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OBJECTIVES

IHCDA

Thank you for using ClientTrack for your case management needs. ClientTrack is an electronic data collection
system for persons who access a variety of services for homeless prevention and/or rapid re-housing services.
Aggregate data can be used to understand the size, characteristics, and needs of the population at the local, state,
and national levels. ClientTrack enables you to track information about client needs, goals, and service outcomes.

The content in this user manual will provide information on all of 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 |HCDA staff list and contact information
e DV ClientTrack help desk information

SECURITY POLICIES & PROCEDURES
e DV Acknowledgment
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 Universal Data Quality Report
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CONTACTS

STAFF

Elspeth (Elby) Hilton Grant O. Peters
Director of Community Services HMIS Manager
317-234-3889 317-232-2872
ElHilton@ihcda.IN.gov Gpeters@ihcda.in.gov
Lori Wood Daniella Jordan
HMIS/CE Trainer HMIS Data Analyst
317-234-6975 317.232.8273
lwoodl@ihcda.in.gov Djordan2@ihcda.in.gov

DV CLIENTTRACK 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 date of birth as seen outlined by the red box. Please use the client ID number

)‘/ . m p— E when emailing the help desk if applicable.

i

o Hla.efL:ellaC i I 758 D ‘ I DV ClientTrack Help Desk: DVHelpDesk@ihcda.IN.gov

455-55-445

£ Lila Lilac's Dashboard

CLIENTTRACK ACCESS

You can access DV ClientTrack with the following link:

https://www.clienttrack.net/IDV

ClientTrack for Domestic Violence Providers

SECURITY POLICIES & PROCEDURES

Personal Protected Information (PPI) is considered any information that could lead to individual identification of
clients you serve. Agencies participating in ClientTrack 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. PPI
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.
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PRIVACY AND CLIENT INFORMATION RESTRICTIONS
The Domestic Violence (DV) ClientTrack environment is a closed system. Client level data is only seen by your

organization and the support team.

A client should be provided the DV Acknowledgement Form
(http://www.in.gov/myihcda/files/Final_DV_acknowledgement_form_2016.pdf) and sign it accordingly. A client

can refuse data collection or data entry into DV ClientTrack, but the client should be asked. The agency cannot
determine participation on behalf of the client. 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 partner website, as well as other helpful forms
and resources: https://www.in.gov/ihcda/indianabos/2409.htm

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in publicly
accessible areas should be staffed at all times 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 ClientTrack or
Password in a Rolodex). ClientTrack security policies require the use of strict passwords. Passwords must have:

e Atleast one number

e Between 8 and 12 characters

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

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 DVHelpDesk@ihcda.IN.gov

and someone will assist you.

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 Microsoft Internet Explorer, 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/IDV
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sign In to CliemtTrack
User Name

lwoodl@ihcda.in.gowv

Password
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What's New

NHSDC Oct 2019

9/30/2079

Eccowvia Solutions is excited to attend the National Human
Services Data Consortium (MHSDC) Fall Conference, October
15-17, 2019 in Austin,b, TX. This years conference will be
focusing on preventing and ending homelessness and impacting
community systems of care with data. Conference attendees
will hear inspiring examples of communities who have
successfully used data to transform [.] The post NHSDC Oct
2019 appeared first on Eccovia Solutions.

Florida Coalition for the Homeless

/30,2079

Eccovia Solutions is proud to support the Florida Coalition for
the Homeless 2019 Annual Conference Starting Oct 9th, 2019,
The conference brings together national, state and local experts
from the fields of homelessness, affordable housing, veteran
services, healthcare, mental health, and workforce development
1o explore current best practices on ending homelessness. CoCs
across Florida and [..] The post Florida Coalition for the
Homeless appeared first on Eccovia Solutions.

E via Solutions Rolls Out PRAPARE SDoH Screening Tool
on its Care Coordination Platform
9/16/20019

September 16, 2019 09:00 AN Eastern Daylight Time SALT LAKE
CITY—(BUSINESS WIRE)—Eccovia Solutions, the leading provider
of flexible, cloud-based case management and community cars
coordination  software for health and human services
organizations, today announced the infusion of the PRAPARE
SDoH (social determinants of health) capability into the
ClientTrack platformn. The PRAPARE SDoH screening  tool
incorporates [..] The post Eccovia Solutions Rolls Out PRAPARE

SDoH Screening Tool on its Care Coordination Platform

appearad first on Eccovia Solutions.

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.

Select the workgroup called “2020 IDV User.” Also make sure your organization and location are selected
appropriately. Click on “Use These Settings” to continue. You will be required to “Accept” the Terms of

Agreement when you log into the system for the first time.

OVERVIEW OF CLIENTTRACK FEATURES

USER DASHBOARD

)
A ClientTrack -

workgroup
[2020 1DV User -

Organization

My Fake Organization -
Location
My Fake Organization -

2019

What's New

NHSDC Oct 2019
9/30/2019

Eccovia Selutions is excited to attend the National Human
Services Data Consortium (NHSDC) Fall Conference, October
15-17, 2019 in Austin, TX. This year's conference will be
focusing on preventing and ending homelessness and impacting
community systems of care with data. Conference attendees
will hear inspiring examples of communities who have
successfully used data to transform [..] The post NHSDC Oct
2019 appeared first on Eccovia Solutions.

Florida Coalition for the Homeless
9/30/2019

Eccovia Solutions is proud to support the Florida Coalition for
the Homeless 2019 Annual Conference Starting Oct 9th, 2019,
The conference brings together national, state and local experts
from the fields of homelessness, affordable housing, veteran
services, healthcare, mental health, and workforce development
to explore current best practices on ending homelessness. CoCs
across Florida and [.] The post Florida Coalition for the
Homeless appeared first on Eccovia Solutions.

ns Rolls Out PRAPARE SDoH Screening Tool
ination Platform

Septernber 16, 2019 09:00 AM Eastern Daylight Time SALT LAKE
CITY—(BUSINESS WIRE)—Eccovia Solutions, the leading provider
of flexible, cloud-based case management and community care
coordination software for health and human services
organizations, today announced the infusion of the PRAPARE
SDoH (social determinants of health) capability into the
ClientTrack platform. The PRAPARE SDoH screening tool
incorporates [..] The post Eccovia Solutions Rolls Out PRAPARE
SDoH Screening Tool on its Care Coordination Platform
appeared first on Eccovia Solutions
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You will be directed to your User Dashboard on the “Home” screen and notified of any important “DV News”
items IHCDA wishes to communicate (i.e. upcoming trainings, changes to the system, etc.). This is the first screen
you come to after logging into the system.

You can access all four workspaces, “Home,” “Clients,” “Providers,” and “Reports” which provide different features
for managing your cases, by clicking on the link with white arrows beside the ClientTrack logo outlined with the red
box.

a S
Home )AC|\EHITr'a k Qo| a | A LoiiWood (Tining | Help  SignOut

[0 Dashboard Lori Wood
: X X My Fake Organization ~ 20201DV User
A Quick Services - Multiple

Clients

D Recent

= Files on Server DV News

€ Welcome Lori Wood Z B

My ClientTrack WELCOME TO TRAINING

from your administrator, Nastacia' Moore

03 caseLoad

WELCOME TO TRAINING

; My Information

Welcome to ClientTrack
from your administrator, Data Systems

CllenTrack™ unites all elements of your operation into one comprehensive system, enhancing your abiltyto quantity and broadcast your positive impact. Our software drves effciency into managing and coordinating all core aspects of a social mission organization. A robust,webbased sulte of
@ Change My Password prebuitt, configurable applications, ClientTrack is ready to deploy immediately. ClientTrack couples powerful backend architecture with integrated designer tools to provide configurable, scalable functionality to meet the immediate and future requirements of your organization.

Explore the tabs at the top of your screen to learn what ClientTrack can do.
® Paused Operations

[ crisis Call Summary

My Case Assignments oo Lori Wood's Paused Workflows
D crisis Call Summary
(Services)
Next Last
[ Indirect Services
Client Name & Begin Date 4 EndDate & Program & Workflow & Description & Started ¥ Accessed &

After clicking on that icon, you will see the four boxes (workspaces) appear labeled, “Home,” “Clients,”
“Providers” and “Reports”. You can toggle between them by clicking on the appropriate box to take you to that
section (workspace) within ClientTrack as seen below.

CLIENTS
PROVIDERS REFORTS

Lila Lilac Betty's Soup Kit...

2/2/1989

8SN
455-55-4455

The “Sign Out” link is located in the upper right-hand corner of the screen. Please be sure to “Sign Out” any time
A Lo Wood (Training)  Help  signout  YOU need to leave the database to ensure security of client data.

On the “Home” screen there is also a list of Menu Items that give you
easy access to your current case assignments, case notes, and more
under “My ClientTrack.” When you first log onto the system, you may
Z B want to “Pin” the menu on the left side of the screen to leave the tool
bar open. In order to “Pin” the menu, click on the box with three lines
highlighted in red as seen in the picture below.
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Once the Menu is visible, click on the push pin to keep the menu open. This is same process when using the Client

[SdPrciicnirrack el ™™

[ Lori Wood

Py Falke Organization 22020 1DW User

< wWelcome Lori Wood

Home ~lientTrack B&

(I pashboard

& Quick Services - Multiple

You can also change your password with the “Change My Password” link by clicking on “My ClientTrack.” All of the
tools are designed to maximize your time and grant you easy access to your cases.

Home XClientTrac [

I pashboard Lo_ri Wood

4 Quick Services - Multiple
Clients

<€ Welcome Lori Wood

= Files on Server DV News

My ClientTrack WELCOME TO TRAINING
- from your administrator, Nastacia' M

[0 case Load

a My Information

Change My Password

Paused Operations

Crisis Call Summary

My Case Assignments

Crisis Call Summary
(Services)

Indirect Services )
Client Name -

Current Enroliments =)
Project Descriptors >
=] Beauty, Girl

Global Administration

T T ST

CLIENT DASHBOARD

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 dashboard:
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Clients )( Se:-':\‘ n A LoiWood (i) | Hep ~ SionOut

(10 client Dashboard ) . —
o &b MAGENeNS 00229915

5 itdke {margie news's Dashhoard 7 B

Clent Profile - margie news's Information _ 0

o Add Crisis CallCient

i MM e mage B DA 700 120000 M Mgy
o Edit Client
Gender. Veteran
[J Crimes Female
[ Protection Orders Ethicy Hispanic/Latino ReCE: gk o Afcan Amercan, e

'3 Address History

Y) Alias Histo
J U margie’s Enrollments _ H

[3 Case Managers

[ CaseNotes

. Il CaseMembesa  PopStDaiey  HousighovelnDate PRt Dt ol Assessment it Asessment D& Ext Destation LastAssessed
El Client File Description
& Family Members VEid
v Emergency Shefier
Interested Others
My Fake DV Shelter 2 02/19/2016 021972016 400 415 Permanent housing (other - 2/19/2016
4 Living Situgtion
P Notfatons marge's Case Manager Assignments o
03 Goals
@ photo
Case Manager Begin Date ¥ Stafus End Date Enrollment
" ] =
@ Veleren Infornaton 4 ] Tairing09 wAYA ectve QyAG My Fake DV Sheter

3 Paused Workflows

Common Client Assessments

Other Client Assessments

1. 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 dashboard, which is automatically assigned to
the record when created.

2. Inthe center of the client dashboard, you will see all of the client’s past and present program enrollments.
There is a blue action wheel you can click on to easily manage your program enrollment. When you click
on the blue action wheel, a drop-down list will appear where you can:
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Tiffany's Enrollments

E|1r0|||_ﬂg|1t Case Mem
Description
v Active
v Emergency Shelter

&  MyFake DV Shelter 2
# Add Household Member

s View Case Members
Tif} ents
& Exit the Enrollment
[# Edit Enroliment
I Edit Project Entry Workflow

I8 Review Entry Assessments [ Manager

[0 “© Update/Annual Assessment ping 09

IHCDA

. Add Household Member — Use this feature if a new
household member needs to be added to the household and enrolled
after an enrollment has already been established, i.e., a new baby is
born and needs to be enrolled with Mom. Make sure you’re on the
head of household’s client record when adding a family member to the
enroliment.

. View Case Members — View all case members associated with
the specific 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.

e Edit Enrollment — Use this feature to make changes to the enroliment information.

e Edit Project Entry Workflow — Use this feature to edit the Project Entry workflow.

e Review Entry/Exit Assessments — You can review the assessments completed at entry and exit

with this feature without going through the workflow. This is helpful in completing missing

data that was not captured at those points in time.

e Update/Annual Assessment — Use this feature to update the client’s annual assessment.

3. Case Manager Assignments are located below the enrollments section of the client dashboard. You can

manage case assignments here by clicking on “[Client Name] Case Manager Assignments” 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.

Tiffany's Case Manager Assignments

Case Manager

r | Training 09

2019
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r1
b

Tiffany's Services
AssessmentiDa Datew Service & Units & $Totala Organization a

4. Services associated with a specific program enrollment will be listed at the bottom of the client
dashboard. You can manage your client services by clicking on the “Client Enrollments and Client
Services” option in the left-hand menu then clicking on “Services”.

Case Management Tools

On the Client Dashboard you will find a list of menu items on the left-hand side. The following information outlines
features, and tools found on the client dashboard, and to access some of these features, you must click on the

menu option to cause another list of tools to appear.

La )'/C'H""‘.‘ rack memh ﬂ e Client Dashboard — The overview

{10 Client Dashboard Tiffany Doe CLENTID ‘ of the client record
B 171710 20022222 40 #
Q Find Client . . .
oe; 10ty ¢ Find Client — To search for a client
3 inteke - in the system by first and last name,
ienaer.
Female
. date of birth, social security number,
Client Profile Y
EICHY. oyt et o client ID number, etc.

Common Client Assessments e Intake — To enroll a client in your
Other Client Assessments program.

, ) Tiffany's Enrollments
Client Enrollments and Client
Services

[ Enrollments -

- CaseMembersa  Project Start Date v Housing Move-In Date &
o q Description &
@ Quick Services
¥ Active

13

il v Emergency Shelfer

[ Services ©  MyFekeDVShelier 2 0/19/2016

Confidential Case Notes
Tiffany's Case Manager Assignments
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[ client Dashboard Tiffany Doe
1 989

Q, Find Client

1} Intake

Client Profile

-

B# Add crisis call Client

& Edit Client

3 crimes Tiffany's Enroliments

[ Protection Orders

3 Address History Enrollment

Description
'9 Alias History

¥ Active
3 case Managers v Emergency Shelter

@ case Notes €©  MyFakeDV Shelter

El Client Files
.?. Family Members
Interested Others
4 Living Situation
e
[:] Notifications zm
3 Goals
E4] Photo
&% Veteran Information

1} Paused Workflows Tiftany's Services

mge?:‘

CLIENTID
420 A

222-22-2222

Gender:

Ethnicity:

Case Members Project Start Date »

2 02/19/2016

Tiffany's Case Manager Assignments

Case Manager

Training 09

IHCDA

Add Crisis Call Client — To add Basic
Client information for a Crisis Call Client

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.

Crimes — To review all Crimes
Assessments completed during the
Intake workflow.

Protection Orders — To document and
manage Protection Orders for the client.

Case Notes — To create, edit and view
case notes.

Client Files — Use this feature to upload

copies of client documentation such as identification, birth certificate, social security card, protective

orders and other legal documents.

Family Members — To review household members.

Interested Others — Use this feature to enter information on individuals or agencies involved with the
client’s situation such as physicians, case workers, children’s teacher, etc.

Notifications — Use this feature to Add New Notifications/Alerts to the client record.

Goals — This feature allows you to add and track client goals.

Photo - Allows you to upload a client photo to the client DV ClientTrack record.

Paused Workflows — This feature displays your paused workflows.

2019

DV ClientTrack User Manual
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HOUSEHOLD MEMBERS

You can view household members and their client dashboards by clicking on the family icon at the top of the client
record beside the client name.

Clients Y J{ClientTrack BB - |

[ client Dashboard 4 i e
Q Find Client 'Il'llffiny o 222222222 420 @A

1 e { vy [iffany Doe's Dashboard

Clients ) )ciicnitrack B M = o

[0 client Dashboard °

:'-: Doe, Stacey - 1989
Q, Find Client

@ Quick Add Family Member

12 Intake

@ Stacey Doe @ Tiffany Doe

> an >

Client Profile Age 30 Self Age 30 Daughter

A drop-down window will appear with all of the current household members. You can click on the names of the
household members in the drop-down window to go directly to his/her client record. You can also use the “Quick
Add Family Member” link in this window to add new household members. Please note that you will be able to
add household members during an Intake workflow as well. You may also add a family member to an existing
enrollment with the “Add Household Member” feature (described on page 10) listed when you click on the blue
action wheel beside your program enrollment.

NOTIFICATIONS

ClientTrack features a “Notifications” tool on the client dashboard allowing you to set up alerts specific to the
client, like reoccurring appointments, required documentation, client deadlines, etc. The Notifications tool is
located to the right of the client’s name and client ID number at the very top of the client dashboard.

1l antTrarl - m&-srch ﬂ
)1\.|Ird||l I rack

Indiana Domestic Violence Training 55N CLIENTID
7171989 222:22-2272 420 E

€ Y Tiffany Doe's Dashboard Notifications  Upcoming
View Notifications

g

Mo natifications
Tiffany Doe's Information
Add Notification  Open Calendar

To add a new notification, click on the bell and a new window will appear below as seen above. Select “Add New”
to add a new notification. A new window will open where you can set up the new notification as seen to the left
here.
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- “EW After setting up the notification, you can review your notifications and
=+ Notification / Alert 2 0o LB eO

» calendar by clicking on the bell and selecting “View Notifications.”

Enter the appropriate information below for the nolification / alert.
Please Note: The Priority option will determine how the notification icon is displayed when
the client is accessed.

Low (Green)

Messags: *
* () violence
Notification Type: © No Contact

8 e MANAGING CLIENT INFORMATION AND PROGRAM
Begin Date: 12/02/2019 |[E) M
1 Ennstl::: A Am ENROLLMENTS
Alert Setup
Use the fields below to determine when to show the notification. If you check Show 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” screen and click on “Find Client” in the upper left-hand corner of the screen outlined in

red below.

Clients X )rc“enﬂracl( IR Gearch E

{10 Client Dashboard 0" Tiffany Doe & CLENTID ‘

It is imperative you do not enter a duplicate

B o 222222222 40 = client record into the system in order to
Q Find lent ensure the accuracy and overall quality of the
3 ke { f}f Tiffany Dog's Dashboard data. To speed the search process and reduce

the chance for input error, input as few

Client Profile Ty Do fomaton characters as possible in the criteria fields. You
: may search for a client by entering the
Common Client Assessments

x Name:
[ Master Assessments

following:
"o Letters of the client first/last name (use as
__ nder ¢, few letters as possible of the first and last
AR 3 name to conduct a thorough search)
[3 Barriers Emicty. ., ® Social Security Number
e Birth Date

e Client ID Number

) Education-Adut

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.”

IHCDA works to eliminate duplicate records in ClientTrack. Please contact the DV Help Desk by emailing
DVHelpDesk@ihcda.IN.gov with clients who have multiple records in the system. When sending a notification

of duplicates or any information regarding clients to the Help Desk, please ONLY send Client ID numbers. Client
ID numbers are found at the top of the record to the right of the client name and date of birth.
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If the client is already in the system, highlight the client 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.

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 “Client Profile” link in the list of menu options found on the left-hand side of the screen then click
“Edit Client” 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.

Clients )¢ [an - [ =

1] client Dashboard ee Tiffany Doe
-_—— 11 989
Q, Find client

SSNh CLIENT ID
222222222 420 A

1931 Intake £ ¢ Tiffany Doe's Dashboard

Client Profile - Tiffany Doe’'s Information

M Add crisis Gall Glient

Name:
Edit Client

Gender.
Ccrnmes

Protection Orders Ethnicity.
Address History

Alias Hist
ias History Tiffany's Enroliments

Case Managers
Case Notes

Enroliment

. . Case Members Project Start Date w
client Files Description 1

Family Members v active

v Emergency Shelter

Interested Others
€© My Fake DV Shelter 2 02/19/2016

Living Situation

Notifications Tiffany's Case Manager Assignments

Goals

-
| -
[
D
D
[
(e
=
&
“
=]
(o=
=

Photo
Case Manager

&% Veteran Information =& Training 09

13 Paused Workflows

Commeon Client Assessments

‘Other Client Assessments

Client Enrollments and Client Tiffany's Services
Services

Confidential Case Notes

Assessment ID Date w

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” outlined in red above. Then choose “Add New Client” when prompted as seen below.
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Clients )i" m Search n

i SS CLIENTID Enter your client’s first and last name
:: -‘n‘ff‘apy e 22222222 420 ‘ and click “Next.” If a duplicate client
already exists and was not identified
Dl Intake (2298) Add or Edit during the client search the first time,
Client Profile o a warning in red letters will be
- T AddorEdt _ I PR I displayed. It is very important to
8 (BT review the displayed list. If the client

Use the current client . . .
() Family Members @ is already in the system, click the

() Program Enrollment Q, select another client client’s name to select the existing

[3 Crimes

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.

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. Please note
that all of 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.

Stacey Doe s
el 111-11-1111
Intake (2298) [# Client Information L o088

B Basic Client Information @
Basic Client Information
Gomplete the client's identifying information. Name and so urity
r allow users to indicate when a client doesn't know or refuses to provide inf

ciated data quality ficlds. Dat y d to indicate the reason full info wasit collected. Name and social security number data quality fields
required data is collected then ClientTrack automatically records that full data qual met

(O Family Members

O Program Enroliment

Suffix

Narme Quality: Full name reported -

Social Security Number: 1M A1-1m e
Alternate Reference ID:
Basic Client Demographics
Birth Date: * | 01/01/1989 £ @
Client Age 20

* @ Full DOB Reported
Approximate or Partial DOB Reported
Date of Birth Quality: Client doesnit know

Ethnicity: [ Non-Hispanic/Latino ¥
American Indian or Alaska Native
Asian

Biack or African American
Race Native Hawaiian or Other Pacific Islander

b
Client doesnit know o
Gender: + [Female 2
Pregnancy Status: No v

Veteran Status: [ No v

Marital Status — SELECT - v
Gitizenship — SELECT - v
Primary Language — SELECT - v

© Finish

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

e Last Name — Legal last name.

e 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.
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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.”

Alternate Reference ID — This field is used for assigning clients an AR ID when the client chooses to enter
the Coordinated Entry System anonymously.

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 multiple races
to be checked at once. Click on all that apply.

Gender — Select the gender with which the client identifies. If the client reports “Female,” you will be
prompted for the client’s “Pregnancy Status” and “Due Date” if applicable.

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.

|

= the menu wheninactive )@

2019

Intake (2298)

Basic Client Information
Family Members

O Program Enrollment

[ . (o A Loivoos (ainng | Hep  Sign o

1111111 400 A

&l Family Members Lo li QB BO

The selected client's family members are disj Jow. You may search for existing clients to add to this family or add new clients to the database and asso

m with this family

old is 2 single individual or 2 group of persons who apply together to a continuum project
nual)

First Middle Last

Birth Date

Name B e Suffix Name Quality* Birth Date* & Age quality Gender* @
Tiffany Doe Full name reported v| 01011989 |8 30 [Full DOBReported v| [Female
Stacey Doe Full name reported v| lo1/01/1089 [ a0 Full DOE Reported v| [Female

Q — SELECT - M m N/A | -SELECT - v — SELECT -
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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.

Click “Save & Close” when finished adding household members.

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.

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.

J m

ee Stacey Doe
®® 080

CLIENTID
111111111 400 | A

HUD Program Enroliment Lo B
Intake (2298) + 9 iee
"o Select the Project you are enrolling the cliert into. ClientTrack will display a list of clients in the client's family. Please select all the clients you are enrolling
Basic Client Information
Family Members The Project Start Date is:
« for Street Outreach projects = it is the date of first contact with the client.
Program Enroliment - for Emergency Shelters - it is the night the client first stayed in the sheter for the consecutive shelter period from entry to exit. Night by night shelters, which use-a bed-night tracking method will have a project start date and will allow clients to re-enter as

necessary without “exiting and restarting” for each stay for a specified period.
- for Safe Havens and Transitional Housing it is the date the dlient moves into the residential project (ie. first night in residence)

« for all types of Permanent Housing, ineluding 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 homelessness is required the client indicates they have a serious disability and have been homeless long enough to qualify —
though all documentation m:

2) The client has indicated they
3) The client is ableto access 5
« 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 began working with the project and generally received the first provision

been gathered ;
to be housed in this project;
ices 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

of service.
Project: [ My Fake DV Shelter
Household
-
Project Relationship to
Name Gender Age S Exit Date Gase Manager @ A
v Doe, Stacey Female 30 12/05/2019 (5] Lori Wood Q self v 9
v Doe, Tiffany Female 30 12/05/2019 | (&) Lori Wood Q Daughter v Lo}
=] Q ~SELECT - v

Remember to change the Enroliment Date if you are back dating the information. To ensure accurate data
quality, enter all client data in a timely manner. If you do not find your program option when enrolling a client,
cancel the workflow by clicking the black “X” in the workflow screen found in the upper left-hand corner and
please notify IHCDA immediately at DVHelpDesk@ihcda.IN.gov. Program information must be set up in the

system before you can begin to enroll clients.
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HMIS UNIVERSAL DATA ASSESSMENT FOR INTAKE WORKFLOW

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

IHCDA

X [ B a

Indiana Domestic Violence Training 35

Intake (2298)

Basic Client Information

Family Members

Program Enrollment

Stacey Doe -
New Assessment

O Tiffany Doe »

1

N CLIENT ID
11-11-1111 400 @ A

=+ Universal Data Assessment

Complete the information below related to the selected client's housing status and other relevant information.

Note:

a

* 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 3.91
- 3.917 may not always show as expected because of changed setup data or missing required data links

Default Clients Last Assessment @

Assessment Date: * | 12/05/2019 ()
Age at Assessment: 30
Assessment Type: * [ Entry
Assessor * Lori Wood Q
Program; My Fake DV Shefter
Disabling Condition: * [~ SELECT - v
Client Location
Client Location: + | IN-502 - Indiana Balance of State v
Living Situation
Prior Living Situtation: * |- SELECT -
Length of stay in prior living situation: * |- SELECT - v
Approximate date homelessness started: * =0

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

— SELECT - v

Total number of months homeless on the street, in ES, or SH in the past three years: * |- SELECT - v

A& LoniWood (Taining) | Help | Sign out

aso B0

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 DV 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 — Defaulted and cannot be changed during the workflow. If you notice the “Program” is

incorrect, please contact the DV Help Desk for assistance.

o 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.

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 DV Help Desk.
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e 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 the prior living situation — Identify the length of stay for the residence prior to
program entry.
On the night before, did you stay on the streets, ES (Emergency Shelter), or SH (Safe Haven)
Approximate date homelessness started
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 are used along with disabling condition to determine whether or not a client is
chronically homeless. HUD strongly encourages DV 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.

e 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. (The red box and arrow are referenced on page 27 under the heading “Pausing a Workflow”)

7 5
Intake (2298 =+ Universal Data Assessment BLo 8B ¢
Approximate date homelessness started: * |08/05/2019 (5| @

Regardless of where they stayed last night—Number of times lient has beenon
the streets, in ES, or SH in the past three years including today:

Basic Client Inf

Four or more times ¥
Family Members Total number of months homeless on the street, in ES, or SH in the past three years:  » | More than 12 months
Program Enr
Stacey Doe

Health Insurance

New Assessme

O Tiffany Doe

Default Last Insurance Status
Covered by Health Insurance:  * |~ SELECT -

Type Status ReasonNo @ Other Coverage

Private - SELECT- v | [-SELEGT-

Private - Employer ~ SELECT -
Private - Individual ~ SELECT -
Medicare v [-sELECT-
Medicaid ~ SELECT -

s Health Insurance Program S-CHIP — SELECT -

Military Insurance — SELECT -

Other Public ~ SELECT -
State Funded ~ SELECT -
Combined Childrens Health Insurance / Medicaid Program [~ ~ SELECT -
Indizn Health Service (IHS) ~ SELECT -
Other - SELECT -

No insurance - SELECT -

* @ RestictioOrgenizaton @
Restriction:
Restrict to MOU/Info Release

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.” The system
defaults “No” for all barriers. Complete any required fields that appear after selecting that specific barrier. Please
note that the date identified is the program enroliment 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).
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—71989

Intake (2298)
LU
Basic Client Informati

Family Members

Program Enrollment

Barriers

CLIENT ID
1110111 400 | A

IHCDA

gL e B B

L RN+

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.

Stacey Doe -
New i Assessment Active
Barriers / Special
Needs
) Domestic Violence
Crimes
3 Income
Barrier &
) Transportation
A} Legal v Alcohol Abuse
é Tiffany Doe b v Chronic Health Condition
v Developmental Disabilty
v Drug Abuse
v HIV/AIDS
v Mental Heafth
v Physical Disability

Help &

® 00 0 000

Identified Date: 12/05/2019 [

Screen: HMIS Barriers v
Disabling Condition: No M

Barrier Condition is
Present? & Indefinite &
No v
No v
Ne v
Yes v Yes
No v
No v
No v

Explanation & Restriction @* &

Restrict to MOU/Info Release ¥
Restrict to MOU/Info Release ¥
Restrict to MOU/Info Release ¥
v heroin Restrict to MOU/Info Release ¥
Restrict to MOU/Info Release ¥

Restrict to MOU/Info Release ¥

Restrict to MOU/Info Release ¥

Previous Barrier Details

 Previous Barrier

v Previous Barrier

 Previous Barrier

 Previous Barrier

 Previous Barrier

 Previous Barrier

 Previous Barrier

GGG LSRG S

If no barriers are present at enrollment, select all barriers and leave the “Barrier Present” status as “No” and click

“Save & Close.

”

DOMESTIC VIOLENCE (DV) ASSESSMENT FOR INTAKE WORKFLOW

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. Click “Save” to continue through the workflow.

1/1/1989

Intake (2298)

noox
Basic Client Information
Family Members
Program Enrollment
Stacey Doe -
New Assessment =

Barriers / Special
Needs

Domestic Violence
Crimes

Income

{

Transportation

O—C—

Legal

A} Tiffany Doe 3

2019

Stacey Doe

88N
111111111

CLIENTID
409

=+ Domestic Violence Assessment

A

If the client has been a victim of domestic violence, select Yes for Domestic Violence Experience, and select when the experience occurred

Assessment Active

Assessment Date:

Domestic Violence Experience :

When Experience Occurred:
Currently Fleeing:

Restriction:

| Default Client's Last Assessment @ |

12/05/2019
® Yes
No
Client doesn't know
Client refused
Data Not Collected
Within the past three months v
Yes v
®) Restrict to Organization o

Restrict to MOU/Info Release
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CRIMES ASSESSMENT

Complete the required information for the Crimes Assessment. “Abuser” name and information will be added
on this assessment. You can search for a name by clicking on the small spy glass icon field outlined in red below.

V7, =] 5
)AC|\€|HTM(‘\< m sach E A Lo oo (Traing) | Help  Sign 0y
thengnu WReminagivel

= u d )De SSN CLIENTID
- maam s | A
Intake (2298) + Domestic Violence Crime Lo i
U To add or edit a domestic violence crime for which the current client is identified as the victim, enter an Incident Date. Select an Offender using the lookup; Offender's Birth Date will display. Select a Relationship to Victim for the offender. Select the Crime
Basic Client Information and Amended Charge if applicable. Select a VOCA Victimization Category for VOCA reporting. Check Primary Victimization if this is the primary charge for this client on the incident date. Select a Status and Court Case if applicable. Enter any Comments

Family Members.

Program Enrollment

Assessment Active
Stacey Doe M Incident Date: * |12/02/2019 |
New Assessment ¥ Abuser: *
Barriers / Special Offender Birth Date:
Needs Relationship to Victim: Spouse M
Domestic Violence Crime: * | Domestic Violence v
VOCA Victimization Category: * | D. Domestic Violence v
Crimes
Primary Victimization: (¢
I
Q fnoome Repeat Victim: | Yes v
()  Transportation
Comments:
() Legal y
() Tiffany Doe »
O, search ]
Q, Find Offender > o BE B = e

Use this form to search to find the offender for this crime.

You can use the following fields to narrow the result set of
the search.

Last MName:
First Mame:
Birth Date:

Q. Search

» Cancel

A new window will appear when you click on the spy glass where you can search for an existing name in the
system. If a name is already in the system, select that name in the search list to add the person to the Crimes
Assessment as the “Abuser.” If the individual is not in the system, you can add a new name by clicking on the
“Add New” button. Complete the individual’s information and click “Save.”

After you have added the “Abuser” to the Crimes Assessment and completed all the required information, click
“Save” to continue in the workflow.
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INCOME AND SOURCES, NON-CASH BENEFITS FOR INTAKE WORKFLOW

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 will be prompted to provide more
information on the “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.
)./ m Search n A Lori Wood (Training)  Help | Sign Out

ee StaceyDoe
a-an 1 a

Intake (2298)

Basic Client Information

Family Members
Program Enrollment

Stacey Doe -
New Assessment  ~

Barriers / Special
Needs

Domestic Violence
Crimes
Income

) Transportation
Legal

) Tiffany Doe »

2019

SSN CLIENT ID
11111 400 A
+ Income and Sources, Non-Cash Benefits Lo 8 BE

Indicate below the clients sources of monthly income, non-cash benefits and expenses.

he following instructions are quoted from the HMIS Data Manual

+ When a client has income, but does not know 1 amount, a "Yes" response should be recorded for both the overall income question and the specific source, and the income amount should be estimated
f househeld income under the Head of Household, unles edel pec

y choose to collect this information for all household men

ise. Income should be recorded at the
h accurate reporting per funder

be
client-level for heads of hous sehold meml
requrements. Projects callectng data frough hent inferve

e recorded only for sources of income that are i
ployment, the response for Eamed income would be “No.
week for $12.00 an hour, record the income from the job the

v ha baen trminated and the client has not yet sec e
king full time for $15.00/hour, but the client is currently working

agoﬁclr jobin which the client v
hour

nthas at the time data are collected (i.e. 20 hou

Default Last Assessment

Assessment Active

Assessment Date: * |12/05/2019 [
income from Any Source: + [ Yes v
Non-Cash Benefits from Any Source: * [ Yes v
Expenses: — SELECT - v 0

Earned Income — Employment income

Unemployment Insurance — Unemployment benefits from the State

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

Veteran’s Disability Payment — A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

Private Disability Insurance

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

TANF —Temporary Assistance for Needy Families

General Assistance

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

Other Pension

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

Pension from Former Job — Income from a private employer or military retirement pay

Alimony or other spousal support — Income received for spousal/partner support

Other Income — Any income not previously listed.
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Ychie E [+ |

ee StaceyDoe
-

111111111

Intake (2298) =+ Income and Sources, Non-Cash Benefits

nox
Basic Client Information
Income

Family Members

Program Enroliment

Stacey Doe -
Mew Assessment ¥ e Cescnples
Barriers / Special Eamed Income (i, employment income)
Needs
Domestic Violnce Unemployment Insurance
Crimes Supplemental Security Income (SS1)
Income Social Security Disability Insurance (SSDI)
() Transportation
Veteran's Disability Payment
O Legal
(}7 e — N Private Disability Insurance
Worker's Compensation
Temporary Assistance for Needy Families (TANF)
General Assistance
Retirement income from Social Security
Veteran's Pension
Other Pension
child Support
Alimony or other spousal support
Other Income
Count/Total Momh\y Income: o

Am";i”n‘tmy Restriction @*
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization

$0.00

IHCDA

A LoiiWood (Training) | Help | Sign Out

Lo 5860

®  Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) — 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 above.

Non-Cash Benefits

Type « Description
v Supplemental Nutrition Assistance Program (SNAP) (Food Stamps)

Special Supplemental Nutrition Program for Women, Infants, and Children (WIC)

Veteran's Administration Medical Services

TANF Child Care Services

TANF Transportation Services

Other TANF-funded Services
v Other Source

o " 1

Temsasme senial acsicianca

! Deprecated in 2017 (HMIS v6.1) Count/Total Monthly Income: 2

Restriction:

2019 DV ClientTrack User Manual

Am"gﬂ’r‘]‘t“'y Restriction @*
$195.00 | Restrict to Organization v 2
Restrict to Organization v
Restrict to Organization v
Restrict to Organization v
Restrict to Organization v
Restrict to Organization v
Restrict to Organization v Lo}
$195.00

© save and Close
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TRANSPORTATION ASSESSMENT FOR INTAKE WORKFLOW

Complete the Transportation Assessment and click “Save” to continue in the workflow. This assessment is not a
required assessment and you may “Skip” the assessment if your agency does not utilize this assessment.

Yclientrrack [l B o] & Loy v S

-
&2 StaceybDoe  Thyqiq91r dos” A

. — R
Intake (2298) + Transportation Assessment FARRE- =)

Basic Client Information Clicking this button will ill in default information from the selected client's most recent assessment.

Family Members Assessment Active
Program Enrollment AssessmentDate:  [12/0572019 |6
Stocey Doe . Primary Transit Means: [~ SELECT = -

New Assessment  ~

Barriers / Special Vehicle
ds.

Domestic Violence

Grines
Vehicle Ownership: ~SELECT- v
fcome Vehicle Make:
Transportation Vehicle Model
ol Vehicle Year
Tiffany Doe >

Vehicle Description:
Vehicle Condition: ~ SELECT - 2
Vehicle Condition Description:
Registered State: ~SELECT- v
License Plate Number:
Insurance Company:
Insurance Renewal Date: =]

Drivers License

License Number:

License State: —SELECT- v
License Expiration Date: =]
® Restrict to Organization 2]
Restriction:

Restrict to MOU/Info Release

@ save || » skip

LEGAL ASSESSMENT FOR INTAKE WORKFLOW

Complete the Legal Assessment and click “Save” to continue in the workflow. This assessment is not a required
assessment and you may “Skip” the assessment if your agency does not utilize this assessment.

Ychientrrack [ ERE =« [ PR E———

o A
& StaceyDoe T 94917 100 | M
Intake (2298) =+ Legal Assessment 2 0o 5 86

Legal Assessment - Describe the Client's current legal situation
Basic Client Information e
Family Members
Program Enollment
A t Act
SrEmE . ssessment Active
Date of Assessment: * |12/05/2019 (3
New Assessment  +

Assessment Description
Barriers / Special <
Needs

Domestic Violence .
Legal Situations
Crimes
Income Are you currently involved in any of the following legal situations?
Transportation
Divorce:
Legal
Eviction:
Tiffany Doe »
Bill Collector:
Pending Criminal Charges:
Order of Protection:
Probation / Parole:
Custody Issues:
Child or Spousal Support:
Warrant for Arrest:
CPS Involvement:

Other
Other Legal Questions

Do You Currently Have Legal Representation

How Many Days, Past 30 Days, experiencing Legal Pr:
Legal Notes

© save || » skip
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DV UNIVERSAL DATA ASSESSMENT FOR CHILD AT INTAKE

Complete the required data elements for the child on the DV Universal Data Assessment. Click “Save” when
finished with the assessment to continue in the workflow.

)fCIientTrack' Aol A Lori Weod (Training)  Help  Sign Out
Tiffany Doe SSN CLIENTID
2 A 20222222 420 M
Intake (2298) =+ Universal Data Assessment 2o 85E80
nox

Complete the information below related to the selected client's housing status and other relevant information.

Basic Client Information
Note:

Family Members. a

Program Enroliment

« Because3.917 reflects real time data entry as described in the Data Dictionary, the Defaut 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

Stacey Doe »
Tiffany Doe -
" Default Client's Last Assessment @
New Assessment

Assessment Date: * [12/05/2019 ||

Age at Assessment: 30

B -
ssessor oot Q
Frogam

Disabling Condition

Living Situation

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

Prior Living Situtation: + [ Place not meant for habitation v

Length of stay in prior living situation: + |90 days or more, butless thanoneyear v
starect © 09/02:2019 B @
Regardless of where they stayed last night—=Number of times the client has beenon  +
the Streets, In £5, or SH In the past three years including today: urormoretimes ¥

‘Total number of months homeless on the street, in ES, or SH in the past three years: + [ More than 12 months v

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
of the barriers and leave the “Barriers Present” status as “No” and click “Save & Close.”

)?ClientTrack' [ - B A LoriWood (Training) | Help | Sign out

T SSN CLIENTID
Tiffany Doe  S020.2202  420° M
Intake (2298) B Barriers o B RDEBE
L] x

Use this form to identify whether  client has each individual barrier or not. The Clients last assessment s displayed as a default. You may, optionally, click Previous Barriers Detail to view i he defauited records or click Vi fer History
toreview all previous barriers.

Basic Client Information

Family Members

Program Enrollment

Stacey Doe. »

Tiffany Doe B Assessment Active

Identified Date: * |

o) poc Sereen:
arriers / Special

Needs Disabling Condition:  [No v

New Assessment v

Domestic Violence

Crimes

=) Barrier & Help & g?e:‘:.:m . ﬁl“’i"e‘z"“"t’;‘f Explanation & Restriction @ & Previous Barrier Details
Income

Restrict to MOU/Info Releass ¥
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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 enrollment under “Enrollments” on the

client record.

[ EEa— -
If you need to go back and change information entered in the workflow prior to 2 17119901 731
finishing, you can click on the specific section of the workflow you wish to return Youre done!

All required steps have been completed

to in the workflow window that appears on the left-hand side of the client record.  Finish

Close the workflow

Clicking on the link beside the green dot will take you to that specific section of
the workflow where you can edit information.

PAUSING A WORKFLOW

You may also “Pause” a workflow by clicking on the pause button located in upper right-hand corner of the
workflow window beside the black “X” (as seen on page 20 in the red box with the red arrow). The black “X” will
delete the workflow. The pause feature will allow you to pause the workflow at any time so you can return to it
later.

To resume a paused workflow, click on “Paused Workflows” at the bottom of the list of case management tools
located on the left-hand side of the client record. Then click on the blue action wheel 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

your program enrollment.

): : [« B B A LoiWooa (Tranng) | Hep SOt

Indiana Domestic Viclence Training 35N n CLIENTID ‘
- 449-55:9555 784

{ i} Q. Client Paused Workflows folibRO

Displayed below are the workflows that have been started for this Client. To resume a workflow, choose the Resume option. The Restart option will open the workflow as if you just started t, but will bring up the data you already entered.

Workflow: - SELECT - v

Show Finished:

Q search

Workflow Description Started ¥ Accessed

e HMIS 2014 Program Data Land, Never 12/05/2019 12/05/2019 9:38AM

) Restart

X Delete Paused Workflow

ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program enrollment
with the “Client Enrollments and Client Services” link located in the list of case management tools on the left-hand
side of the client record. After clicking on “Client Enrollments and Client Services” the menu will expand. Next
click on “Services” and this will open the Services window where you can “Add New” services or manage current
services.
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Clients e NiClientTrack o Q]

[ client bashboard SSh CLIENT ID
ee NeverlLand SSN cLIEH
Q. rina ctent a2 o 449-55-9555 784 @ M
in ien

13 intake < ¢ Q cClient Paused Workflows

Client Profile Displayed below are the workflows that have been started for this Client. To resume a worl
Wi

Common Client Assessments Show F

Other Client Assessments

Client Enrollments and Client
Services Workflow o

—

[ Enroliments © HMIS 2014 Program Data

(® Quick Services

a'l- Referrals

[ services

Confidential Case Notes

Clients )‘{U"em-ﬁ“k Search n A LoiWood (Taing)  Hep | S ut

(11 Client Dashboard s CUBNTID
Qi o et ssosss T A
1 ke ¢ 1y QClient Servces LoliDige

The clients service history displays below. To record a servic, click Add New. To record multple senvices, lick Quick Services. To edit or view an existing service click Edit next o the record

Client Profile

Common Client Assessments LA O Quick Serices

Other Client Assessments
AssessmentiDa Date¥ Service & Units & $Total & Qrganization &

(Client Enrollments and Client
Services

-

[ Enrolments

@ QuickSenvices

Ai' Referrals

[ senices

Confidential Case Notes
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To document a new service, click on “Add New.” You will see the Services home screen where you select the
enrollment associated with the service and the service provided. You can also enter units and dollar amounts (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 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( DVhelpdesk@ihcda.in.gov) to request that it be added.

Clients . T m Search E

[ client Dashboard N Land SSN CLIENTID
Q rnacsen &L Joew ¢ 449559555 784 | M
£ + Service

1 Intake

Enter the information about the service provided to the client below

Client Profile

Family Income: +

Common Client Assessments
No Recent Income

Other Client Assessments Family Members | 1
Client Enrollments and Client Foverty Leve! 9104083
Services Enrollment: » |- SELECT - v
h Grant: * |- SELECT- v
[ enroliments Service: * |- SELECT - v
® Quick Services Date: * 12/05/2019
[S— Units:  * 1.00
Unit Value:  * $1.00
3 services Total: $1.00
User Performing the Service: Lori Wood (2]
Confidential Case Notes
Comments:

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.

QUICK SERVICES

When you need to add more than one service and the services were provided on the same date, you can use the
“Quick Services” option to document all of the services at the same time. The “Quick Services” button is located
beside the “Add New” button on the Services home screen. With this feature you can add multiple services to a
client record at one time by selecting the “Grant” and “Enrollment.” Then check the services with the “Check Box”
next to the service you provided. If you need services added to the list of options, contact the DV Help Desk and a
technician can customize that information for your agency.
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i ESEl = = & o vioon (ramng) | v ssgn o

&2 Neverland iy 550555 784" M

< [ Quick Service & o B B 86

Use the Service Sereen list to fiter services avallable. You may algo filter services avallable by Grant vider. Seloct the services the client has rocelved and verlfy the Unkts and Unit Values.

Uner verform)

WMy Fake Organization v

Sorvice: unitType units® UnitValuc* & Totala Helpa  Restriction @
Gase Management (0)

Hours v T s oo Restict to Organization v

Count v 1.00 5100 s1.00 Restrict ts Organization v

s coum v 100 5000/ 3000 Vestrct to Organization v

Adult Education Count . 100 s100] s100 Fostict (o Organization

0.00 s000  s0.00

BBl oo | %o

Once you are finished adding multiple services click on the “Save & Close” button and you will return to the
Services home screen where you can view and manage all services.

CASE NOTES

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

To add case notes, click on the “Client Profile” link in the list of case management tools on the left-hand side of the
screen. Click on the “Case Notes” feature within the “Client Profile” menu on the left-hand side of the screen. Next,
click 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.

Clients i [ =u

OO0 client Dashboard SSMN CLIENT 1D
Never Land Aa9-55-9555 784 -

- -
-—
), Find client

T2 Intake < ¥ [Never Land's Dashboard
Client Profile Newver Land's Information

P&~ ~Add crisis call Client

rMame Land, Mever
Edit Client

. Gender:
Crimes Femals

Protection Orders Ethnicity Non-Hispanic/Lating
Address History

Alias History

Never's Enroliments

Case Managers

Case Notes

Erwollireent

Client Files Description

Case Members Project Start Date ~w Housing Move-In Date
Family Members

Interested Others

Living Situation

Notifications .

Never's Case Manager Assignments

Goals

Photo

Case Manager Begin Date w
veteran Information

_
—
—
O
O
—
2
=
o
-~
=
—
(=]
)
—3

Paused Workflows
Common Client Assessments
Other Client Assessments

Client Enrollments and Client

Services MNevers Services

Confidential Case Notes

Assessment 1D Date - Sar
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You can also document a service simultaneously while documenting a case note (see below). Just select the
enrollment from the drop-down box and add the service associated with the case note. Templates can also be set
up for housing plans or any other specific required documentation so it can easily be drafted as a case note. Notify
the help desk with any template requests.

¥ [ - a A Loviood (ainng) | Hep | SignOut

ee NeverLand
- 0

AAGQ.EE.QGEE

44%9-0
€+ Case Note with Services L o 50 BEC

Case Note

Client Name: Never Land

/' Design | <> HTML @ Preview

Read Only.

Services

Default Enrollment ~SELECT- v|@®

Service® Enrollment Units Of Measure* Unit Value® Uitst s Totala iV on Strects, Restriction @*

—SELECT - v ~SELECT- ¥ — SELECT— ¥ $0.00 — SELECT -

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
binoculars beside the case note to review it. 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 of the “checked” case notes.

UPDATE/ANNUAL ASSESSMENT

For clients who spend longer periods of time in your program, or to document any changes in your client’s status
since entry, you can conduct an “Update/Annual Assessment” formerly known as the During Program Enrollment
Assessment. This assessment is required if clients are enrolled in your program for a year or longer, and some
programs like SSVF require more frequent assessments so be sure to check your program requirements for the
Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household — for example a client
gets a job and the income changes, a client receives his/her GED, or a baby is born and needs to be added to the
household and enrollment. For your convenience, the assessment has been developed as a workflow with the
following steps:
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e  Click on the blue action wheel beside your program enrollment;
e Select “Update/Annual Assessment” from the drop-down list; and
e Complete the required assessments prompted by the workflow and save as you go.

The first screen in the Update/Annual Workflow will be a review of the household members and their program

enrollment. Click “Save” to continue in the workflow.
)TCI ientTrack RN - [ A |

SSN CLIENT ID
22 Neverland o ssosss 784 | M

289

<€ Mever Land's Dashboard

Never Land's Information

Name Land, Never Birth Date 3/3/1989 12:00-00 Ab
Gender: Female
Ethnicity: Mon-Hispanic/Latino Race: Asian, Native Hawaila
Never's Enrollments
tasalinent Case Members « Project Start Date » Housing Move-In Date Project Exit Date +
Description -
¥ Active
Emergency Shelter
1 12/05/2019

& View Case Members

G+ Exit the Enroliment

[ Edit Enraoliment

I8 Edit Project Entry \Workflow
Status &

Begin Date

I Review Entry Assessments

1 "D Update/Annual Assessment

12/05/2019 Active

When the Update/Annual Assessment workflow is prompted, you will review case members and then be asked if
you want to complete a “During Program Enrollment” or “Annual” assessment. Select “Annual” on this screen.

Select the appropriate assessment type and proceed through workflow.

)TCIieanr'ﬂclq R - [ Q|

SSM CLIENT ID
22 MNeverland 449-55-9555 784 A

Assessment For
® Type of Assessment
Enrollment
(1263)
- - CO Duwuring Program Enrollment
Coa Annual

Enrollmment
Land, Mewver -
Type of Assessment

Annual Assessments
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HMIS UNIVERSAL DATA ASSESSMENT FOR UPDATE/ANNUAL ASSESSMENT WORKFLOW
Review the head of household’s universal data and document any changes. Please note that you can change the

assessment date at the top of the screen to reflect the actual date of the assessment if entered at another time.
):’CHEITT.TI"ACk SE“" ﬂ A Lori Wood (Training) | Help | Sian Out

SSN CLIENT ID
o Neverland  Fio.55.0555 784 M

. Py .
erererE T ET =+ Universal Data Assessment BLo 8B
:E;‘ngg;"e“t Complete the information below related to the selected client’s housing status and other relevant information.

w ox Mote:
Enroliment A = 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.
Land, Never © = 3.917 may not always show as expected because of changed setup data or missing required data links
Typeof

Annual Assessments Default Clients Last Assessment @

Assessment Date: 12/05/2019

Age at Assessment: 30
Assessment Type:  * | Annual v
Assessor: * | Lori wood Q
Program: My Fake DV Shetter v

Health Insurance

Default Last Insurance Stafus

Covered by Health Insurance:  » | Yes v
Type & Status = Reason No @ ~ Other Coverage
Private ~SELECT- v] [-SELECT- v
Private - Employer ZSELECT- v [—sELECT— v
Private - Individual - SELECT- v — SELECT - v
Medicare ~SELECT- v — SELECT - v
Medicaid Yes v (o)
State Children's Health Insurance Program S-CHIP ~SELECT- v — SELECT - v

INCOME AND SOURCES, NON-CASH BENEFITS FOR UPDATE/ANNUAL WORKFLOW

Review the Financial information for the head of household and document any changes to the household income.
You can use the “Default Last Assessment” button to populate the information that was entered at entry. Be sure
to scroll down to complete Non-Cash Benefits and click “Save and Close” when finished.

XClientTrack [ 1 - SR = A LoriWood (Training) ~ Help | Sign Out

o I
Neverland o ss9ss55 784 | M

- 2 - N
P EETET (R <+ Income and Sources, Non-Cash Benefits L o8 B6€

(51”2'22;"9“‘ Indicate below the client's sources of monthly income, non-cash benefits and expenses
The following instructions are quoted from the HMIS Data Manual

enrolment = When a client has income, but does not know the exact amount, a “Yes” response should be recorded for both the averall income guestion and the specific source, and the income amount should be estimated
nrolimer « Income received by or on behalf of aminor 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
Clientlevel 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 ot intertere with accurate reporting per funder
raquirements. Projects collecting data through client interviews should ack clients whather they receiva incoma from aach of tha sources listad rather than acking t income they raceive.
R m— - 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 aga from a job in which the client was working full time for $15.00/hour, but the client is currently working
20 hours per wack 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).

Land, Never -

Annual »
Assassmants

% income Default Last Assessment

Transportation

Lagal
Assessment Active
Asccosment Date: + |12/05/2010 |63
Income from Any Source: * | Yes 3
Non-Cash Benefits from Any Source:  * | Yes -
Experses —seLeeT- Te
Income
Month
Type ~ Dascriptian ANonthly potriction @ +
Eamed Income (i, employment income) Restrict to Organization .
Unemployment Insurance Restrict to Organization i
Supplemental Security Income (SS1) Rastrict 1o Organization -
2 Social Security Disability Insurance (SSDI) $800.00 | | Restrict to Organization - ko)
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HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT UPDATE/ANNUAL ASSESSMENT

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

Assessment For
Enrollment
(1263)

nox

Enrollment

Land, Never -
New or Update Existing
Type of Assessment
Annual Assessments

O Land, Today 3

click “Save & Close” to continue in the workflow.

1\

):/C|WHIT\H1( k [ - [ a]

ee Never Land
R 531989

CLIENTID
784 A

SSN
449-55-9555

=+ Universal Data Assessment

Complete the information below related 1o the selected clients housing status and other relevant information.

Note:

A LoriWood (Training) | Help | Sign Out

BLo d8E

« 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

Assessment Date:

Age at Assessment:

Assessment Type:  +
Assessor. *

Program

Health Insurance

Covered by Health Insurance:  *

Type &
Private

Private - Employer
Private - Individual
Medicare

Medicaid

State Children's Health Insurance Program S-CHIP

Default Client's Last Assessment @

* 12/05/2019 B

30
Annual
Lori Waod Q

My Fake DV Shelter

Default Last Insurance Status

Yes v

Status & Reason No @ &
~SELECT- v [-SELECT-
—SELECT- v — SELECT —

- SELECT- ¥ - SELECT -
~SELECT- v| [-SELECT-
Yes L2
~SELECT- v| [-SELECT-

—emEcT_ vl [CemerT_

Other Coverage &

@ save

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 record.

2019
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When a client has transitioned from you project or is no longer receiving services for any reason, you will discharge

YClientTrack B - =

ee Todayland s CLENTID

a2 T 222-66-5555 786 M

£ Today Land's Dashboard

Today Land's Information

Name: Land, Today
Gender. Male
Ethnicity:

Non-Hispanic/Latino

Today's Enroliments

Enrollment

Case Members &
Description &

Project Start Date v

v Active

Emergency Shelter
My Fake DV Shelter
dd Household Member

2 12/05/2019

—

B Manager

v Case Members

Toj
& Exit the Enroliment
& Edit Enroliment

I8 Edit Project Entry Workflow

B Review Entry Assessments

Begin Date v

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

e Go to the client record;
o Click on the blue action wheel beside your
«mo  Project enrollment located in the center of the
client record;
= o Select “Exit the Enrollment” in the drop-
down list that appears after clicking on the
blue play button; and

e Complete the information prompted for

Housing Move-In Date = Pl

through 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

2019

(Case Manager Assignment:

End Case Assignment:

DV ClientTrack User Manual

[ ® Update/Annual Assessment [Wood 12/05/2019 . . . )
fields with an asterisk * are required.
):/(:|\',"\'\|T\'}\"' msmh n ‘LomWoucI{Trawnq‘w Help  Sign Out
oo Todayland ! e
&0 s e A
HUD Progam (@ Envollment Exit do8B0O
2 Toexit the client from the Enrollment, enter the Exit Date and Destination
nox
Bat Date: # 12/05/2019
Exit Enrollment e / ]
Destination: | Staying or ing with famil, permanent tenure v

0 Brthsesmens itReasor: | Leftfor a housing oppartunty before compleing pogram ¥ |

LoriWood @
v o
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HMIS UNIVERSAL DATA ASSESSMENT FOR EXIT WORKFLOW
Complete the required information and click “Save” to continue.
kCIientTrack sean:h A Lot Wood (Training)  Help | Sign Out

ee TodayLland ssN CLIENTID
at o 222665555 786 | M
HUD Program + Universal Data Assessment 2o 8 B¢
Exit Complete the information below related to the selected client's housing status and other relevant information.
" x
.

- Changing any project setup data with existing enrollments may affect or break the logic for 3.917

Exit Enrollment
Exit Assessments A « Because 3.917 reflects real time data entry as describedin the Data Dictionary, the Default Last Assessment button will not bring in any 3.917 data.
« 3917 may not always show as expected because of changed setup data or missing required data links

Default Client's Last Assessment @

AssessmentDate: * |12/05/2019 |
AgeatAssessment 0
Tyee t (Bt 7]
Assessor * |LoiWood Q)
Program:

Health Insurance

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

[ Defaut Last insurance Staius |
Covered by Health Insurance: * [ Yes v
[ Typeas Status ReasonNo @ Other Coverage &
Prvte
Prvte- Employer
Private - Individual
Medicars [“sEecT- v [-seEcT- |
Yes v

‘State Childrens Health Insurance Program S-CHIP [~SELECT- v| |- SELECT- v
il nen dnessennnn Memiert Wl [ emierT -

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
barriers, click on “Save & Close” in the lower right-hand corner.

kCIientTrack [ v - B A Lori Wood (Training) | Help | Sign Out

Indiana ch;lrzz.s;:cngnlmﬂTmmmg ‘52352-6 6-5555 %Lgrgm ‘
HUD Program EBarriers foeBDEBO
Exit

Use this form to identify whether a client has each individual barrier or not. The Clients last assessment is displayed s a default. You may, optionally, click Previous Barriers Detail to view information about the defauited records or click View Barrier History
nox 1o review all previous barriers.

Exit Enrollment
Exit Assessments

Barriers / Special Needs

Assessment Active

ented Date: * w
Screen: HMIS Barriers ¥
Disabling Conditon

Condition is
Indefinite &

=] garrier a Help &

Alcohol Abuse (2}

(7}

Restriction @ & Previous Bartier Detalls

e
Restrict to MOU/Info Release ¥ v

LY

q

Restrict to MOU/Info Release ¥ v

(7}

LY

Resrict to MOU/Info Releass ¥ v

LY

(7}

Resrict to MOU/Info Releass ¥

it
&R
¥
»

LY
)

Restrict to MOU/Info Release ¥

2
S
»

Restrict to MOU/Info Release ¥

‘
~ )
3

Y
)

Restrict to MOU/Info Release ¥
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INCOME AND SOURCES NON-CASH BENEFITS ASSESSMENT 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.

Y [~ . P | A Lo Viood (Taining)  Help  Sion Ot

\V/ SN CLIENTID
&g Nevertand  Fhgssosss  7g4 | A

Income and Sources, Non-Cash Benefits # o B
HUD Program + ! 5 8e
Exit Indicate below the client’s sources of menthly income, non-cash benefits and expenses
The following instructions are quoted from the HMIS Data Manual
Exit Enrollment
When a client has income, but does not know the exact amount, a “Yes” response should be recorded for both the overall income guestion and the specific source, and the income amount should be estimated.

Exit Assessments  » « Income received by or on behalf of aminer child should be recorded as isehold income under the Head of Household, unless the federal funder in the HMIS Program Specific Manual instructs wise. Income should be recorded at the
client-level for heads of hot hoose to collect this information for all household members including minor children, as long as this does not interfer :cmate reporting per funder
Land, Never - requirements. Projec ents whether they receive income from each of the sources listed rather than asking them to state the sources of income they receiv:
= Income data sho the information date (i.e. have not beer wf inated). As an example, if a client’s employment has been terminated and the client has not yet secwed

Do you want to exit? additional employment, the response for Eamed income would be “No. er example, if a client's most recent pay

P ks ago from 2 job in which the client w
20 hours per w week for $12.00 an hour, record the income from the job the client has at the time data are collected (i.e. 20 hEu\a atg

0 an hour).

working full time for $15.00/hour, but the client is currently working
Exit Enrollment

Exit Assessments *

Default Last Assessment
Barriers / Special Needs
Income
Assessment Active
Assessment Date: * | 12/05/2019 |8
Income from Any Source: [ Yes v
Non-Cash Benefits from Any Source: * | Yes v
Expenses — SELECT — v e
Income
. Monthly
Type Description Amount 4 Restriction @+
Eamned Income (i.e., employment income) Restrict to Organization v
Unemployment Insurance Restrict to Organization v
Supplemental Security Income (SS1) Restrict to Organization v
v ‘Social Security Disability Insurance (SSDI) $800.00 | Restrict to Organization v ko]
Count/Total Monthly Income: $800.00

® save and Close

e Earned Income — Employment income

e Unemployment Insurance — Unemployment benefits from the State

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 Veteran’s Disability Payment — A benefit paid to a veteran because of injuries or diseases that happened
while on active duty or were made worse by active duty

e  Private Disability Insurance

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

e TANF —Temporary Assistance for Needy Families

e General Assistance

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

e Veteran’s Pension

e Other Pension

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

e Alimony or other spousal support — Income received for spousal/partner support

e  Other Income — Any income not previously listed.
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Non-Cash Benefits

Type & Description A‘T"”gm‘t“'y Restriction @*

" Supplemental Nutrition Assistance Program (SNAF) (Fod Stamps) $195.00 | Restrict to Organization v oy
Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) Restrict to Organization v
Veteran's Administration Medical Services Restrict to Organization v
TANF Child Care Restrict to Organization v
TANF Transportati Restrict to Organization v
Other TANF-funded Services Restrict to Organization v
Other Source Restrict to Organization v

" Publie H g going Rent -
————
Deprecated in 2017 (HMIS v6.1) Count/Total Monthly Income: 1 $195.00
Re: (7]
Restriction Re Info Release

@ Save and Close

® Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) — 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

e TANF Transportation Services — Transportation funding assistance

e  Other TANF Funded Services

e Other Source — Any source not previously listed above.

Assessment. Remember that all fields with an asterisk * are required. The “Default Client’s Last Assessment” will
populate information from the previous assessment completed and is helpful if the client’s information has not
changed. Click “Save” when finished.
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EXIT WORKFLOW FOR CHILDREN

After completing all the exit assessments for the head of household, you will be asked if you wish to exit other case
members as seen to the right. Complete the exit assessments for all exiting case members. If exiting only one case
member, simply click “No” when asked to exit others. The adult exit assessments will look like the head of
household’s assessments. The exit assessments will look differently for children.

The “Exit Destination” and “Exit Reason” will be completed for all household members being discharged
);(CHGHITI'[{[ k msm E A LoiVioo Tiaiing) | Help  Sin0ut

SSN CLIENTID
& Jland o ocess 756 A

HUD Program @ Enrollment Exit LokRe
Bt Toexitthe client from the Enrollment, enter the Exit Date and Destination.
nox
Bt Date: * 12/05/2019
Exit Envollment Atbate s 8
Destination: +  Staying orlving with family, permanenttenure v
) Exit Assessments

Eiteason: | Leftfor a housing oppartunty before completing program |

Case Manager Assignment.  Lori Wood 0
End Case Assignment. ) 0

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.
);’Clwom‘ﬁ'ack [ A - EE = M\ Lori Wood (Training) | Help | Sign Out

ee TodayLand
- 52019

232-66-5555 786 | M

=+ Universal Data Assessment £ 0o I B €

HUD Program
Exit

Gomplete the information below relaled o e selected Client’s housing status and other relevant information.

A‘

ent button will not bring in any 3.917 data.
- ch
- 3917 maynot

Default Client's Last Assessment @

« [12/05/2019 |63
o

- [Gat

* | Lori Wood a
My Fako DV Shafter

Health Insurance

Covered by Health Insurance: [ Ves -

status « Reason No @ Other Goverage +

—SCLEGT- v| [~ SCLEeT— -

—SCLECT- v| |- SCLceT- -

—SCLECT- v| |- sCiceT- -

—SELEGT- v| [-SELEGT- -
Medicaid ves - (>
State Ghildren's Health Insurance Program S-GHIP —SELEGT- v| [~ SELEGT-
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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.

){ M\ ch ﬂ A Lori Wood (Training)  Help | Sign Out
Indiana Domestic Violence Training SSA LIENT ID
T 222665555 786 @ M
‘ T
HUD Program B Barriers Lo il RO

Exit

m 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
view all previous barriers

Exit Enrollment - S
¥ View Barrier History
Exit Assessments v

Barriers / Special Needs

Assessment Active

Identified Date: * |12/05/2019 | ()
Screen HMIS Barriers ¥
Disabling Condition: No
Barrier & Help gfg’s‘:ﬁ‘p, ;%"E%‘:Iﬁg = Explanation Restriction @* Previous Barrier Details

v Alcohol Abuse e No v Restrict to MOU/Info Release ¥ « Previous Barrier D
v Chronic Health Condition (7] No v Restrict to MOU/Info Release ¥ + Previous Barrier 9D
v Developmental Disability (7] No v Restrict to MOU/Info Release ¥ « Previous Barrier 0
v Drug Abuse (7] No v Restrict to MOU/Info Release ¥ « Previous Barrier D
v HIV/AIDS (7] No v Restrict to MOU/Info Release ¥  Previous Barrier Lo}
v Mental Health (7] No M Restrict to MOU/Info Release ¥ v Previous Barrier D
v Physical Disability e No v Restrict to MOU/Info Release v v Previous Barrier D

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.

You will then return to the client dashboard where you can see the | - B
project exit dates now as see below. If you have also selected “End Case |z 7/7/1091 731 JA
Assignment” on the exit workflow, you will see that your status has Vou're done!

All required steps have been completed

changed to “Inactive” on the client dashboard under “Case Manager -

Close the workflow

Assignments.” If you forgot to click on the box beside “End Case
Assignment” during the exit workflow, you can click on the little pencil

beside your name under “Case Manager Assignments” to edit your

status to “Inactive” to remove the discharged client from your case load.
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MANAGING PROVIDERS

You can add providers (other agencies) you work with into a database to easily identify providers on services
and/or referrals.

Follow t poe=steps to add a provider to your database of providers:

CLIENTS
PROVIDERS REPORTS

Never Land Betty's Soup Kit.
3/3/1989

449-55.9555

e Click on the blue box with the white arrows beside the ClientTrack logo at the top of the screen to toggle
to the “Providers” screen.

e Conduct a search for the Provider in the database by clicking on the “Find Provider” link in the upper left-
hand corner of the screen.

Providers 3 JiClientTrack [ a1 - R =

Q. Find provider Betty's Soup Kitchen

[ Add New Providi - . . )
v Brovicer £ [# Provider Identification Info

I Provider Dashboard

The Provider Name and contact information display below for the selected provider.

Provider Provider Name: Betty's Soup Kitchen
Add . 132 MK Street
y‘ Edit Provider ress ssin Siree
Zip Code:
282 Associated Clients City:
State:
@ Contracted Services Phone:

Referral E-mail

Files

Contacts

Contact Log

[:] Referrals to Selected Provider
=) Data Exchange Endpoints
& services

7= Wait List
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e Click on the “Add New Provider” link if the Provider is not already in the system located below the “Find
Provider” link in the upper left-hand corner of the screen.

Providers Y )i

O EindDrmvidar

[ .

3 Add New Provider < ¥ +Provider Setup

LU Provider Dashboard

Provider

# EditProvider Provider Setup @

Entera Provider Neme, FEIN number and the strest address wi
sociated Clients
B contracted Services

& Files

Contacts

Contact Log

T Referrals to Selected Provider
=] Datz Exchange Endpoints Accessing Organizations
A senices

7= Wail List

Mailing Address

Time Available

Provider Satup

here the provider s located. This information wil be usefulin contacting the provider and refering clients.

Provider Name: + [

Address
Address 2:
ciy,statezp:  [Cty stare |Zip Code
Phore:
Website Address:
Account: 0

Al Crganizations
My Fake Organization |
My Sample Organization
Safe Passage
TES

‘Accessing Organizatiors:

Mailng Address
Mal Address 2:

Mail ZipCoce:  [city stare | [Zip Code

A Loritoo (Taning) Help  Signout

Ao 8

- (=l x cancel

e Complete the provider information. You must complete information that has an asterisk * before

continuing.

e  Click “Next” in the bottom right-hand corner of the screen.

e Complete “Referral Contact” i
[ B

Providers LY )i«

Q, Find Provider

My Helper
dd id

(5] A < Y¥ = Provider Setup

O Provider Dashboard

Provider

& EditProvider

Identify the contact information for the Provider beloy
&% Associated Clients

B contracted Services

B Files

Contacts

Contact Log

I3 Referrals to Selected Provider
# Data Exchange Endpoints

& services

7= Wait List

nformation.
=

Provider Setup

Provider Setup - Referral Contact @

w. The contact information will be used to contact the provider when a referral is made.
Referral Contact Phone:
Referral E-mail:

Telephone 2

Provider Setup-Referral Contact

A Lo Wood (Training) | Help | Sign Out

«previous | [/NSUIEIM X Cancel

e Click on “Finish” to complete the addition of a Provider to your searchable list. You can go back to the

previous screen if necessary, by clicking on “Previous.”

2019

DV ClientTrack User Manual

42



IHCDA

After adding the provider to the provider database through the above steps, you need to complete one more step
before you can access the provider when setting up referrals and services.

You must correlate a service with the provider before the provider is available for services and referrals on a client
record. You can do this by remaining on the provider record and clicking on “Services" in the list of Menu Items
under “Provider” found on the left-hand side of the screen as seen below. Click on the "Add Provider Service"
button on the right-hand side of the screen.

[— x )( m . n A Lo Wood (Training) | Help | Sign Out
Q Find Provider My Helper

dd id . —
() AR < ¥ Q Provider Services SoliBWBO

[0 Provider Dashboard
The services offered by the current Provider display below. These services are used primarily for referrals to the Provider, but can also be recorded as services provided by the Provider. To add a new service to the Providers list, click Add New. To edit an existing service, click Edit next to
the service.

Provider
& Edit Provider + Add Provider Service | [JRoTES=SN

&% Associated Clients

Service & Preference
B contracted Services

B Files

Contacts

ContactLog

I3 Referrals to Selected Provider

1 nata

& services

7= War List

Then select a service you want correlated with the provider and click “Save” to add the service to the provider
record. You can add as many services as you would like by repeating these steps.

Providers B ) [ | [ | & Lovons (ranng) e | S 0ut
Q Find Provider Hide the menu when inactive
3 Add New Provider N
¢+ Provider Services Setup L0880
[ Provider Dashboard
Provider Services are used in the Client Referral Process to find a provider that provides a particular service or to find services offered by a particular provider. A preferred Provider is one who the organization works with frequently and will be given first choice when a client is referred. If a
—— particular service does not appear i the lst, lease check to see ifthe service code is available to members of your organization. Also checkto see ifthe service isinthe recycle bin.
Service: * | Counseling - Alcohol v
& EditProvider
Notes
283 Associated Clients ¥
3 * @ NoPreference
B contracted Services Preference:

Preferred
B Files

Contacts

Contact Log

I Referrals to Selected Provider

) Data Exchange Endpoints

& services

‘= Wait List

Once you have finished this final step, you will be able to select the provider when creating a referral or service on
a client record.
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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.

e Click on the double arrow icon found to the right of the ClientTrack logo at the top of the page. The four
workspaces will appear (HOME, CLIENTS, PROVIDERS and REPORTS) Click on the “Reports” workspace
icon.

e Click on the “Service Reports” feature found in the menu on the left-hand side of the screen. Another list
of reports should appear after you click on the “Service Reports” feature.

e  Click on the “Service Summary” option that appears first in the list of “Service Reports.”

Reports * i [ B8 [a |
@ Data Explorer

¥= Files on Server

£ Welcome Lori Wood

BNLs

DV News
HMIS Exports

WELCOME TO TRAINING

HMIS Reports
Administrative Reports
Client Reports
Enroliment Reports

Referral Reports

WELCOME TO TRAINING

Welcome to ClientTrack
from your administrator, Data Systems

stem, enhancing your ability to quantify and broadcast your positive impact. Our software drives efficiency inta managing and coordin
ClientTrack couples powerful backend architecture with integrated designer tools to provide configurable, scalable functionality to me

ClientTrack™ unites all element: y eration into one comprehensiv
prebuilt, configurable applications, ClientTrack is ready to deploy immediately.

Explore the tabs at the top of your screen to learn what ClientTrack can do.

Reports

Service Reports Assignments Lori Wood's Paused Workflows

E Service Summary

B zip code & County Client Name & Begin Date End Date Program Workflow Description
B clients Served

Service Demographic Totals

Family Demographics Totals

Service By Provider

Turn Away Reason

Frequently Served Clients

Reason for Service

Family Size & Income

Household Composition

Other Reports

e Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)

o 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 of the clients in your program for the entire year of 2016.

o 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

2019 DV ClientTrack User Manual 44



IHCDA

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.

o Filter by “Grants” — Select the “Grant” you want to run the report for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Program(s)” you selected in the “Filter by Program(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. To deselect one, simply
click on it again and you will see the green check mark disappear.

o 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 in the upper right-hand corner
of the report window.

D Service Summary Report = B n|
4 4 [1 of1 b bl 2 Find | Next D = g ™ Pl @

Service Summary \e,
12/1/2019 to 12/31/2019 é:s ClientTrack~

Report Criteria:
Crganizations: My Fake Organization
Grants: My Fake DV Sheiter ESG
Services Bus Pass (295), Case Management (372), Childcare (373), Crisis Intervention (344)
Programs: My Fake DV Shelter
Counties: Hamilton (IN}), Marion (IN)

Zip Codes: Multiple

Direct Only

First Time Served:

Children Total
Service Total Undup in Adultsin  Seniorsin  Individuals
Service & Entries §  Units £ Value 3 Clients ¢ Families 3 Families ¢ Families ¢ Families £ in Families ¢

Duplicated Total

Lori Wood

ClientTrack™ Reports Page 10f1 12/5/2019 12:05 PM
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ANNUAL PERFORMANCE REPORT (APR)

The APR is a comprehensive report of your program — who you served and how you served them. It is
recommended that you run an APR often throughout the year to track missing data so that your report is complete
when it is time for the annual submission. Here are quick steps to running the report and cleaning up missing data.

e Go to the “Reports” workspace and click on “HMIS Exports”
o Alist of reports will appear. Click on “CSV CAPER - FY2020"
) [ B a P

(® Data Explorer

= Files on Server

< Yy BCSV CAPER-FY2020 2 o B¢

AL Flease note that multple projsct and program type support is only intended for casss where multiple programs s fequired for APR submission. For example, a grant with multple sub-recipients that enter data into multple projscts. Additional programs wil aflect performance and shouid only be used when
necessary for compliance.

HMIS Exports

The export wil retumn data based on the combination of all parameters you set. For example, if you choose Organizations "Agency 1" and "Agency 2" and Project "PSH 123" the report will only include clients enrolled in PSH 123 by Agency 1 or Agency 2.

B» CcsvAPR-FY2020
B» csvExport6.1
B» LsAExport
. —r—

B DateRange List: [ Since This Date, Last Vear v
CSV CAPER - FY2020 Bagin Date: 12/05/2018 | t0 12/05/2019 |2
[B» ssvFExport-csv 6.1

[B» csv Export 2020 Organization

[B» RHY Export-CSV 6.1 v

B> SSVF Export-CSV 2020
B RHY Export - CSV 2020 + |y Fake Organization
My Sample Organization

Organization Sofe Passage

HMIS Reports TES

[Administrative Reports

~ Grant Program

Client Reports

Enrollment Reports

Referral Reports GrantProgram: |~ SELEGT -
Grant Component: |~ SELECT - ¥

Reports

Service Reports Grant(s)

Other Reports v

Grant(s): Filter by Grant(s)

[P x cancel

e Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)

o 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 of the clients in your program for the
entire year of 2016.

o Select the “Grant Program” and “Grant Program Component” - Select the grant
associated with your program with the drop down for “Grant Program.” This will prompt
the next selection in “Grant Program Component.” If you do not know this information,
feel free to try several selections to find the correct options for your program. You won't
break it by choosing different options. If you do not see the correct set up information
here, contact the DV Help Desk by emailing DVHelpDesk@ihcda.IN.gov

o Select the “Grant(s)” — You may see several options to choose from after selecting “Grant
Program” and “Grant Program Component.” Again, the aforementioned Grant Program
and Grant Program Component will determine the options you see in this box. Select the
“Grant” you want to run the APR for by clicking on the name in the box. A green check
mark should appear to show that you have successfully selected a grant. You can run
multiple grants on the same report. Simply select more than one “Grant” by clicking on
the name in the box. Again, you will see the green check mark to indicate you have
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selected it. To deselect one, simply click on it again and you will see the green check mark
disappear.

o Select the “Project Type”- Select a project type with the drop-down list that appears. You
may only select one “Project Type” at a time. Please note that Project Type and Program
must be selected to populate the final measurement on Q.36 of the report. You can run
your report without selecting “Project Type” and “Program,” but the measurement on the
last page will not populate data.

o Filter by “Program(s)” - Click on the name in the box and a green check mark will appear
to show that you have successfully selected it. Multiple programs can be selected here as
well like the “Grant” parameter. You can deselect a program by clicking on it again and the
green check mark will disappear.

o Validation File — Click on “Generate Validation File” to enable you to export and drill
down the data.

e Click on the “Report” button found in the bottom right-hand corner of the screen. You should see
your report pop up in a new window within seconds.

e An “Export Encryption” window will appear. Enter a password (must consist of 8 characters) in
the “Password” field and enter the password a second time in the “Confirm Password” field, then
click “Done” in the bottom right corner.

Export Encryption ul

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: v

Password: *  sssssess

Confirm Password:  *

ETTER T

Include Header Row in CSV File(s): v
Always Quote CSVY Values(s):
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usw.clienttrack.net says

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

You will receive a pop-up box informing you the export has been queued. Click “OK”
Next, click on the “Files on Server” option as illustrated below.

Reports i );’C|'EHTHC( [+ o] A it g b 5o

@ Deta Explorer

1= FlesonSenve

Displeyed elowis s of e fles avlatle foryouto donloed.Fiesmay be avlableforaliited Ee they expre, and wi e automtically removed,on he ditespecied. To download the leclckthe dowload n,toemoe the fle from fle n s ik the delete k. The il
fonge e avalabefor downloa by any seror e avalalefor procesing f usedinan impot once e

Clckto view thestatus of exprt o import ks

FilNeme Cegfor Creted Expres

When your report is ready, it will appear on the “Files on Server” screen.

e = o
)ACl\eme(‘\( m il E A Loiviood(Taig) Help  Sgnut

(®) Data Explrer

7= Files on Server Files on Server

Displayed belowis a list o the iles available for you to download. Files may be avalable for a imited time they expire, and wil be automatically removed, on the date specified. To download the file click the download link, to remove the file from fle on server click the delete ink. The file will no
longer be available for download by any user or be available for processing if used in an import once deleted

Click o view the status of export or import tasks

File Name Creator Created Expires

Bs covare-rram HVIS APR_CAPER 2020 PreLoad 2010120518531 e1e Lor Wood 12/5/201965316PM 1/4/202065316PM

¢ X
‘A NSV Fynart A1

/aligation, exe 0 Woor 19/ 14/, X

’ X HMIS APR_CAPER 2020 Valdeton_20191205183351 Lo Wood 12/5/201963351 PM 1/4/202063351PM
B Lsh ot

’ X HIS APR_CARER 2020 PreLoad 20191205162320 e @) Lo Wood 12/5/201962320 M 114202062320 PM

ﬁ Preview LSA Runs

Click on the green downward pointing arrow next to the “HMIS APR_CAPER 2020 Validation”. The report will
download to your computer.

PLEASE NOTE:
You may receive the “Windows protected your PC” message. Click on “More info” then click on “Run anyway”

SEE EXAMPLE BELOW
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After clicking on “Run anyway”, a pop-up window will appear where you will enter the password you created when
you originally ran the report. After entering the password, click the box next to: “I assume responsibility for the
security of the extracted file(s).” Next, click “Extract”
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), Extract Encrypted File(s) X

).( 1
A ClientTrack~
Enter the password to extract the file(s)

These files have been encrypted to protect personally identifying information. Once the file(s) have been extracted and decrypted,
they may contain personally identifying information in plain text. All appropriate cautions should be exercized to ensure the
continued protection of this information. Data Systems International (DS1) 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 lenger needed, Users of this extraction tool should consult their employer's policies, procedures, and
applicable local, state, and federal laws governing the protection of personally identifying infermation for additional guidance.

O] 1 assume responsibility for the security of the extracted file(s)

Enter or select the directory to extract to

ChUsers\[Wood\Downloads

View files after extracting

If the files) already exist _

Show Contents Extract

The files will download to your computer. Select all the report files and compress them into a zipped file. Rename
the zipped file.
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¢ APR - CAPER 2020 _ 12/5/2019 1:39 PM Compressed (zippe... 731 KB
@ APR_2020 _Detail 12/5/2019 1:33 PM Microsoft Excel Co... 132 KB
Type: Microsoft Bxcel Comma Separated Values File p/5/2019 1:33 PM Microsoft Excel Co... 10 KE
Eljfélilc}lified: 12/5/2019 1:33 PM P/5/2019 1:33 PM Microsoft Excel Co... b KB
2/5/20191:33 PM Microsoft Excel Co... 10 KE
@ APR_2020_DQ_5_Detail 12/5/2019 1:33 PM Microsoft Excel Co... 2 KB
@ APR_2020 DO_6_Detail 12/5/2019 1:33 PM Microsoft Excel Co... 3KE
@ APR_2020 DQ_7_Detail 12/5/2019 1:33 PM Microsoft Excel Co... 1KE
@ APR_2020_013_Detail 12/5/2019 1:33 PM Microsoft Excel Co... 70 KE
@ APR_2020_014 Detail 12/5/2019 1:33 PM Microsoft Excel Co... 16 KB
@ APR_2020_ 019 _Detail 12/5/2019 1:33 PM Microsoft Excel Co... 2 KB
@ APR_2020_021_Detail 12/5/2019 1:33 PM Microsoft Excel Co... 107 KB
]“E HMIS APR_CAPER 2020 Validation_201912051...  12/5/2019 1:33 PM Application 1,859 KB
After renaming the zipped file, you can then delete the individual Excel files from your computer.
Mame ~  Date modified Type Size
g, APR - CAPER 2020 12/5/2019 1:59 P Compressed (zippe... 731 KB

You are now ready to upload the zipped file into SAGE.
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