oncein the “Reports” workspace, click HMIS Exports from the white left-hand side menu as shown below.
Make sure the white left-side menu is expanded by clicking on the back arrow at the top. A drop-down menu
will appear. Select “CSV APR -2022" or “CSV CAPER - 2022” as shown below.

(%) Data Explorer

Y= Files on Server

> O By Name Lists
v [ HMIS Exports
B APR/ CAPER Review

[+ CSVAPR - FY2020

Eo CSV CAPER - FY2020

CSV APR - 2022

CSV CE APR - 202

B+ CSVCAPER - 2022

Setting Export Parameters

November 2022

Q Ssearch - s

rn
d

Files on Server

Displayed below is a list of the files available for you to download. File
download it. To remove the file, click the delete link. Once deleted, th
used in an import.

View the status of export or import tasks.

HMIS APR_CAPER 2022
Validation_20221115143827 _TaskiD_154797.exe

HMIS APR 2022 Export _20221115143706_TasklD _154796.exe
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3. Set up the export parameters by entering the date range with a predefined option in the drop-down list or
enter the date range in the “Begin Date” field. Your organization will auto populate.

Q, Ssearch

> O By Name Lists

CSV APR - HMIS 2022 Standard

-- SELECT -- ~

Saved Report Settings:

v 3O HMI

S Exports

Bs CSVAPR-F

B APR/ CAPEfReview

Date Range

Indicate the time period for his r

eport. Only records that fall within the date range you select will be included

Since This Date, Last Year

B+ csv CAPER JFY202 Date Range List

[E+ csvAPR - 2822 Begin Date 1/16/2021 8 [to 111672022 =)

Bs CsvCE APR]

E. csvcarer 2022 Organization

B+ Csv Export 20 h organizations should be included in the report by selecting each ation separately, or click the ¥ icon to select all.
ations you are authorized to view. Only enroliments created by the Organiz: selected here will be included in the export

%) HUD XML Exllort -

A Better Way

E» cs
E
B
B,

Organization: *

AIDS Ministr

RHY Export

AIDS Resource Group Evansville

4. Select the “Project Type” and “Project (Name)” for the export. Also select “Generate Validation File” by

clicking on the checkbox. A check mark should appear when this option is selected successfully.

CSV APR - HMIS 2022 Standard « 8

[ F by Gra
B oo APER Riview
B+ CsvaPR - FY20@0
B+ CSVCAPER - Fr2020
B csvaPR - 2022 Jont
[Es CSVCEAPR - 2022 Project Type: ter by Project Type

CAPER - 2022

E- csv

SW Export 2022

tation File: I

box will generate a 5.

" this aparate task to genarate a v
art. THIS MUST .

5. Click on “Run Export” in the bottom right-hand corner to begin the data export for your program.

Accessing Export Files & Report Preparation

6. An “Export Encryption” window will appear where you set the “Password” to protect the files. Enter a
password and click “Done” to continue with the export
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Export Encryption a

If you encrypt the export, the generated exports will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the password you provide. Strong passwords are not
enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export, the file exported may contain person identifying
information in plain text. All appropriate cautions should be exercised to ensure the protection of
this information.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should always be enclosed
in double-quotes.

Encrypt Export:
Password:*  ssseseees

Confirm Password: * = ssssssses

Include Hea'er Row in CSV File(s):

Always Quote CSV Values(s): [

7. A pop-up will appear “Your export has been queued and will be processed at the next available time.”
Click “OK”

clienttrack.eccovia.com says

Your export has been queued and will be processed at the next
available time.

8. NOTE: It takes approximately 20 — 30 minutes for the report to load. To check the status of your report, click
“Files on Server”.
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Q Search < Reports / ClientTrack Form

&) Data Explorer

é’ i s) CSV APR - HMIS 2022 Standard

This list displays grants that belong to the organizations you
> (O By Name Lists or click the ¥ icon to select all. Use the Grants filter to narrov

v (3 HMIS Exports
Grant(s):
B APR/ CAPER Review
B> CSVAPR-FY2020

[E» CSV CAPER - FY2020 Project

E" CSV APR - 2022 A list of projects based on the grant selected.

9. Thereport is ready once three separate files are displayed as indicated in the screenshot below. The
following files will appear on the “Files on Server” screen once your report is ready.
a. For CAPERs:
e HMIS APR CAPER 2022 Validation file
e HMIS CAPER 2022 Export file
e HMIS APR CAPER 2022 Pre-Load file
b. For APRs:
e HMIS APR CAPER 2022 Validation file

e HMIS APR 2022 Export file
e  HMIS APR CAPER 2022 Pre-Load file

10. Next, click anywhere on “HMIS APR 2022 Export” file if running an APR as shown in the image below.

CAPER: You will download, compress, and upload the “HMIS CAPER 2022 Export” file to SAGE.

APR: You will download, compress, and upload the “HMIS APR 2022 Export” file to SAGE.
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Q search < Reports
@ Data Explorer B o
= Files on Server Files on Server

> O ByName Lists
Displayed below is a list of the files available for you to download. Files with an expiration date will be automatically removed on t

v 3 HMIS Exports download it. To remove the file, click the delete link. Once deleted, the file will no longer be available for download by any user ant

used in an import.
B APR/ CAPER Review

View the status of export or import tasks.
B+ CSVAPR - FY2020
B+ CSV CAPER - FY2020 Created

[B» CSVAPR - 2022 HMIS APR_CAPER 2022 Daniella Jordan Gonzales 1/15/2022 2:38 PM

B CSVCE APR - 2022 Validation_20221115143827_TaskiD_154797.exe

B+ CSV CAPER - 2022 HMIS APR 2022 Export._20221115143706_TaskID _154796.exe &mella Jordan Gonzales 1/15/2022 2:37 PM

B+ CsvExport 2020
HMIS APR_CAPER 2022 Pre- Daniella Jordan Gonzales 1/15/2022 2:25 PM

%) HUD XML Export Load_20221115142526 _TasklD_154795.exe

11. After clicking on “HMIS APR 2022 Export” file, your screen will display the window shown below. The
downloaded file is now visible in the lower left corner of the screen. Right click on the file and select “Open
or Open when done” as shown below.

Downloading HMIS APR 2022
Export_20221115143706_TaskID_154796.exe

You should have received a download prompt, however if you see an
information bar, you may need to click it to allow the download or you

can tryEicEng erd

This window will automatically close in 5 seconds. Cancel

J4& hmis apr 2022 exp...exe A

12. You may receive the message below. Please click on “More info”
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} Windows protected your PC
Files on Serv
efender S

Running thi

ented an unre

Displayed belo be autc

download it. To e for do
used in an impg
View the statu
HMIS APR_ es
Validation_

HMIS APR 20

HMIS APR_
Load 20221

13. Next, click the “Run anyway” option as seen below

_ Windows protected your PC
Files on Serv
Microsoft Defender SmartScreen prevent an unrecognized app from

starting. Running this app might put your PC at risk.

Displayed belo e
piaye o hmis a export_20221115143706_taskid_1 i
download it. To PP 54796 (2) fc

sed an
uSRc M an M Publisher: Unknown publisher
View the statu
HMIS APR_ es
Validation_
HMIS APR 20 es
es

HMIS APR_

Load_20221
=
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14. Enter the password you created during Step 4 of this guide, click the check box “I assume responsibility for
the security of the extracted file(s)”, then select “Extract”

)4 Extract Encrypted File(s) 3¢

X
A ClientTrack

[Enter the password to extract the file(s) I

escsscscne

" r ” 24 > pidke- | "
they may contain personally identifying information in plain text. All appropriate cautions should be exercised to ensure the

continued protection of this information. Data Systems International (DSI) is not responsible for the protection, use, or misuse of

the information contained within the file(s). By checking the following box, you acknowledge that you will assume the full ‘
responsibility of ensuring the security of the file(s) and any data contained within, including the responsibility of properly deleting

this data once it is no longer needed. Users of this extraction tool should consult their employer’s policies, procedures, and

applicable local, state, and federal laws governing the protection of persconally identifying information for additional guidance.

I EA 1 assume responsibility for the security of the extracted file(s) I

Enter or select the directory to extract to
C:\Users\DJordan\Downloads

EA View files after extracting

If the file(s) already exist Dverwrite silenthyiss ‘

M&*ﬁ Extract I Cancel

EEEE
v

2000008000000080085087

peoosspene
§ 3

16. Click on the first “Q” file and hold down the shift key while using your “arrow down” key to highlight all the
“Q” labeled report files. Next, right click and select the “Send to” “Compressed (zipped) folder”
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) » Users » LWood » Downloads
MMame Date modified Type Size
B LE S LR e R L] AT FOEOTE EXC®i O P P
B35 Q23 117542021 11:34 AR Plicrosoft Excel Corm... 3 KB
[-EE=-F"1 117572021 11:34 ARA Picrosoft Excel Corm... 2 KB
a5 Q25a 11542021 11:34 AN Picrosoft Excel ©omm.. 1 KB
B Q26 11,5/2021 11:34 AM Picrosoft Excel Com... 1 KB
B35 22c 11/5/2021 11:34 AR Microsoft Excel Com... 1 KB
B O22d 11/5/2021 11:34 AN MMicrosoft Excel Corm... 1 KB
a5 2 14/5/2021 11:34 ARA Plicrosoft Excel Corm... 1 KB

Q2282 117542021 11:349 AR Microsoft Excel Comm. 1 KB
=
B alab 11/5/2021 11:34 AM Microsoft Excel Corm... 1 KB
=B =1k} VIASA2027 11239 AR Plicrosolt Excel Corm... 2 KB
B Q20a 11/5/2021 11:34 AN Microsoft Excel Com... 1 KB
[-EE=3E ] 11/5/2021 11:24 AR Microsoft Excel Com... 1 KB
27 Qlaa 11542021 11:349 AR Picrosoft Excel Corm.. 1 KB
5 213a1 11/5/2021 11:34 AM Microsoft Excel Corm... 1 KB
L-ER=1ETY) FEFTr] rlicrosalt Excel Corr... 1KB|
35 Q1od e et o 34 Apa Microzoft Excel Com... 1 KB
57 a11 ) Convert te Adobe PDF 24 AM Microsoft Excel Corm... 1 KB
87 Ql12a = L34 ama PMicrosoft Excel Corm. 1 KB
Sh
B alze are 34 AMa PMicrosoft Excel Com... 1 KB
B37 a9b Give access to > fzaam Microsoft Excel Corm... 1 KB
£ Q10a Send to > €3 EBluetcoth device
EE S |, Compressed (zipped) folder
Tt
& =i Copy N Dasktop (create shortcut)
5 ==l = R %] Decuments
& . = qu =he = Fax Destination via RightFax Services
@ - R: = wedl Fax recipient
nanme o Bail recipient

B g7e =
a3 o Properties B AppleiPhone
@ O6c 11542021 - shared COstatean. s FileTWHCDW) (F:
5 osd 11502021 - publlic MOstatein.us'\fileTWVHC DA shared) (G:)
@ Qe VIS 2021 = RightFax (Costatedinuusifille T HCODS]) (Z:)
B Q&b 11/5,2021 11:34 ARA PAicrosoft Excel Comm... 1 KB
[=EE-T11 117542021 11:349 AR Microsoft Excal Comm... 1K
B3 Ota 11/5/2021 11:34 AN Microsoft Excel Corm.. 1 KB
B5] Oda VIFSA2027 11:34 ADA Microsoft Excel Com... 1 KB

# Quick access
I Desktop
& Downloads

@ OneDrive - State of Indiana

Documents
syncplicity

| Migrated_Home_Drive
| 2020 How to’s

2021 How to's
2021 Training

Internal How To's for system

. Syncplicity
B This PC

I 3D Objects

8 AppleiPhone

=
—
== shared (\\state.in.us\file1\IHCDA) (F:)
== public (\\state.in.us\fileI\IHCDA\shared)
== RightFax (\\state.in.us\fileI\IHCDA) (Z:)

Windows (C:)

¥ Network
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Name Date modified Type
¥[carer 11521 ] 11/5/2021 11:58 AM Compressed (zipped)...
* ¥z HMIS CAPER 2022 Export_20211105153441_Taskd... 11/5/2021 11:55 AM Application
# ¥z HMIS CAPER 2022 Export_20211105153441_Tas 11/5/2021 11:55 AM Application
# Yz HMIS CAPER 2022 Export_20211105153441 _Taski...  11/5/2021 11:54 AM Application
+ Y4 HMIS CAPER 2022 Export_20211105153441_Taski...  11/5/2021 11:53 AM Application
+. S3ai 11/5/2021 11:34 AM Microsoft Excel Com...
87 Q22e 11/5/2021 11:34 AM Microsoft Excel Com...
=23 Qs 11/5/2021 11:34 AM Microsoft Excel Com...
aj a7 11/5/2021 11:34 AM Microsoft Excel Com...
B3 Q23c 11/5/2021 11:34 AM Microsoft Excef Com...
@QZ‘ 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Q25 11/5/2021 11:34 AM Microsoft Excel Com...
a7 Q26b 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Q22c 11/5/2021 11:34 AM Microsoft Excel Com...
83 Q22d 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Q21 11/5/2021 11:24 AM Microsoft Excel Com...
27 Q222 11/5/2021 11:33 AM Microsoft Excel Com...
@ Qléb 11/5/2021 11:34 AM Microsoft Excel Com...
@QTS 11/5/2021 11:34 AM Microsoft Exce! Com...
a3 Q202 11/5/2021 11:34 AM Microsoft Excel Com...
83 Q13a 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Q14 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Q13a1 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Qi3b1 11/5/2021 11:34 AM Microsoft Excel Com...
83 Q10d 11/5/2021 11:34 AM Microsoft Excel Com...
@QTI 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Qqi2a 11/5/2021 11:34 AM Microsoft Excel Com...
a3 Qize 11/5/2021 11:34 AM Microsoft Excel Com...
@mb 11/5/2021 11:34 AM Microsoft Excel Com...
83 Q10e 11/5/2021 11:34 AM Microsoft Excel Com...
83 Q10b 11/5/2021 11:34 AM Microsoft Excel Com...
23 Q10c 11/5/2021 11:34 AM Microsoft Excel Com...
a3 ass 11/5/2021 11:34 AM Microsoft Excel Com...
87 Q9 11/5/2021 11:34 AM Microsoft Excel Com...
a3 qsf 11/5/2021 11:34 AM Microsoft Excel Com...
a3 qra 11/5/2021 11:34 AM Microsaft Excel Com...
@Q"b 11/5/2021 11:34 AM Microsoft Excel Com...
a7 qea 11/5/2021 11:34 AM Microsoft Excel Com...

HMIS User Manual

17. The “zipped” folder will appear on your screen. Enter the name of your report for the “zipped” folder.

Size

14 KB

1,836 KB
1,836 KB
1,836 KB
1,836 KB

2
1
1
1

KB
KB
KB
KB

3KB
2KB

1
1
1
1
1
1
1

KB
KB
KB
KB
KB
KB
KB

2KB

1
1
1
1
1
1
1

1
1
1
3
1
1
1
1
1
1
1
1

KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
KB
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18. Next, delete the individual “Q” files still showing in the “download” files on your computer. You only need to
keep the “zipped” folder for upload to SAGE.

Marme Date modified Tpe Sire
[ R A PR D SRS BB RS VINCPOSOTE E3C S WO ... " e
€5 Q23c 11502021 11:34 AM Microsoft Excel Com... 3 KB
687 a2a 1152021 11:34 AN Microsoft Excel Corm... 2 KB
615 Q25a 1152021 11:34 AR Microsoft Excel Com.. 1 KB
15 Q26b 11/,502021 11:34 40 Microsoft Excel Com... 1 KB
37 Q22e 1152027 11:34 AR Picrosoft Excel Com... 1 KB
— —— 11/5/2021 11:34 AR Microsoft Excel Com... 1 KB
11520217 11:34 ARk Picrosoft Excel Com... 1 KB
@’ ) Convert to Adobe PDF 11,5/2021 11:24 AR Microsoft Excel Com... 1 KB
1= Share 1152027 11:34 AR MMicresoft Excel Corm... 1 KB
- 11/5/2021 11:34 AN Microsoft Excel Com... 2 KB
SLLOCEE = > 11,/,5/2021 11:34 AN Microsoft Excel Com... 1 KB
Send to > 11/53/°2027 11:34 AM Microsoft Excel Com... 1 KB
1152021 11:34 AR Microsoft Excel Com... 1 KB
1152021 11:34 AN Microsoft Excel Com... 1 KB
11/5/2021 11:34 AR Microsoft Excel Com... 1 KB
1152021 11:24 Ak Microsoft Excel Com... 1 KB
11/5/2021 11:24 AN Microsoft Excel Com... 1 KB
Renarne 11752027 11:34 4K MMicrosoft Excel Com... 1 KB
Properises 11/5/2021 11:34 AN Microsoft Excel Com... 1 KB
i 11/5/2021 11:34 AR Microsoft Excel Com... 1 KB
B Q10a 11/5/2021 11:34 A0 Microsoft Excel Com... 1 KB
25 Q10b 1152027 11:34 AN Microsoft Excel Com... 1 KB
£ Q10c 117542021 11:34 AN Microsoft Excel Com... 1 KB
37 asb 11,5/2021 11:34 ARA Microsoft Excel Com... 1 KB
%) Qga 11,5/2021 11:34 ana Microsoft Excel Com... 1 KB
I:B A5 11572027 1T1:34 4akA4 PMicrosoft Excel Com... 1 KB
B3 Q7a TIS/2027T T1:34 A4 Microsoft Excel Com... 1 KB
a7b 11,5202 11:34 AM Picrosoft Excel Com... 1 KB
67 Qfa 11,/5/2021 11:24 AN Microsoft Excel Com... 1 KB
£17] Qb6c 11/5/2021 11:34 A0 Microsoft Excel Com... 1 KB
Qi 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
37 Qi5e 1152021 11:34 AN Microsoft Excel Com... 1 KB
€37 Qsb 1152027 11:34 AR Microsoft Excel Com.. 1 KB
€17 QSa 11502021 11:34 808 Microsoft Excel Com... 1 KB
15 O6a 1152027 T1:34 AN Microsoft Excel Com... 1 KB
£33 Qaa 1152027 T1:34 AMA Microsoft Excel Com... 1 KB

HEALTH ASSESSMENT (PH PROJECTS ONLY)
The “Assessment Date” is pre-filled with today’s date. Select “Save” in the bottom right corner.
Health Assessment <« @
Select the appropriate general health status. If applicable, you will need te select the appropriate pregnancy status. If the client is pregnant. you will need to record the due date.

Assessment Active

Assessment Date:”  12/16/2021

General Health Status:*  Fair hd
Dental Health Status: Poor v
Mental Health Status:

Pregnancy Status: -=- SELECT -- -

Restriction:* (O Restrict to Organization

@ Restrict to MOU/Info Release
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HMIS WELL-BEING ASSESSMENT (PH PROJECTS ONLY)

HMIS Well-Being Assessment

Clicking this button will fill in default information from the selected client’s most recent
The Well-being Assessment is used to collect responses from the clie [EEESEUENA

Assessment Date:*

Client perceives their life has value and worth: *

Client perceives they have support from others who will listen to problems: *

Client perceives they have a tendency to bounce back after hard times: *

Client’s frequency of feeling nervous, tense, worried, frustrated, or afraid: *

Restriction: *

e Assessment Date

lended for clients to self-report the response for each question.

Default Client's Last Assessment o

Assessment Active

12/16/2021

O Strongly Disagree

O Somewhat Disagree

O Neither Agree Nor Disagree
O Somewhat Agree

@ Strongly Agree

O Client Doesn't Know

O Client Refused

O Data Not Collected

O strongly Disagree

O Somewhat Disagree

O Neither Agree Nor Disagree
@® Somewhat Agree

O Strongly Agree

O Client Deesn't Know
O Client Refused
O Data Not Collected

O Strongly Disagree
O Somewhat Disagree

@ Neither Agree Nor Disagree

O Somewhat Agree

O Strongly Agree

O Client Doesn't Know
O Cclient Refused

© Data Not Collected

Once A Month v

O Restrict to Organization

@ Restrict to MOU/Info Release

e Client perceives their life has value and worth

e Client perceives they have support from others who will listen to problems

e Client perceives they have a tendency to bounce back after hard times

The following choices are available for the client on topics 1,2, and 3 on the assessment

Strongly Agree
Somewhat Disagree

Somewhat Agree
Strongly Agree
Client Doesn’t Know
Client Refused

Data Not Collected

o O 0O O 0O O O ©O

November 2022
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e Client’s frequency of feeling nervous, tense, worried, frustrated, or afraid
o Notatall

Once a month

Several times a month

Several times a week

At least every day

Client Doesn’t Know

Client Refused

Data Not Collected

o O O O O O O

COORDINATED ENTRY

ADDING A COORDINATED ENTRY EVENT

The “Coordinated Entry Event” is designed to capture key referral and placement events, as well as the results of
those events. It will help communities understand the events that go into achieving desired (and undesired) results
through the Coordinated Entry system. This data element is intended to standardize data collection on core
components of Coordinated Entry like access, assessment, referral, and prioritization.

Record the 'Date' and relevant 'Event.' When known, return to the record and record the appropriate result for
each 'Event' recorded. Record, in separate Event records, as many ‘Events’ as is necessary for each client for the
duration of their enrollment in the Coordinated Entry project. Coordinated Entry Events may be recorded at the
same time as a Coordinated Entry Assessment, or they may be independent of any Coordinated Entry
Assessment that has occurred.

The screenshots and instructions below are specific to recording a Coordinated Entry Event for an EHV (Emergency
Housing Voucher) referral. Please note: The instructions are the same for adding other types of CE Events as listed
in the “Event Type” drop-down list on the “Add CE Event” screen:

Coordinated Entry Event

Coordinated Entry Event Data Collection
Date of Event:*  11/29/2022 ] |

Event Type:* | -- SELECT -- ~

-- SELECT --
Access Events
Referral to Prevention Assistance project
Enroliment: * CE - Case Management
Problem Solving/ Diversion/Rapid Resolution intervention or service
Referral to scheduled Coordinated Entry Crisis Needs Assessment
Referral to scheduled Coordinated Entry Housing Needs Assessment
Referral Events
Referral to post-placement/follow-up case management
Referral to Street Outreach project or services
Referral to Housing Navigation project or services
Referral to Non-continuum services: Ineligible for continuum services
Referral to Non continuum services: No availability in continuum services
Referral to Emergency Shelter bed opening

Provider:

Referral to Transitional Housing bed/unit opening
Referral to Joint TH-RRH project/unit/resource opening
Referral to RRH project resource opening

Referral to PSH project resource opening

Referral to Other PH project/unit/resource opening

CE - Referral to Emergency Housing Voucher
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CE - Case Management

Problem Solving,/ Diversion/Rapid Resolution intervention or service

Referral to scheduled Coordinated Entry Crisis Needs Assessmeant

Referral to scheduled Coordinated Entry Housing Needs Assessment
Referral Events

Referral to post-placement/follow-up case management

Referral to Street Outreach project or services

Referral to Housing Navigation project or services

Referral to Non-continuum services: Ineligible for continuum services

Referral to Mon continuum services: Mo availability in continuum services

Referral to Emergency Shelter bed opening

Referral to Transitional Housing bed,/unit opening

Referral to Joint TH-RRH project/unit/resource opening

Referral to RRH project resource opening

Referral to PSH project resource opening

Referral to Other PH project/unit/resource opening

Referral to Emergency Assistance/Flex Fund/Furniture Assistance
Referral to Emergency Housing Voucher (EHV)
Referral to a Housing Stability Voucher

1. Make sure that you are logged in under the CE Workgroup by clicking on your initials in the upper
right-hand corner. Select “2020 Coordinated Entry” for the Workgroup and your “Coordinated Entry
Region #” for the Organization.

2. Next, select the “Clients” icon in the upper left corner, then select the “Services” tab located in the
menu on the left side of the page.

Q, Search < Ciient Dashboard on
(o)

Luke Skywalier

Q, Find Client 1/1/2000 13000000 4n48334 o 8
13 Coordinated Entry Intake
Luke Skywalker's Dashboard
3 COVID-1% Intake
# COVID-19 Vaccing intako Luke Skywalker's Information = ann
(1] Clent Dashboard Nama:  Skywalker, Luke Birth Date: /2000 Ags 22
» & Edit Client
Gender  Male Veteran  Dista Not Collectes
3 Chent CE Consent Forms
[ CaseHotes Ethnicity: Data nok collected Race Diaks rot collecied
¥ [ Assessments
3 B Refemals
[ Enroliments
» & Famity Mombers e !
13 Paused Workfiows (¥
Erslimant Casa  Project Stan Exit icusing Mowve- Exit  Exit Asseszmant
Description Members Date il Datell  InDate Eneoll I3 0 Destination Organization Completed
w Current
we  Coardinated Entry i 11072022 1971022 Conndinaled Eriry 1ANT2022
(R1) Fegion 1

3. Select “ADD CE Event”
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123-00-0000 Q

1048334

2 NiSTOry Grspiays be

click Edit Service next to the

Date i}

v Today (1Services)

[C2 | n/07/2022 CE - Case Management 100

100

miy Mombers

13 Paused Workfiows

down list
“Provider” is your Coordinated Entry Region #
“Enrollment”, select the Client’s Coordinated Entry Enrollment

November 2022 HMIS User Manual

srvice, click Add New Service. To reco

inated Entry Cris
inated Entry Mos

Q Search <
& /2000 REOGONagap3ss L UE
= Wed Er Coordinated Entry Event
3 covid )
# covip y " c JE zaach '
D f Eve 2022 =]
g c
Ewe Yo SELEC
® 4 Rot
2 Reforral to scheduled
e Referral to scheduled
[ chemcE Referral Events
Enro Rotarr
G CosoNc
> & R
) Shelter
v 3 Services nal He
50 TH-RRH pr
(os] 4
M
3 P 1 A

IHCDA

Q

yed mwltiple ser

vices. chick Quick Services. To edit of view an
$Total Organization

$000 Coordinated Entry Region 1

$0.00

In the “Event Type” field, select “Referral to Emergency Housing Voucher (EHV)” from the drop-

using N

managemont

bed opening
g bed/unit opening

0 Opening
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Coordinated Entry Event <8

Coordinated Entry Event Data Collection
Date of Event:*  11/07/2022 & |
Event Type:*  Referral to Emergency Housing Voucher (EHV) v
Provider:*  Coordinated Entry Regiol | Q

Enrollment:*  11/07/2022 - Coordinated Entry (R1) v

Refer to Provider: * Q
Referral Result: -- SELECT -- v 0
Result Date: ~ MM/DD/YYYY ’ & ‘
Restriction:* O Restrict to Organization

@® Restrict to MOU/InfoRelease

7. “Refer to Provider” field, click on the magnifying glass which takes you to a list of available Public
Housing Authorities who are accepting referrals for the Emergency Housing Voucher. Next, select
(click on) the name of the PHA you are referring your client to for assistance.

Search a

Find Provider < B

23 results found.

Provider T2 Street Address Zip Code  City State Notes
Bloomington Housing Authority 1007 N Summit St 47404 Bloomington 1M

Coordinated Entry Region 1
Coordinated Entry Region 10
Coordinated Entry Region 11

Coordinated Entry Region 12
Coordinated Entry Region 13
Coordinated Entry Region 14
Coordinated Entry Region 1a
Coordinated Entry Region 2a
Coordinated Entry Region 3

Coordinated Entry Region 4

Coordinated Entry Region S

| Cancel
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8. Select “Save” in the bottom right corner of the screen.

Coordinated Entry Event 5 8

Coordinated Entry Event Data Collection
Date of Event:*  11/07/2022 &
Event Type:* Referral to Emergency Housing Voucher (EHV) ~
Provider:* Coordinated Entry Regior | Q
Enroliment:* 11/07/2022 - Coordinated Entry (R1)

Refer to Provider:*  Coordinated Entry Regior | Q

Referral Result SELECT v @
Result Date: MM Yyyy | 6
Restriction: * Restrict to Organization

@® Restrict to MOU/InfoRelease

o

COORDINATED ENTRY REPORTS

1. Loginto HMIS using the “2020 Coordinated Entry” workgroup and your “Coordinated Entry
Region #” as the organization.
2. Onthe “HOME” workspace select “Coordinated Entry Reports”

Q, Search <

1) uvser Dashboard

> & Global Administration
> P4 Standard Reports
> ¢ My ClientTrack

» 3O Prioritization Lists

~ 33 Coordinated Entry Reports

[ CE Length of Stay Report
Detail

BE CE Length of Stay Report
Summary

4 Open CE Enrollments with
Housing Mowe In

- CE Enrollments and PH Report]
. Diversion Extract Report

[C1 Prioritization List Weekly
Monitoring Report
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Prioritization List

1. From the “Home” workspace, locate the “Prioritization List” function in the menu on the left- hand
side of the screen.

2. Click on “Prioritization Lists”. The menu will expand below, click on “Prioritization List” to open the
report.

Q Search <

104) f Da y My Fake Organazst

Welcome David Boltz

My Fake Organization News

» Y My Cie &
)
y wd Entry Ry '

Current Program Enrofments

3. Choose your “Coordinated Entry Region #” from the “Program” drop down menu.
a. You can also sort by Family Type, VISPDAT Range, Referred, Days Homeless and/or Veteran
Status by clicking on the corresponding drop-down menu then clicking on the sort choice
you want to see in the report.

.b Q Search ¢ @ 0 8

4 Boltz
10 : My Fake O

Prioritization List =]

I= Prioritization List

Days
Days Since Last Refrorred
Case Homeless Homeless  VISPDAT  Lothality Last Roforral  To Reforral
Name Members Children  Erwoll Date  Start Date i Scorell Score VISPDAT  Date Provider  Result Noty
Day . ’
06 261 " 57
Happy
I T
ba ¥

Columns with a displayed in the heading can be sorted by clicking on the

5. Inthe screenshot below, we will sort the “Days Since Last VISPDAT” column by clicking on the
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text. This will sort in ascending order, click one more time for descending order.

Q, search < L @ o &

My Fak Organazatic

Prioritization List

IS Prigritizaticon List

Refrerred

Case Homeless Referral  To Referral

Hame Members  Children  Eneoll Date  Start Date | [ Provider  Result Mot
Merkel

1 [ mON2022 WYNMS2022 30 15 E]
Ma
D_""'" 2 1 02022 17 a
Gurmamy
Tuste,
we 1 0 W/2TI022  OWOVR022 3 o "
Leanardo
Day.

z 1 06022022 02/T2/2082 261 ® w7
Happy
Dy, Meew 1 0 OWIVI0IZ OLNS/Z0ZZ 263 5 ER-

6. In descending order, the list will sort and display the highest number of “Days Since Last VISPDAT”
starting at the top. This sorting tool is helpful when monitoring your Prioritization List for Clients
which require a new VI-SPDAT. (All Coordinated Entry Clients are required to complete a new VI-
SPDAT every 90 days to ensure we have their current information.)

7. Export the “Prioritization List’ by clicking on the “Excel Data Export” icon located at the top right
corner of the page. The icons can be identified by hovering your cursor over each choice. A small
pop-up window will appear with the identifying information for each icon.

Q, Search < tTrack @ =]

[0 User Dashsoa My Fakn Organizatic

Prioritization List -] a8
> B st i Raport
» ¥ My ChentTrack
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CE Length of Stay (Detail and Summary) Report
1. From the “HOME” workspace, locate the “Coordinated Entry Reports” function in the menu on the
left side of the screen.
2. Click on “Coordinated Entry Reports”. The menu will expand below, click on “CE Length of Stay
Report-Detail” to open the report.
3. Typeinthe “From Date” and “To Date”, select the “Program”, then click “Report” located in the
bottom right corner.

Q Search < @ o

wguersation

CE Length of Stay a8

Josied setling iption. To save 11 ent reg 11ings. select Save Settings. type a o ton of

[ O Langth of Stay Report - e seltings in the Save As
Detad

B CE Longtnaf St : Saved Report Settings SELECT v

“

I Beport | B Schecile floport

4. The report will appear as seen below. You can export the report into Excel Data, PDF, or Word by
clicking on the small disc icon located at the top of the report.
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(7l @ search CE Langth of Stay - = O
o1 b O e . & i B @

Excal m
Excel Dvia

Length of Stay CE Ref] -

Criteria e

£ CE Length of Stay Bems From Date: 1712000
' To Dale; 10102022
E P Programis) @ My Mee Organcation Coondealiod Frlry (78
1.3
" Cher I Hame Erroa Datm E = =
» ng | SPDAT | SPOATDSE
&0 [ ang .
SN Haby Fus BTIIT o1 ko -
E-o ‘

PORENIN  Pedr Ghewy B

19 B, hoswy [Et]

»

SOBINIE D, Curmersy BT

memcriptvesd )

CE Length of Stay Report Summary Report
1. From the “Home” workspace, locate the “Coordinated Entry Reports” function in the menu on the
left-hand side of the screen.
2. Click on “Coordinated Entry Reports”. The menu will expand below, click on “CE Length of Stay Report
Summary” to open the report.
3. Typeinthe “From Date” and “To Date”, select the “Program”, then click “Report” located in the
bottom right corner.

Q Search < @ -

CE Length of Stay Summary A

» B
&
‘ 4 Save Settings. ty
M o th of St " \ 45 it the Save As
B CE Length of Stay Report - J .
Summary ste-*  OVON20% ]
w .
w v
B
O

4. The report will appear as seen below. You can export the report into Excel Data, PDF, or Word by
clicking on the small disc icon located at the top of the report.
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CE Langth of Stay Summary - = 0 @ G W

Length of Stay CE Sun
Criberia ] i & Sattings a & il

Proen Date: 01013012

ToOute; 0000

Program|s): Ay Fass Organdtanen Cocrcinates Erry (R1a)

Taararary =

Acias Lruleeris

Ferw Erpolimesnis

il Sy (Siaye

ey Lonigith of Sty (Lo@vers

Darhnatore Lot

R

tiariad By cenl wilh FFH o expuvalén] Susdy

Open CE Enrollments with Housing Move-In Report
1. From the “Home” workspace, click on the “Coordinated Entry Reports” tab in the menu on the left-hand
side of the screen.
2. The menu will expand below, click on “Open CE Enrollments with Housing Move In” to open
the report.
3. Select the “Program”, then click “Report” located in the bottom right corner.

Q, Search { T . @_-e

(7 wsar 3 My Faka Crganizas

Open CE Enroliments with Housing Move In =]
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4. The report will appear as seen below. You can export the report into Excel Data, PDF, or Word by
clicking on the small disc icon located at the top of the report.
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5. The clients listed on this report have a “Housing Move-In Date” but have NOT been exited from
“Coordinated Entry”. Please find the Client’s CE HMIS record and exit the Client from their open
“Coordinated Entry” enrollment as of their “Housing Move-In Date”.

CE Enrollments and PH Report

1. From the “Home” workspace, locate the “Coordinated Entry Reports” function in the menu on the left-
hand side of the screen.

2. Click on “Coordinated Entry Reports”. The menu will expand below, click on “CE Enrollments and PH
Report” to open the report.

3. Enter the “Enroll From Date” and “Enroll To Date”, choose the “Organization” from the list or
Organizations displayed, choose the “Program(s)” you wish to view, then click “Report” located in the
bottom right corner.

CE Enroliments and Permanent Housing Report =]

# CE Envolimants &nd PH Repot

| Bheport | BSchoduls Raport
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The report will display as shown above. This is a helpful tool to track the length of time between
enrollment in Coordinated Entry and the Housing Move-In Date. Again, the report can be exported to
Excel Data, PDF, or Word by clicking on the floppy disc icon.

Diversion Extract Report

1. From the “Home” workspace, locate the “Coordinated Entry Reports” function in the menu
on the left-hand side of the screen.

2. Click on “Coordinated Entry Reports”. The menu will expand below, click on “Diversion
Extract Report” to open the report.

3. Choose the “Organization(s)” from the list or Organizations displayed, choose the “Region” you
wish to view, then click “Report” located in the bottom right corner.

Q, Search < : @ LB

CE Diversion Extract : B

[ [ Bamr
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4. The report will display as shown above. This tool is helpful in reviewing the success of Diversion. The
report can be exported to Excel Data or PDF.

CE Diversion Extract - = B
o DI

CE Diversion Extract - Export to Excel for Full Data Set
111072022 11.07 AM

Xai
A ClientTrack™

Report Crifaria

Region: 1
Org 1D: My Fake Organization
1272022 1 My Fake Organization
1272022 1 My Fake Organization
I1W2022 1 My Fake Organization
Dawvid Boltz
ClientTrack™ Reporls 12022 1107 AM

5. Once exported to Excel, a zero (0) indicates “No” and a one (1) indicates “Yes”.

Prioritization List Weekly Monitoring Report
1. From the “Home” workspace, locate the “Coordinated Entry Reports” function in the menu on the left-
hand side of the screen.
2. Click on “Coordinated Entry Reports”. The menu will expand below, click on “Prioritization List Weekly
Monitoring Report” to open the report.
3. All regions are included in this report. This tool is helpful in monitoring your region’s CE
enrollments for Clients with VI-SPDAT assessments older than 90 days.
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COVID-19 VACCINE ASSESSMENT

ClientTrack has created an assessment for communities to collect data related to COVID-19 vaccinations.
Communities should enter data related to client vaccination status, dates of vaccinations, manufacturer of vaccine,
and information on why some clients may opt out of receiving the vaccine.

1. To add a vaccine assessment to a client record, go to an existing client record under the “Other
Assessments” menu and click on “COVID-19 Vaccines”. Then select “New Vaccine Assessment”
in the upper right-hand corner to create a new record.

Q search @ -
XXX-XX-0000 1048334
Q COVID-19 Vaccine Assessments e
) __
AcsesementDate  Vaccine Name FocewedistOce  DoteOf it Ooce/Dote Scheduied  Aecehved IndOose  Date Of Iné Dece/Dite Schecuied  Bosster Dosels)
P - Bionecn COVD- 19 vacsne

2. Follow the provided prompts to enter the requested information (date of immunization, manufacture,
administration site, etc.). Menus will drop down to enter information for the 2" dose as well as booster
shots if those options are selected.

Q, search < . @ o @
T TL— : -
Q L 1 LI o 1048334
T3 Coordinated Ent . COVID-1% Vaccine Assessment < B
£ COVID-T? Intste
# 15t dose ¢
an
» &
] |
4 ]
# COID-T Vaccires
13
[ =]
- =3

3. Once all information is entered, click “Save” to complete the Vaccine Assessment.

COORDINATED ENTRY INTAKE

1. Loginto HMIS using the “2020 Coordinated Entry” workgroup and your “Coordinated Entry
Region #” as the organization.

2. From the “Home” workspace, click on your initials on the far top right of ClientTrack at the top of the page.
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Grant Peters
gpeters@ihcda.in.gov
Indiana HMIS Train

LI

AVCCOUNT SETTIN

Workgroup

2020 Coordinated Entry =

Organization

Coordinated Entry Region 1 =
Location

Apply

Open Workgroup Designer
Security Settings
Clear Preferences

Sign Out

3. From the left hand “Workspace” menu, click on “Clients”.

Q, Search < t Dasnoasrd @ a e
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123 -A5-STEP o o =3
1141990 1048331 =
13 Coordinated Entry Intake . s
Michelangelo Turtle's Dashboarg
1T COVID-19 Intake
5 COVID-19 Vaccine Intake Michelangelo Turtle's Information =
[ Client Dashboard Mame: Turtie. Hirth 1/ 1/1990 Age: 32
Michalangelo Date
> am Edit Client
. Gendear Male Veteran Client
@ cClient CE Consent Forms Doesn
o
03 c
> F— Ethnicity: Mon- Race: Client
Hispamnic/MNaom- doesn't
~ at Referrals Latin[alol(=) ko
44 Housing Program Eligibility and
SAorailability
> O Services Michelangelo's Enrcliments
O Enrcliments
> aia Family Members 1 i 1
103 Paused Workflows Project Exdt  Housing
Enroliment Case Start Date Date Mowe-in Exit Exit
Description Members LI ' Date Enroll ID ID Des
~ Current
— My Fake 1 10/ 242022 1971910

Qrganization
ES [ES-REB)

Michelangelo's Case Manager Assignments

4. Always complete a “Find Client” search prior to adding a new client record in HMIS. This will alleviate
duplicate client records. Click on the “Find Client” feature in the “Client Workspace”.

5. Complete the search information (you may search by name, social security number, date of birth or client
ID#). Next, click “Search”
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7. Click on “Add a new client”.
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8. The system will perform a search for the client. Type in the first few letters of the clients First and Last Name
(e.g., FN: Leo; LN: Tur for Leonardo Turtle) of the new client, then click the “Next” button.

Q Seach @ -
Intake (2298) . - "

2 W Chet
faiiag Clent Information

9. Ifthe client is not currently entered in to the HMIS, the intake workflow will begin, and a “No Duplicates
Detected” message will display on the intake workflow screen

Q Search e =

Intake (2298) . e

¥ S Coent

o Chart Infoemation
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10. Basic Client Information Assessment: Complete all fields marked with a red asterisk *. Next, click the
“Finish” button.

Intake (2208)

¥ Chent Information "

11. Please make sure the client reads the “Client Consent” before they sign the form. The client will
choose one of the three available options in the “Client Informed Consent” section of the form. Next,
the client will sign the form in the “Client Signature” box using the computer mouse or signature pad
(provided by the HMIS team upon request and subject to availability of stock).

rtake (2208 . WARKLS

T3 Comntrates Sntry st Clgnit (Zun'\n'\i .

12. Complete the “Client Name” and “Date” field. Next, you will sign the form in the “Case Manager Signature”
box. Complete the “Case Manager Name” and “Date” field. Next, click the “Save” button.
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13. Family Members Assessment: If no changes are needed, click the “Save and Close” button. To add
family members, complete the data fields for each family member. Click the “Check Box” to the left of
the added family member’s name(s) then click the “Save and Close” button.

- © -
Intake (22¢@) ® : FLAATEE 5 @

[ v ———— Family Mombsss -

LR
[ ¥ Mo Dl ™ - Gl 15 Bgs  Cusmly”

if

14. The “Diversion Assessment” is a tool to assist with the “Creative Conversation” (Diversion) process with
the client as you work together to identify possible alternative housing options. Complete the “Region”
field, then move through the “Housing Crisis” fields to capture information pertaining to the client’s
current housing crisis.

15. Complete the “Housing Crisis” section.
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ntako (2298)

C Owernae

16. PLEASE NOTE: The “DV and Lethality” section is new to the CE Intake Workflow. If the client answers
“Yes” to the question: “Are you homeless due to fleeing or attempting to flee domestic violence, sexual
assault, stalking or other dangerous or life-threatening conditions related to violence against you or your
family?”, the system will display the additional field: “Approximate date homelessness began” (Please
complete the date).

17. Next, please complete the three “Lethality Questions” by selecting “Yes” or “No” for each question. The
system will automatically calculate the “Lethality Score” for the DV survivor and display the “Lethality
Score” on the Prioritization List.

Ut o
Intaie (2298 ’ WNARTIT ]

Diversion Assessment

e

18. By adding these additional DV questions, CE Lead Agencies will be able to quickly identify DV survivors
by the “Lethality Score” displayed on the Prioritization List
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19. When domestic violence survivors are being assessed, please provide the client with a copy of the
Safety Plan located in the Coordinated Entry Policies and Procedure manual. Next, reach out to the
nearest DV Provider if the client needs immediate shelter, and offer the client a referral to the DV
Provider for DV housing and supportive services.

20. Complete the “Diversion Questions”. If the client is diverted, the workflow will end. If the client is NOT
diverted, the Intake workflow will continue.

21. Click the “Save” button to continue.

Q Search ¢ @ .

Intake (2296) & . - AN4ATTT L0

&

= p Diversion Assessment

Oy

22. HUD Program Enrollment Assessment: Click on the drop-down arrow in the “Project” data field and choose
the project. Next, click the check box to the left of each family member’s name you wish to enroll in the
program. Next, click the “Save” button.
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23. Universal Data Assessment: Complete all fields marked with a red asterisk *.
Q Search 0
Intake (2298) . 104833 =

=] Univorsal Data Assessment .
’,
& -

g = Nwa Aasen et

-~ "

=

o Assessment Date — Date the assessment was completed with the client (field will auto-fill with
today’s date).

e Assessment Type — Defaulted and cannot be changed during the workflow. If you notice that
you’re completing the incorrect assessment, contact the HMIS Help Desk where you will be
assisted.

e Assessor — Case manager completing the assessment and who will automatically be assigned to all
case members.
®  Program - Displays the name of the Program in which client is enrolled

e Disabling Condition — Enter the client’s answer (Yes, No, Client Doesn’t Know, Client Refused, Data Not
Collected)
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Q Search @
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e (Client Location — Defaulted information that is set up with your program in the system. If this information
is missing when completing an assessment, please contact the HMIS Help Desk.

e  Prior Living Situation — Identify where the client was staying on the night before the client is
enrolled in your program. The built-in logic will prompt you for more data depending on the
selection made for this question. Those additional data elements are the following:

O Length of stay in prior living situation

O Approximate date homelessness started

o Regardless of where they stayed last night — Number of times the client has been on the
streets, in ES, or SH in the past three years including today

o Total number of months homeless on the street, in ES, or SH in the past three years - Data
in this section is used along with disabling condition to determine whether a client is
chronically homeless. HUD strongly encourages HMIS users to just ask the client for the
information and record the client’s answer. Attempting to tie each individual response with
definitions or documentation requirement is not the attempt of this question.

24. Triage Assessment: Please Note: The Triage Assessment is a new assessment implemented with the
2020 HUD Coordinated Entry Data Standards
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e Complete the “Assessment Location”

o Complete the “Assessment Contact Type”: Select the answer from the drop-down box
e Complete “Current Living Situation”: Select the answer from the drop-down box

e  Complete “Household Type”

e Complete "Information Date”

e  Complete “Verified by Project”

e You MUST check the “Record Contact” checkbox (This field is REQUIRED, and we are working on
adding the red asterisk * as the required field indicator)

e " Select the “Contact Service” from the drop-down box then click “Save
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25. VI-SPDAT Assessment/Housing Needs Assessment: The system will default to the single Adult, Family, or
TAY VI-SPDAT assessment, based on the client(s) enrolled in the project
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27. Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT) Assessment:
Complete the data fields in the “Administration” and “Basic Information” section. Mark the
appropriate check box for the question “Has Consented to Participate”, “Yes” or “No”.

Intake (2298) > T 2

13 Corntinaton hodry vame Vuinerability index (Vi) and Secvice Priceitization Decision Assistance Tool (SPDAT) ]
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28. The tool will automatically calculate the client’s vulnerability score as each of the answers to each question
are completed. When finished, click the “Save” button, then click the “Save and Close” button
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29. To complete the Intake workflow, Click the “Finish” button.
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30. The enrollment for Coordinated Entry now appears on the “Client Dashboard”
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UPDATING A VI-SPDAT ASSESSMENT EVERY 90 DAYS

When a client has been enrolled in Coordinated Entry for 90 days or longer — a new VI-SPDAT
Assessment is required. This process is to ensure the Client’s information is up to date.

1. Loginto HMIS usingthe “2020 Coordinated Entry” workgroup and your “Coordinated Entry
Region #” as the organization.

2. Clickonthe people icon for “Clients” and then click on “Find Client.”

November 2022 HMIS User Manual 102



Coordinated Entry Intake
COVID-19 Intake

COVID-19 Vaccine Intake

Client Dashboard
Edit Client
Client CE Consent Forms
Case Notes
Assessments

o Barriers

) coviD-19 Screening

S COVID-19 Vaccines

3.
4. Next, click on the blue “Search” button located in the middle right section of the screen as shown below.

Gummy Bear
2/26/2000

Find Client

312-98-0478 1048318

< t ClientTrack Form

Gummy Bear
2/26/2000

Find Client

312-98-0478

1048318

IHCDA

v

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Sec

your search

First Name: |
Last Name
Middie Name:
Full Name (Last. First):
Social Security Number:
Birth Date:

Client ID.

Search for the Client by typing in their “/Name”, “SSN”, “DOB” or “Client ID#”.

o =] o3

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number and Birth Date are the best fields to narrow

your search.

First Name:

Last Name:

Middle Name:

Full Name (Last. First).

Social Security Number

Birth Date

Client 10

B

5. Once you find your client, you will be taken to their client dashboard.

Q search <

Find Cli

133 Coordinated Entry Intake
13 COVID-19 Intake
& COVID-19 Vaccine Intake
[0 Client Dashboard

> & EditClient
[ Client CE Consent For
[3 case Notes

v O Assessments

3 Barriers

[ coviD-19 Screening
COVID-1? Vaccines
Diversion Assessments
Domestic Violence

Education - Adult

&
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Client Dashboard

Gummy Bear
2/26/2000

312-98-0478 fal

1048318

Gummy Bear's Dashboard|

Gummy Bear's Information

Name Bear. Gummy Birth Date 2/26/2000
Gender Male
Ethnicity Non-Hispanic/Non-Latin{a)(o)(x) Race Asian or Asian American, Blach
Gummy’s Enroliments
resul
Enroliment Case Project Start Exit Date Housing Move-
Description Members Date !l H In Date Enroll ID Exit ID
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6. Click on “Assessments” located in the white menu on the left-hand side. Move your cursor
down to “SPDAT & VISPDAT” tab, and then select “VI-SPDAT”, “TAY-VI-
SPDAT” or “VI-SPDAT Progress Report” from the drop-down menu. Click on “VI-SPDAT” for Adult
Clients and click on “TAY-VI-SPDAT” for Youth (16 — 24 years of age).

Q, Search < Client Dashboard
Gummy Bear t
312-98-0478 fal 5 ¥}
2/26/2000 1048318 &
O Barriers
(] COVID-19 Screening Gummy Bear's Dashboard
® COVID-19 Vaccines
Al Gk Gummy Bear's Information
) nts
[} N = /
ame Bear, Gummy Birth Date 2/26/2000
2 Ec
=) Gender Male
2 Employment
Ethnicity Non-Hispanic/Non-Latin{a)(o)(x) Race Asian or Asian American, Black. African Am
B Financial
a ant
Gummy’s Enroliments
Report
Enroliment Case Project Start Exit Date Housing Move- Exit
Description Members Datel! 1 In Date Enroll ID ExitID Destination

~ Crirrant

The next screen will show a running view of the VI-SPDATS completed for this Client.

7. Selectthe “VI-SPDAT” option from the step above, click on “Add New VI-SPDAT Assessment” for single
adults and “Add new Family VI-SPDAT Assessment” for families in the upper right corner of the screen.

Gummy Be:
ummy Bear - 312-98-0478 o 2

2/26/2000 1048318
VI-SPDAT/F-VI-SPDAT History <« &

All Vulnerability Index Service Prioritization Decision Assistance Tool (VI-SPDAT/Family(F)-VI-SPDAT) Assessments for the selected client are displayed below.
OrgCode Consulting Inc. and Community Solutions are the authors of the VI-SPDAT and F-VI- SPDAT. ClientTrack Inc. is licensed to include these tools within

ClientTrack. The terms of this license require that users must be trained on the use and implementation of the tool by OrgCode Consulting. Inc. or an approved and
certified trainer of Licensor. It is not permissible to alter the wording or scoring of the VI-SPDAT or F-VI-SPDAT forms without permission and written consent from

| <4 Add New VI-SPDAT Assessment | 4+ Add New Family-VI-SPDAT Assessment |

Community Solutions and/or Org Consulting. Inc.

2 results found
Vulnerability Index
Type Assessment Date Score General Score Family Score History  Score Risks Score Socialization Score Wellness  Score Total
s+ Family 11/06/2022 9:30AM 1 4 1 4 2 5 17
o0, Family 06/06/2022 1 4 1 4 3 5 18

8. This will launch the VI-SPDAT Assessment. Complete each of the assessment questions. The VI-
SPDAT will self-score. Once you have completed the assessment, click “Save” in the bottom right
corner of your screen.
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Gummvy Bear 312-98-0478

2/26/2000 1048318 ° ® ©
Family Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT) RM « 8

PARENT 2
Ho second parent currently part of the household.
Hame: -- SELECT -- -
IF EITHER HEAD OF HOUSEHOLD IS 60 YEARS OF AGE OR OLDER, THEN SCORE 1.
Children
1. How many children under the age of 18 are currently with you? 1 Refused
2. How many children under the age of 18 are not currently with your Refused

® save hncel
9. This will take you back to the Client’s VI-SPDAT History screen and will reflect the updated assessment
and score.

You have now completed a New Assessment on the existing Client and updated the Client’s Assessment date
and score.

A new VI-SPDAT, Family SPDAT, or TAY-VI-SPDAT is required every 90 days for open Coordinated Entry enrolled
Clients.
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