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How to Guide — Coordinated Entry HMIS Intake Workflow

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.

PROFILE

Grant Peters
gpeters@ihcda.in.gow
Indiana HMIS Train

ACCOUNT SETTINGS

Workgroup

2020 Coordinated Entry =
Organization

Coordinated Entry Region 1 e
Location

Open Workgroup Designer
Security Settings
Clear Preferances

Sign Out
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3.

(3)

attnesfirlisnttrack. eceovia.rom /MainPane asny?inline=tondma 1000000094

171 Coordinated Entry Intake
171 COVID-19 Intake

& COVID-19 Vaccine Intake

[II Client Dashboard

> & EditClient
[3 Client CE Consent Forms
[0 Case Notes

» [ Assessments

v =+ Referrals

4 Housing Program Eligibility and
Availability
» 3 Services
3 Enrollments
®

> am Family Members

131 Paused Workflows

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

Clients / Client Dashboard
Michelangelo Turtle ClientiD
123-45-6789 ja)
1/1/1990 1048331 )
Michelangelo Turtle's Dashboard
Michelangelo Turtle's Information
Name: Turtle, Birth 1/1/1990

Michelangele  Date:

Gender: Male

Age: 32

Veteran: Client

Ethnicity: MNon- Race: Client
Hispanic/Non- doesn't
Latin(a)(o)(x) know

Michelangelo's Enroliments

1 result found.

Project Exit Housing
Enroliment Case Start Date Date Move-In
Description ~ Members | 1Z Date
v Current
s My Fake 1 101242022
Organization
ES (ES-R8)

Michelangelo's Case Manager Assignments

Enroll ID

1971910

Doesn
Know

Exit Exit
ID Des
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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”

Q Search

Q, Find Client

133 COVID-19 Intake

[ Client Dashboard

> & Edit Client

[ Case Notes
» [0 Assessments

v &+ Referrals

Awvailability
» [ Services
3 Enroliments
> & Family Members

11 Paused Workflows

13 Coordinated Entry Intake

S COVID-1% Vaccine Intake

[3 Client CE Consent Forms

4 Housing Program Eligibility and

ichelangelo Turtle
1/1990

Find Client

123-45-678%9

I

1048331

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 Mame:

Full Mame (Last, First):

Social Security Number:

Birth Date:

Client 1D:

Cancel
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6. If no existing HMIS record is found, click on the “Coordinated Entry Intake” feature in “Client

Workspace”.
Q Search < Clients / ClientTrack Form @ a
Michelangelo Turtle ClientiD
AR ) i
Q, Find Client 1/1/19%0 IEnaSree 1048331 j
13 Coordinated Entry Intake < @

11 COVID-19 Intake

}‘ COVID-19 Vaccine 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

fields to narrow your search.
[II] client Dashboard

First Name: | |
> 3 EditClient
Last Name:
[3 Client CE Consent Forms
Middle Name:

[ Case Notes

> [J Assessments Full Name (Last, First):

v 8+ Referrals Social Security Number: - -
4 Housing Program Eligibility and Birth Date:  MM/DD/YYYY | & ‘
Availability 3
Client ID: 0

» 3 Services

3 Enroliments

> :. Family Members

131 Paused Workflows

(?) Cancel
bt frlimmttearl aremuia sem AdainDane 2cne?lnline—tams
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7. Click on “Add a new client”.

Q Ssearch <
Michelangelo Turtle ClientiD .
Q Find Client Intake (2298)  * ;1000 123-45-6789 1048331 & B
13 Coordinated Entry Intake © Add or Edit
13 COVID-19 Intake (O iz
Information
¥ COVID-19 Vs Intak
4 aceneniake O Client Consent
O Family Members
[0 Client Dashboard
O Diversion Assessment
> & EditClient
O Program Enroliment
3 Client CE Consent Forms
[ Case Notes MPause X Cancel
> 03 Assessments
v &+ Referrals < Addanewclient

4 Housing Program Eligibility and
Availability Add or Edit

[ Use the current client
» O Services

Do you want to add a new client or use the selected client?

[ Enroliments
Select another client
> & Family Members Q

13 Paused Workflows

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 Search < Client @ aa

leoTurtle  ClientiD

&\ FrET Intake (2298) ¥ - 4 8 o
3 Coordinated Entry Intake ® Basio clent Client Information A

133 COVID-19 Intake

Search Existing Clients
» .
# COVID-19 Vaccine Intake Search Existing Clients 0
O Client Consent
The first step in adding a new clientis to search existing client records for possible matches to avoid duplicate entry. Enter partal identifying information on the client, and then click Next to search from existing client
{0 Client Dashboard O Family Members records.

I the system finds no potential matches, you will be taken direg]

° .
> & EditClient O Div Assessment
it Clien persen e If the system finds potential matches, the search res; Gisplay below. If an accurate match apegggelect and open that existing client record by clicking on that row:
O Client CE Consent Forms O Program Enroliment - Ifthere are no accurate matches, click Next aggi##® continue to Step 2 in adding a new client record

3 Case Notes First Name:
M Pause X Cancel

> [ Assessments Last Name:

.o
&+ Referrals Social Security Number:

4 Housing Program Eligibility and Birth Dats
irth Date:
Availability
> 3 Services
03 Enrollments
> & Family Members
&

13 Paused Workflows
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9. If the clientis 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 < Client @ -

leo tur

X Qo o
Q Find Client Intake (2298) ®
. ® Basic Client A A
133 Coordinated Entry Intake <
ry o Client Information =]
13 COVID-19 Intake
# GOVID-19 Varcine Intake Basic Client Information
O Client Consent
Complete 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 wasn't
[ Client Dashboard O Family Members collected. Name and social security number data quality fields allow users ta indicate when a client doesn't know or refuses to provide information. If the required data is collected then ClientTrack
automatically records that full data quality was met
> & EditClient O Diversion Assessment
First N: M
3 Client CE Consent Forms O Program Enroliment irst Name:™ | leo
3 Case Notes Last Name:*  tur
W Pause X Cancel
> [ Assessments Middle Name:
v &+ Referrals Suffix:
4 Housing Program Eligibility and Name Quality:* | Full name reported o
Availability
Social Security Number: H u

> 03 Services v e

9 Enroliments SSN Quality:* @ Client doesn't know

O Client Refused
> & Family Members -
O Data not collected

13 Paused Workflows

Basic Client Demographics

BirthDate:  MM/DD/YYY

[e]e

Date of Birth Quality: * O Full DOB Reported

Client Age:  N/A

O Approximate or Partial DOB Reported

No duplicates detected X

<« Previous i ®@ Finish
10000004 2

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

Q, Search < e @
Anastasia Romanoff Social S v Murr - Client ID - o
OO client Dashboa LU IPTO PPP-77-1111 - = =
L= d Client Client Information
T3 Intake
asic Client Information @D
S COVID-19 Vac ntake . - N . . . - 5
Complete the client’s identifying information. Name and social security number have associated data qualit
Data quality fields are used to indicate the reason full information wasn't collected. Name and social security
~ [ Client Profile number data quality fields allow users to indicate when a client doesn't know or refuses to provide informati
the required data is collected then ClientTrack automatically records that full data quality was met.
- Edit Client
rst Mame:~ | Anastasia
D story
T Alias History Last Mame:* | Romanoff
[0 case Managers Middie Name:
[J Case Notes Suffix:
Client Files .
= i Mame Quality: = Full name reported -~ O
> & Family Members
Social Security Mumber: - - L]
[£3] interested Others
-~
Basic Client Demographics
=
E=l client Photo Birth Date: * O1/01/1970 o) | (]
22 votera io
&2 veteran Information Client Age: -
11 Paused Workflows

Date of Birth Quality: ~ 3 Full DOB Reported

> 3 Common Assessments Approximate or Partial DOB Reported
> [ Other Assessments Client doesn't know
> C3 cClient Enroliment and Client Client prefers not to answer
Services Data not collected
Race and Ethnicity: ~ American Indian, Alaska Mative, or Indigencus L]

Black, African American. or &frican

spanic/Latina/e/o
Al Eactorm cr Kok & friean

Additional Race and Ethnicity Detail

- |~ wom

Gender,

Man (Boy. if child)

urally Specific Identity (e.g.. Two-Spirit)
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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”

12. Complete the “Client Name” and “Date” field. Next, you will sign the form in
Manager Signature” box. Complete the “Case Manager Name” and “Date” field.

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).

Q search

Q Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

& COVID-19 Vaccine Intake

(I Client Dashboard

> & Edit Client
3 Client CE Consent Forms
3 CaseNotes

> [ Assessments

Referrals

Availability
> O3 services
[ Enroliments
°

> & Family Members

13 Paused Workflows

4 Housing Program Eligibility and

Leonardo Turtle 209222292 ClientiD
V1/1990 1048333

B: Client
S lient Consend
Information

@ Client Consent.

Intake (2298)

HMIS Client Consent
O Family Members

O Diversion Asses

© Program Enroliment

share your Protected Personal Information (“PPI") including data on your household such as:

M Pause X Cancel

*First name and last names, dates of birth, Social Security Numbers, gender, ethnicity, race, veteran status, prior residence, contact information and program status.

Purpose of this form: This Agency uses the Homeless Information Management System (*HMIS"). HMIS is a database and case management system that collects and maintains information on the
characteristics and service needs of clients. The system collects and stores client-level data that can be utilized to generate unduplicated and aggregate reports for the U.S Department of Housing

and Urban Development ("HUD") that can be analyzed to determine the use and effectiveness of the services being provided by Agency. When you request or receive services, we may collect and

*Your service needs, income, government benefits, education, employment, destination, disability, general health, as well as pregnancy, HIV/AIDS, behavioral health, mental health, legal and history
of domestic violence, dating violence, sexual assault, and stalking.

How will my PPl be used?

Your data will be entered into the HMIS to generate reports that can be analyzed to determine the use and effectiveness of the services being provided by the Agency. The ways in which this Agency
may use or disclose your information are discussed in our Notice of Privacy Practices, which is posted in this Agency near the intake stations (or comparable location) for review by clients.

How will my PPI be protected?

“We are required to protect the privacy of your PPl by complying with the privacy practices described in our Privacy Policy.

*Your information is protected by passwords and encryption technology. Each Agency and user must sign an agreement to maintain the security and confidentiality of your information. Any person
or Agency that uses the HMIS and violates the terms of the agreement may lose its access rights and may be subject to other negative consequences.

How will my PPl be shared and disclosed?

The PPl we collect can be shared and disclosed under the following circumstances:

* Shared with other HMIS service providers.
* To provide or coordinate services to you and your household.
* For HMIS administrative purposes

* When required by law or for law enforcement purposes or to prevent a serious threat to health or safety.

* Reports to HUD, audits and management functions.

the “Save” button.

Q search

Q Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

& COVID-19 Vaccine Intake

(0 Client Dashboard

> & Edit Client
@ Client CE Consent Forms
[ CaseNotes

> 03 Assessments

+ Referrals

A" Housing Program Eligibility and

Availability
» O Services
03 Enrollments
> & Family Members

13 Paused Workflows

hitpsi/

ovia

LeonardoTurtle . ., Clientid
1/1/1990 1048333

Ellent Consenﬂ

Intake (2298) x a ®

@ Cclient Consent.
© Family Members

O Diversion Assessment Client Informed Consent

O Program Enrollment
ning this form: *
WPause X Cancel

Client Signature:

)

Client Name:*
Date:*

Case Manager Signature:

>

be used and disclosed. Every effort will be made to ensure the proper use and security of my information.

the “Case
Next, click

©--

O lagree that this Agency and its employees and agents can enter all of my information into the HMIS and share my PPI

with other HMIS Service Providers

services from this Agency if my eligibility to receive these services cannot be verified

Clear Signature

oD, “”E‘

) I will provide my information to the Agency but | do not agree to allow the agency to enter any of my information into the
HMIS or share my PPl with other HMIS service providers

) I do not agree to provide any information to this Agency and | understand that | may not be able to receive certain

~
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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.

Q, Find Client

13 Coordinated Entry Intake

2 COVID-19 Vaccine Intake

(I Client Dashboard
> & EditClient

[ Client CE Consent Forms

> [ Assessments

.
&+ Referrals

> [ Services

Q Search < Client

Leonardo Turtle

Intake (2298) X

© Basic Client

1/1/1990

43 COVID-19 Intake

222-22-2222

ClientiD
1048333

©--

Family Members « 8
Information
@ Client Consent
The selected client's family members are displayed below. You may search for existing clients to add to this family or add new clients to the database and associate them with this family.
@ Family Members
O Diversion Ass o It's important to note that family members are the people who the client is related to. Family isn't always the same as a client's household. According to HUD "fa] household is a single individual or a

O Program Enroliment

M Pause X Cancel

3 CaseNotes

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

3results found (+1).

Name Quality*

Birth Date* 1%

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
unitif they were housed (Data Manual)

[ Enroliments

> & Family Members

Full name reported

Full name reported

01/01/1990

01/01/1990

)
(+)
N
A Housing Program Eligibility and
Availability
[m]
13 Paused Workflows
[m]

First Middle Last
Name* Name Name* Suffix
Leonardo Turtle
Michelangelo Turtle
Raphael Turtle
a|

Full name reported

-- SELECT --

01/01/1990

32

N/A

Birth Dat«
Quality*

== SELECT -

Ososoime

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.

>

Q, Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

#* COVID-19 Vaccine Intake

[ Client Dashboard

°
a
[ Client CE Consent Form
o

Q search < Clent

Intake (2298)

@ Basic Client
Information

@ Client Consent
© Family Members

@ Diversion

Edit Client

Case Notes

> [ Assessments

.
&+ Referrals

A Housing Program Eligibility and
Availability

> O3 Services
09 Enrollments
& Family Members

13 Paused Workflows

eonardo Turtle
1/1/1990

Diversion Assessment

222-22-2222

Assessment Date: *

Region: *

Housing Crisis
What brought on your current housing crisis? (Select all that apply)
Problem with Landlord:
Rental or Utility Arrears:
Eviction
Foreclosure
Condemned Propery:
Unable to Pay Rent
Overcrowding

Other.

DV and Lethality

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?

Rz o]

-- SELECT -~ v
-- SELECT-- v
-- SELECT-- v
--SELECT-- v
-- SELECT-- v
-- SELECT-- v
--SELECT-- v
-- SELECT-- v
-- SELECT-- v
-- SELECT -~ v
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16. PLEASE NOTE: The “DV and Lethality” section is to be completed for every client as part
of 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
guestion. The system will automatically calculate the “Lethality Score” for the DV survivor
and display the “Lethality Score” on the Prioritization List.

Q Search < @ am

Leonardo Turtle

22 a
Q Findcient Intake (2298) % /0 MZUE png33z 4B
. N Basic Client " .
13 Coordinated Entry Intake —_— Diversion Assessment <8
Information
13 COVID-19 Intake
1 Client Consent Overcrowding: == SELECT-- v

& COVID-19 Vaccine Intake

Farmily Membet

Other: --SELECT-- v
(I Client Dashboard
o . DV and Lethality
> & EditClien
D) Ciient CE Consent Forms Are you homeless due to fieeing or attempting to fiee domestic* -~ SELECT v
O CaseNotes violence, sexual assault, stalking or other dangerous or lfe
threatening conditions related to violence against you or your
> 3 Assessments family?

~ & Referrals

Diversion Questions
A Housing Program Eligibility and a

Availability
Are you safe in your current living condition?* -~ SELECT -~ v
> O Services

Is there anyone else you could stay with temporarily if you were able®  -- SELECT-- v

Enroliments :
B to receive case management, transportation and/or limited financial

F stance?
> & Family Members assistance’

13 Paused Workflows
Diversion

Are you diverting client?

Divert Client?* | -- SELECT-- v

Restriction Options

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

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.
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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.

QSearch ¢ Clents @ g

!

Leonardo Turtle ClientiD
i W00 o g
Q Q, Find Clent ntake 2276 /990 1048333 - :
9 Basi Cint .
Bl ] Condaat iy e — Diversion Assessment ‘8
Information
13 COVID-9 Intake A
{9) Clent Consent Overcrowding: - SELECT - v
¥ COVD9 Vacrine |
Y e 9 Family Members Other -~ SELECT~ v
 Diversion Assessment
(10 Client Dashboard

Q) Program Enrolment
y & EdtClent OV and Lethalty

DC‘HM[CUHSEMWS WPase  XCancel Areyou homeless due to fleging or attemptingto flee domestic™ -~ SELECT - v
violence, sexual assault, stalking or other dangerous or lfe

[ CaseNotes
threatening conditions related to violence against you or your

) [ Assessments family?

v 4 Referls

Diversion Questions

A Housing Program Elghilty and

Avaiabilty
Are you sefein your current fiving condition?* - SELECT - v
y (9 Senvices
|5 there anyone else you could stay with temporarily ifyou were able® ~ -- SELECT -~ v
[ Enrollments

toreceive case management, transportation and/or imited financial

assistance!

) u.n Family Members

13 Paused Workfows
Diversion

Are you diverting client?

Divert Client?*

- SELECT - ¥

Restriction Dpes

¥/ No Changes

10
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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.

Q Search < Client @ o

Leonardo Turtle ClientiD
x 222-22-2222 a =

Q, Find Client Intake (2298) 1/1/1990 1048333 2 E

@ B Client
43 Coordinated Entry Intake aste clen HUD Program Enrollment <

Information
13 COVID-19 Intake Client Consent + For Safe Havens and Transitional Housing - it is the date the client moves into the residential project (i.e. first night in residence).
N + 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 admitted indicates the following

# COVID-19 Vaccine Intake ) Fornily Members 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 homelessness is required the client indicates they have a
serious disability and have been homeless long enough to  qualify - though all documentation may not yet have been gathered
2. The client has indicated they want to be housed in this project

[ Client Dashboard

@ Program Enroliment
Edit Client 3. The client is able to access services 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

[ Client CE Consent Forms

WPause % Cancel For all other types of Service projects including but not limited to: services only, day shelter, homelessness prevention, coordinated assessment, health care it is the date the client first

O Case ot began working with the project anfileenerally received the first provision of service.
ase Notes
Assessments Project:* | My Fake Organization Coordinated Entry (R1a) v

Referrals

4 Housing Program Eligibility and

Household
Availability

Excerpt from the HMIS Data Standards Manuai"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

> 0O Services dwelling unit (or, for persons who are not haused, wha would live together in one dwelling unit if they were housed).”

C3 Enrollments

> & Family Members

Project Relationship to
47 Paused Workflows [J  Name Gender  Age Start Date Case Manager @ Head of Household*
O Turtle, Michelangelo Male 32 MM/DD, -- SELECT -- v
O Turtle, Raphael Male 32 MM/DD, @ E] -~ SELECT - v
O Turtle, Leonardo Male 32 MM/DD, E] E] -~ SELECT -- v
0

Q search < ciient @ a8

Leonardo Turtle ClientiD
o 2 =)
Q Find Client Intake (2298)  * /000 222222222 1048333 * E
B: Client .
3 Coordinated Entry Intake . Universal Data Assessment <0

133 COVID-19 Intake

© Client Consent
S COVID-19 Vaccine Intake Complete the information below related to th
the Default Last Assessment button wil

N D expected because of changed setyg

fod client's housing status and other relevant information. Note: Becaus®
Bring in any 3917 data. Changing any project setup data with existing enrollments may

#ta or missing required data links
Default Client's Last Assessment @

Assessment Date:*  10/27/2022 @

reflects real time data entry as described in the Data Dictionary,
or break the logic for 3917, 3917 may not always show as

© Family Members

[IJ Client Dashboard
Program Enroliment
> & EditClient
v Leonardo Turtle
3 Client GE Consent Forms
® New Assessment

O Case Notes Age atAssessment: 32

> O Michelangelo Turtle
> 03 Assessments

Assessment Type:*

Entry

Assessor:*  Grant Peters E]

Program:

> O Raphael Turtle
v &+ Referrals

A Housing Program Eligibility and WPause X Cancel

Availability My Fake Organization Coordinated Entry (R1a) v

> 03 Services Disabling Condition:* | Client Doesn't Know v |

[ Enroliments

> & Family Members Client Location
Select or enter the CoC code assigned to the geog!® rea where the head of household is staying at the time of proj ry. Client location will be defaulted to the program’s CoC within a
13 Paused Workflows ” o geog ying p Y. prog
workfiow.

Client Location:* IN-502 - Indiana Balance of State v
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:*  -- SELECT -~
a

11
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e 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.

e 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 Prefers Not to
Answer, Data Not Collected)

Q, Search < Q o B

Anastasia Romanoff

1) Ciient Dashboard Intake (2298) ¥ 4000 292-22-1111 1048310 Q8

s Basic Client g <
Q, Find Client —— Universal Data Assessment
T3 Intake

Family Members
& COVID-19 Vaccine Intake Enreliment CoC
Program Enroliment
Select or enter the CoC code

~ % Romancff, Anastasia be defaulted to the program’s

ned to the geographic area where the head of household is staying at the time of project entry. Enroliment CoC wil

within a workflow

~ [3J Client Profile
@ Universal Data

& Edit Client
-
Aczassment Enrollment CoC:* | IN-502 - Indiana Balance of State w
"D Address History > © Romanoff, Parmesan
D) Alias History
R Prior Living Situation
[ Case Managers 0 Pause X Cancel
© type of residence and length of stay at that residence just prior to (e fpoefore) program admission
[ Case Notes
& Client Files Prior Living Situation: *|  Emergency shelter, including hetel or motel paid for with emergency she r. Host Home shelter v

(]

Length of stay in prior living*  One week or more, but less than one month W

- ofovzo23 | @ ‘0

* Client refused

> & Eamily Members

[ Interested Others situation:

A Living Situation

Approximate date this episo
2 Notifications homelessne

B client Photo v

&% Veteran Information client has been

ES, or SH in the

13 Paused Workfiows

Total number of moni

s*  Client doesn't know

on the streets,

e Enrollment CoC — 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 this episode of 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.
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How to Guide — Coordinated Entry HMIS Intake Workflow
Revised: September 2023

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

[y Search ¢ Clent @ o8

Leonardo Turtle ClientD
L) 20-02-2202 Q "
Q Find Client Intake (2298) 1111990 1048333 \ 8
@ Basic Client q
13 Coordinated Entry Intake Y s LIEN HM|STr|ageAssessment « B
Information
13 COVID-19 Intake |
+ ©) Client Consent
¥ COVID9 Vaceine Intake Assess the clients current situation with thg#Bstions below. This data can be used for prioritization of services needed for the client

) Family Members
Assessment Active

©) Diversion Assessment
(11 Client Dashboard Assessment Date:* 10/21/2022 E‘
@) Program Enrollment

8 it Clent
) @ EditClint Assessment Location:* My Fake Organization v

v Leonardo Turtle
D Clent CEConsentForms vk How Assessnent Assessment Contact Type:*  Phone
[ CaseNotes
@Tn‘age/turrent Whatis your household type:*  Household with children and adults v

» [ Assessments Living Situation

. Information Date:* | 10/27/2022 E‘
v at Referrals () Complete Housing

Needs

‘ﬁ‘ Housing Program Elgiftyznd Enrollment:*  10/27/2022 - My Fake Organization Coordinated Entry (R1a) v

Assessment?

Availability

3.0 Michelangels Tt Verified by Project: My Fake Organization ES (ES-R8) v

y [ Services
» O Raphael Turtle

Enroliments - .
0 Current Living Situation Information
& Py Venbers WPause X Cancel
Current Living Situation:* -~ SELECT --
3 Paused Workflows Arrentng sraton !
Location Detail

Record Contact D

0
htpsy/clenttrack eccoviacom/MainPage.aspilnline=top#

e Complete the “Assessment Location”

e 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”

13



How to Guide — Coordinated Entry HMIS Intake Workflow
Revised: September 2023

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 b

Q Ssearch <
Leonardo Turtle Tt
Q Find Client Intake (2298) % ;1000 22R22 1048333 e
@ Basic Client 5
13 Coordinated Entry Intake el HMIS Triage Assessment

13 COVID-19 Intake |
@ Client Consent
& What is your household type:*
COVID-19 Vaccine Intake
” RemneinRe © Family Members
L Information Date:*
9 Diversion Assessment
(I Client Dashboard
2 Program Enrollment Enroliment
> & EditClient
v ¥ Leonardo Turtle Verified by Project:
[@ Client CE Consent Forms
v New Assessment
[3 Case Notes
@ Triage/Current Current Living Situation Information
> O3 Assessments Living Situation

v &+ Referrals Current Living Situation:

4 Housing Program Eligibility and
Availability

Location Detail

>O Michelange
> O3 Services

5 O Raphael Turtle

[ Enroliments Record Contact:

& oy Marabers MPause  XCancel

13 Paused Workflows Contact Service Information
ontact Service:*
Location:

Comments

ox then click “Save”

Household with children and adults v

10/27/2022 | B ‘

10/27/2022 - My Fake Organization Coordinated Entry (R1a) v

My Fake Organization ES (ES-R8) v

Place not meant for habitation

CE - Case Management

My Fake Organization v

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

Q search <) RE

Leonardo Turtle entiD
Q. Find Client Intake (2298) B = 2222222 qoagzzz a B

© Basic Client
Information

13 Coordinated Entry Intake

COVID-19 Intaks L
= niake @ Client Consent

N v "
S COVID-19 Vaccine Intake © Eamity Membiers

© Diversion Assessment
[ Client Dashboard
© Program Enroliment
> & Edit Client
~ ¥ Leonardo Turtle
3 Client CE Consent Forms
v New Assessment
3 Case Notes
© Triage/Current

> [ Assessments Living Situation
~ &+ Referrals ® Complete Housing
Needs

4 Housing Program Eligibility and
Availability

Assessment?

> [ Services Complete Housing Needs Assessment?

O Enroliments

> & Famiy Members MPause  XCancel

23 Paused Workflows

' Yes

Complete Housing Needs Assessment?

26. For our client, “Leonardo Turtle” the “VI-SPDAT” was chosen.

©:-

14
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Revised: September 2023

Q search

x

Intake (2298)

Basic Client
Information

Q, Find Client

13 Coordinated Entry Intake

13 COVID-19 Intake

) Client Consent

¥ COVID-19 V. Intaki ik
”’ aceinelntake © Family Members

) Diversion Assessment

(D Client Dashboard

) Program Enrollment
> & EditClient
v ¥ Leonardo Turtle
[@ Client CE Consent Forms
v % New Assessment
(3 case Notes

Triage/Current

> [3 Assessments Living Situation

> &+ Referrals

Complete Housing

Needs
> [ Services Assessment?
0 Enroliments © VI-SPDAT
> & Family Members
WPause  XCancel

13 Paused Workflows

avascriptvoid(0)

Leonardo Turtle

s
1048333

Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT)

0OrgCode 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 Commur

Solutions and/or Org Consulting, Inc.

Administration

[Assessment Activ

ClientID: 1048333,

Interviewer Name: Agency:

Date/Time: * AM

10/27/2022 | & ‘

Assessment Level:*  Housing Needs Assessment

Enrollment:*  10/27/2022 - My Fake Organization Coordinated Entry (R1a) v Interview Location:

Assessment Contact Type:* -~ SELECT -~ Assessment Location: *

Basic Information

Name:  Turtle, Leonardo
Nickname
Inwhat language do you feel best able to express yourself? -~ SELECT -- v Soc
Age at Assessment: 32 Birthdate:  01/01/1990 Has Consented to Parti

SecNo:

cipate?

-- SELECT --

222

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”.

Q search < clent

Q Find Client Intake (2298) x

13 Coordinated Entry Intake ) Basic Client
Information

13 COVID-19 Intake ot concont

& COVID-19 Vaccine Intake

) Family Members

Diversion Assessment
Client Dashboard

Program Enroliment

Edit Client
v Leonardo Turtle

[ Client CE Consent Forms
~ o New Assessment
[ Case Notes
Triage/Current
Assessments Living Situation
Referrals & Complete Housing
Needs
Services Assessment?
03 Enroliments © VI-SPDAT
> & Family Members
WPause X Cancel

Paused Workfiows

Leonardo Turtle
1/1/1990

ClientiD

1048333

Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT)

222-22-2222 a8

Administration

Assessment Active
ClientID: 1048333

Grant Peters

0/27/2022 | B ‘

Housing Needs Assessment v

Interviewer Name: Agency:

Date/Time:* AM

Assessment Level: *

Enroliment:*  10/27/2022 - My Fake Organization Coordinated Entry (R1a) v Interview Location:

Assessment Contact Type:*  In Person

Assessment Location:

Basic Information

Name: Turtle, Leonardo
Nickname
Inwhat language do you feel best able o express yourself?  English v
Ageat Assessment: 32 Birthdate:  01/01/1990

IF THE PERSON IS 60 YEARS OF AGE OR OLDER. THEN SCORE 1.

- 22

O Team @ Staff

OTeam O Staff O Volunteer

OYes ONo

My Fake Organization v

Soc Sec No

222

Has Consented to Participate? (@) Yes

-2

O No

- 2222

O Volunteer

- 2222
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Q search

Q, Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

#¥ COVID-19 Vaccine Intake

(I Client Dashboard
> & EditClient
[3 Client CE Consent Farms
3 Case Notes
> 03 Assessments
> &+ Referrals
> [ Services
[ Enrollments
> & Family Members

13 Paused Workflows

How to Guide — Coordinated Entry HMIS Intake Workflow
Revised: September 2023

< | Client:

Leonardo Turtle
1/1/1990

ClientiD
Intake (2298) * 1048333
© Basic Client

Information

222-22-2222 =]

© Client Consent Basic Information

© Family Members

Name:
© Diversion Assessment

Nickname:
© Program Enroliment

In what language do you feel best able to express yourself?

Leonardo Turtle

New Assessment Age at Assessment:

@ Triage/Current
Living Situation

Turtle, Leonardo

English

32

IFTHE PERSON IS 60 YEARS OF AGE OR OLDER, THEN SCORE 1.

@ Complete Housing

Needs
Assessment?
A. History of Housing & Homelessness
® VI-SPDAT
1. Where do you sleep most frequently? (check one):
WPause X Cancel

Birthdate:

Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT)

SocSecNo: 222

01/01/1990

O Shelters O Transitional Housing O Safe Haven O Outdoors O Refused O Other (specify)

IF THE PERSON ANSWERS ANYTHING OTHER THAN "SHELTER", "TRANSITIONAL HOUSING".OR "SAFE HAVEN', THEN SCORE 1.

-2

Has Consented to Participate? (@ Yes O No

- 2222

2. How long has it been since you lived in permanent stable
housing? # of Years:

# of Months;

3.In the last three years, how many times have you been homeless?

O Refused

O Refused

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

Q search

Q, Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

S COVID-19 Vaccine Intake

(D Client Dashboard
> & EditClient
[@ Client CE Consent Forms
[ Case Notes
» [ Assessments
> &+ Referrals
> O3 Services
[9 Enrollments
> & Family Members

13 Paused Workflows

Clients

Leonardo Turtle
1/1/1990

ClientiD

1048333

Intake (2298) x 222-22-2222 )

© Basic Client.

Information
@ Client Consent # of Months:
© Family Members 3.In the last three years, how many times have you been homeless?
© Diversion Assessment
®

© Program Enroliment

AND/OR 4+ EPISODES OF HOMELESSNESS, THEN SCORE 1.

v ¥ Leonardo Turtle

v ¥ New Assessment

@ Triage/Current B.Risks

Living Situation

@ Complete Housing
Needs
Assessment?

@ VI-SPDAT

WPause X Cancel

O Refused

O Refused

IF THE PERSON HAS EXPERIENCED 10R MORE CONSECUTIVE YEARS OF HOMELESSNESS,

Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT)

4.1n the past six months. how many times have you.

a) Received health care at an emergency department/room?

b) Taken an ambulance to the hospital?

©) Been hospitalized as an inpatient?

d) Used a crisis service, including sexual assault crisis, mental health crisis, family/intimate violence, distress centers and suicide prevention hotlines?

€) Talked to police because you witnessed a crime, were the victim of a crime, or the alleged perpetrator of a crime or because the police told you that you must move along?

) Stayed one or more nights in a holding cell. jail or prison, whether that was a short-term stay like the drunk tank, a longer stay for a more serious offence, or anything in

between?

O Refused

O Refused

O Refused

O Refused

O Refused

O Refused

16



How to Guide — Coordinated Entry HMIS Intake Workflow
Revised: September 2023

Q search < Clents @ P

Leonardo Turtle ClientiD

-22- a kA
Q, Find Client Intake (2298) ¥ 1/1/1990 2zazzzze 1048333 B
. @ Basic Client P, " PR . . .
13 Coordinated Entry Intake P—— Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT) <8
13 COVID-19 Intake © Ciiont Consent 1 1GIRSU (U PUIILE UELAUSS JUU WIHIESSEU @ LIS, WEI S LS VILUKT U @ UIlIE, Ul UG GISYeU Pl PEUatus Ui a UG Ul Ueuause Uie pUIKue Wid YUl tiat yuu s iiove aivg |
5 - O Refused
#° COVID-19 Vaccine Intake © Family Members
© EiEEEn AT ) Stayed one or more nights in a holding cell, jail or prison, whether that was a short-term stay like the drunk tank, a longer stay for a more serious offence, or anything in
[0 Client Dashboard between? Refused
© Program Enroliment O Refuse

Edit Client

~ ¥ Leonardo Turtle
(3 Client CE Gonsent Forms

v New Assessment

IF THE TOTAL NUMBER OF INTERACTIONS EQUALS 4 OR MORE, THEN SCORE 1 FOR EMERGENCY SERVICE USE.

3 Case Notes

© Triage/Current
> [ Assessments Living Situation 5. Have you been attacked or beaten up since becoming homeless? O Yes ONo O Refused

> &+ Referrals © Complete Housing 6. Have you threatened to or tried to harm yourself or anyone else in -~ O Yes O No O Refused
Needs the last year?
> B Services Assessment?
03 Enroliments © VI-SPDAT
N :. Famnily Members IF “YES™ TO ANY OF THE ABOVE, THEN SCORE 1 FOR RISK OF HARM.
WPause X Cancel

13 Paused Workflows 7. Do you have any legal stuff going on right now that may resultin O Yes ONo O Refused

you being locked up. having to pay fines, or that make it more
difficult to rent a place to live?

IF "YES;" THEN SCORE 1 FOR LEGAL ISSUES.

8. Does anybody force or trick you to do things that you donot want O Yes ONo O Refused
todo?

9. Do you ever do things that may be considered to be risky like O Yes ONo O Refused
exchange sex for money. run drugs for someone, have unprotected
sexwith someone you don't know, share a needle, or anything like

Q search < | Cclients @ P

Leonardo Turtle ClientiD

Q, Find Client Intake (2298)  F 00 222222 1048333 28
13 Coordinated Entry Intake @ F::fmcxg: Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT) <8

COVID-19 Intaks
= ke © Client Consent.

¥ COVID-19 V. Intak
s renelnare © Family Members IF "YES THEN SCORE 1 FOR LEGAL ISSUES.
© Diversion Assessment
() Client Dashboard 8. Does anybody force or trick you to do things that you do notwant O Yes ONo O Refused
@ Program Enroliment to do?
> & EditClient
~ ¥ Leonardo Turtle 9. Do you ever do things that may be considered to be risky like O Yes O No O Refused
3 Client CE Consent Forms exchange sex for money. run drugs for someone. have unprotected
O case Not ~ & New Assessment. sexwith someone you don't know, share a needle. or anything like
ase Notes
.
© Triage/Current et
> 03 Assessments Living Situation
> & Referrals @ Complete Housing
Needs IF “YES™ TO ANY OF THE ABOVE, THEN SCORE 1 FOR RISK OF EXPLOITATION.
> O services Assessment?
[ Enroliments. © VI-SPDAT .
C. Socialization & Daily Functioning
> & Family Members
P: X Cancel
13 Paused Workflows (s ance 10. Is there any person, past landiord, business, bookie, dealer, or O Yes ONo O Refused

government group like the IRS that thinks you owe them money?

11.D0 you get any money from the government, a pension.an O Yes ONo O Refused
inheritance, working under the table, a regular job, or anything like
that?

IF “YES" TO QUESTION 10 OR “NO" TO QUESTION 1, THEN SCORE 1 FOR MONEY MANAGEMENT.

12.D0 you have planned activities, other than just surviving. that O Yes ONo O Refused
make you feel happy and fulfilled?
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Q search <) Clents @ A

Leonardo Turtle ClientiD -
Q, Find Client Intake (2298) ¥ 000 2220222 pez23 o I
13 Coordinated Entry Intake o IE;:;S::: Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT) <8

COVID-19 Intake

¥ COVID-19 Vaceine Intake © Family Members 12.Do you have planned activities, other than just surviving, that O Yes O No O Refused

make you feel happy and fulfilled?
© Diversion Assessment
[l Client Dashboard

© Program Enroliment
Edit Client

IF “NO;" THEN SCORE 1 FOR MEANINGFUL DAILY ACTIVITY.

v ¥ Leonardo Turtle

Client CE Consent Forms
v & New Assessment 13.Are you currently able to take care of basic needs like bathing, O Yes O No O Refused
changing clothes, using a restroom, getting food and clean water
and other things like that?

Case Notes
@ Triage/Current
Assessments Living Situation

Referrals © Complete Housing

> [ Services (=55 IF "NO; THEN SCORE 1 FOR SELF-CARE.
Assessment?
03 Enroliments B
® VI-SPDAT 14.ls your current homelessness in any way caused by a relationship O Yes O No O Refused
s & Fanmily Members that broke down, an unhealthy or abusive relationship, or because
family or friends caused you to become evicted?
MPause  XCancel

13 Paused Workflows

IF “YES. THEN SCORE 1FOR SOCIAL RELATIONSHIPS.

D. Wellness

15 Have you ever had to leave an apartment, shelter program.or O Yes O No O Refused
other place you were staying because of your physical health?

16. Do you have any chronic health issues with your liver, kidneys, O Yes O No O Refused
stomach, lungs or heart?

Q search < | Clients @ P

Q. Find Client Intake (2298) % :;g/::;doﬂume ezzaanz ;‘0225333 B [ &

13 Coordinated Entry Intake @ IE:;‘:MC;::; Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT) <8
T COVID17 Intake @ Client Consent

¥ COVID-19 Vaccine Intake e . B Wellness

@ Diversion Assessment
Client Dashboard
[0 [Clertisstnos: oF rolment 15 Have you ever had to leave an apartment. shelter program, or O Yes O No O Refused
© Program Enrollment

Edit Client other place you were staying because of your physical health?
3 Client CE Consent Forms W LeonardoTurtle 16. Do you have any chronic health issues with your liver, kidneys, O Yes O No O Refused
¥ New Assessment stomach, lungs or heart?

Case Not
D CaseNotes o 7. If there was space available in a program that specifically assists O Yes O No O Client Refused

Assassments Living Situation people that live with HIV or AIDS, would that be of interest to you?
Referrals O BT 18. Do you have any physical disabilities that would limit the type of O Yes O No O Refused
Noone housing you could access. or would make it hard to live
Services independently because you'd need help?
Assessment?
0 Enroliments S 19. When you are sick or not feeling well. do you avoid getting help? O Yes O No O Refused
> .,. Family Members 20.FOR FEMALE RESPONDENTS ONLY: Are you currently pregnant? O Yes O No O Refused
W Pause X Cancel

13 Paused Workflows

IF "YES™ TO ANY OF THE ABOVE, THEN SCORE 1 FOR PHYSICAL HEALTH.

21.Has your drinking or drug use led you to being kicked outofan O Yes O No O Refused
apartment or program where you were staying in the past?

22.Will drinking or drug use make it difficult for you to stay housedor O Yes O No O Refused
afford your housing?

IF “YES™ TO ANY OF THE ABOVE, THEN SCORE 1 FOR SUBSTANCE USE.
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Q search

Q, Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

& COVID-19 Vaccine Intake

(D Client Dashboard

> & EditClient
[3 Client CE Consent Forms
[@ case Notes

> [ Assessments

> &+ Referrals
> O3 Services
03 Enrollments

> & Family Members

13 Paused Workflows

Q search

Q, Find Client
13 Coordinated Entry Intake
13 COVID-19 Intake

¥ COVID-19 Vaccine Intake

(D Client Dashboard
> & EditClient
[3 Client CE Consent Forms
3 Case Notes
> [0 Assessments
> &+ Referrals
> O3 Services
09 Enrollments
> & Family Members

13 Paused Workfiows

< Clients

Intake (2298) *

@ Basic Client
Information

© Client Consent

© Family Members

© Diversion Assessment
@ Program Enrollment

Leonardo Turtle

vk New Assessment

@ Triage/Current
Living Situation

@ Complete Housing
Needs
Assessment?

@ VI-SPDAT

W Pause X Cancel

Leonardo Turtle
1/1/1990

222-22-2222

Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT)

How to Guide — Coordinated Entry HMIS Intake Workflow
Revised: September 2023

ClientiD

1048333 © B

IF “YES" TO ANY OF THE ABOVE, THEN SCORE 1 FOR SUBSTANCE USE.

23 Have you ever had trouble maintaining your housing, or been
kicked out of an apartment, shelter program or other place you were

staying, because of:

a) Amental health issue or concern?

b) A past head injury?

) Alearning disability. developmental disability. or other

impairment?

24.D0 you have any mental health or brain issues that would make it
hard foryou to live independently because you'd need help?

QYes QONo Q Refused
OYes ONo O Refused

OYes ONo O Refused

OYes ONo O Refused

IF “YES" TO ANY OF THE ABOVE, THEN SCORE 1 FOR MENTAL HEALTH.

IF THE RESPONENT SCORED 1 FOR PHYSICAL HEALTH AND 1 FOR SUBSTANCE USE AND 1 FOR MENTAL HEALTH, SCORE 1FOR TRI-

MORBIDITY.

25.Are there any medications that a doctor said you should be
taking that, for whatever reason, you are not taking?

26.Are there any medications like painkillers that you don't take the
way the doctor prescribed or where you sell the medication?

OYes ONo O Refused

OYes ONo O Refused

IF “YES" TO ANY OF THE ABOVE, SCORE 1 FOR MEDICATIONS.

Clients

Intake (2298)  *

© Basic Client
Information

© Client Consent

© Family Members

© Diversion Assessment

© Program Enrollment
v % Leonardo Turtle

v New Assessment

@ Triage/Current
Living Situation

©@ Complete Housing
Needs
Assessment?

@ VI-SPDAT

W Pause X Cancel

Leonardo Turtle
1/1/1990

222-22-2222

Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT)

ClientiD

1048333 ° ©

25.Are there any medications that a doctor said you should be
taking that, for whatever reason, you are not taking?

26.Are there any medications like painkillers that you don't take the
way the doctor prescribed or where you sell the medication?

OYes ONo O Refused

OYes ONo O Refused

IF “YES" TO ANY OF THE ABOVE, SCORE 1 FOR MEDICATIONS.

27.YES OR NO: Has your current period of homelessness been
caused by an experience of emotional, physical. psychological,
sexual. or other type of abuse, or by any other trauma you have

experienced?

IF “YES", SCORE 1 FOR ABUSE AND TRAUMA.

OVYes ONo O Refused

SCORING SECTION

Prescreen Total:

PRE-SURVEY:

A HISTORY:

B.RISK

C. SOCIALIZATION & DAILY FUNCTIONS:

D. WELLNESS:

PRE-SCREEN TOTAL:

0

0

0

0

0

0

0
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Q search < Clents
Q, Find Client Intake (2298) x
@ Basic Client

13 Coordinated Entry Intake
Information

13 COVID-19 Intake
a e @ Client Consent

) COVID-19 V: Intaks
4 acenelniae © Family Members

© Diversion Assessment
[ Client Dashboard

© Program Enroliment
> & EditClient

v ¥ Leonardo Turtle
3 Client CE Consent Forms

v % New Assessment
[ CaseNotes
@ Triage/Current

> [ Assessments Living Situation
> &+ Referrals © Complete Housing
Needs
> O Services Assessment?
3 Enroliments @ VI-SPDAT
> & Family Members
1Pause X Cancel

13 Paused Workflows

LeonardoTurtle . Clientid o &
1/1/1990 1048333 .

Vulnerabi

PRE-SURVEY

A.HISTORY OF HOUSING &
HOMELESSNESS

B.RISK

C.SOCIALIZATION & DAILY FUNCTIONS.

D. WELLNESS

Grand Total

Follow-Up Questions

0On aregular day, where is it easiest to find you and what time of day is easiest to do so?
When?

Is there a phone number and/or email where someone can get in touch with you or leave a message?

Phone:
Email:
Photo Permission:

Prioritization Status: *

ity Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT)

Score  Recomendation

0-3  Nohousing intervention

47 Anassessment for Rapid Re-Housing

8-
" Rirst

O Mornings O Afternoon O Evening O Night

OYes ONo O Refused

-- SELECT -- v

An assessment for Permanent Supportive Housing/Housing

29. To complete the Intake workflow, Click the “Finish” button.

Q search < clents
Q, Find Client Intake (2298)
@ Basic Client

13} Coordinated Entry Intake
Information

COVID-19 Intak
= ke © Client Consent

5 -
& COVID-19 Vaccine Intake o —
© Diversion Assessment
(I Client Dashboard

© Program Enroliment

> & Edit Client
> @ Leonardo Turtle
3 Client CE Consent Forms
03 CaseNotes 1 Pause X Cancel
> [ Assessments

> & Referrals
» O3 Services
O Enroliments.
> & Family Members

13 Paused Workflows

@
javascript._doPostBack('ctioScontent$ FinishButton’,")

Leonardo Turtle ClientiD
¥ 222-22-2222

1/1/1990 1048333 a o

You're done!

All required steps have been completed.

Finish

Close the workfiow
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30. The enrollment for Coordinated Entry now appears on the “Client Dashboard”

Q Search <) e Client

Leonardo Turtle . ., ClientiD 2B
Q, Find Client 1/1/1990 1048333 -
13 Coordinated Entry Intake

Leonardo Turtle's Dashboard

13 COVID-19 Intake

¥ COVID-19 Vaccine Intake Leonardo Turtle's Information

=

(I Client Dashboard Name:  Turtle, Leonardo Birth Date: ~ 1/1/1990 Age 32
> & EditClient

Gender.  Male Veteran:  Client Doesn't Know

(3 Client CE Consent Forms

O Case Notes Ethnicity:  Non-Hispanic/Non-Latin(z)(0)() Race:  Asian or Asian American
> [ Assessments
> &+ Referrals
v [ Services Leonardo's Enroliments =

® Quick Services

[ Enroliments 1 result found.

> & Family Members Enroliment Case Last Assessment
Membere _peoiectcioninote = coinaie i po oo oo o oot Eamlio oo coioociooi
13 Paused Workflows
v Current
. My Fake Organization Coordinated Entry (R1a) 1 1002712022 1971915 My Fake Organization 1012712022
Leonardo's Case Manager Assignments =
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You have successfully completed the Coordinated Entry Intake workflow. Please contact the
HMiIShelpdesk@ihcda.IN.gov if you have questions or would like additional assistance.
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	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”.
	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.
	9. If the 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.
	21. Click the “Save” button to continue.
	26. For our client, “Leonardo Turtle” the “VI-SPDAT” was chosen.
	29. To complete the Intake workflow, Click the “Finish” button.
	30. The enrollment for Coordinated Entry now appears on the “Client Dashboard”

