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OBJECTIVES

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 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 Computer storage
e Username and password

OVERVIEW OF CLIENTTRACK FEATURES
e User dashboard
e Client dashboard
e Case management tools
e 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 Consolidated Annual Performance and Evaluation Report (CAPER)
e Universal Data Quality Report
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CONTACTS

STAFF

Grant O. Peters David Boltz

HMIS Manager HMIS ESG CV Data Analyst
317-232-2872 317-232-1235
Gpeters@ihcda.in.gov Dboltz@ihcda.in.gov

Lori Wood Daniella Jordan-Gonzales
HMIS/CE Trainer HMIS Data Analyst
317-234-6975 317.232.8273
lwoodl@ihcda.in.gov Djordan@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 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.

/)

s L_i_Ia__L_iIaC A DV ClientTrack Help Desk: DVHelpDesk@ihcda.IN.gov

455-55-4455

{ 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 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/indiana-balance-of-state-continuum-of-care/hmis-clienttrack-and-dv-

clienttrack/

CLIENTTRACK COMPUTERS

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

ClientTrack usernames and passwords are NOT to be shared with other users. Users should not keep
username/password information in a public location (i.e., sticky notes on monitors or filed under 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 (! #@5)

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

)TC lientTrack

B = e e LTS

Sign In to ClientTrack
User Name

lwood1@ihcda.in.gov

Password

[

)TCIient*rack’

eccoia
wWorkgroup
[ 2020 1w User ~]
Organization
| My Fake Organization vl
Location
| My Fake Organization vl

Use these settings

Dpen CliemTrack using these s=ttinga.

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

10/1/2021
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OVERVIEW OF CLIENTTRACK FEATURES

USER DASHBOARD

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.

(i . ] LR search n LoriWood (Training) | Help  Sign Out
Home Jclientrrafi . 4 () rep 50
(1 Dashboard Lori Wood
y y . My Fake Organization 2020 DV User
A Quick Services - Multiple
Clients .
£ Welcome Lori Wood Z B
D Recent
#= Files on Server DV News
My ClientTrack WELCOME TO TRAINING
= from your administrator, Nastacia Moore
[ CaseLoad
WELCOME TO TRAINING

; My Information

Welcome to ClientTrack

from your administrator, Data Systems

ClientTrack™ unites al lements of your operation nto one comprehensive system, enhancing your abilty o quantity and broadcast your positive impact. Our Software drives effc cts of a socal Arobust, web-based suite of
® change My Password reDult,confquale sppcations, CIenTrack s ey o dapoy mmeaiatel. Centrsck couples powertl backend artectre it teqrate signe st proviseConfuanle,sealable functionayto meetne e ateannrutuvanwemsms of your organization

Explore the tabs at the top of your screen to leam what ClientTrack can do,
® Paused Operations
[ crisis Call Summary

My Case Assignments oo Lori Wood's Paused Workflows
3 crisis call summary

(Services)
Displaying 110 of 19 results. Next Last result found.
03 Indirect Services
Client Name & Begin Date 4 End Date & 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
HOME PROVIDERS REPORTS

Lori Wood Lila Lilac Betty's Soup Kit...

2/2/1989

SSN
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

I A Lori Wood (Training) | Help | Sign Out I 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.”
= B
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When you first log onto the system, you may want to “Pin” the menu on the left side of the screen to leave the tool
bar open. To “Pin” the menu open, click on the “push pin”.

Home

[ pashboard

& Quick Services - Multiple

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

Home i n
1] pashboard Lori Wood

4 Quick Services - Multiple
Clients

<€ Welcome Lori Wood
B Rrecent

¥= Files on Server DV News

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

[0 case Load

a My Information

Welcome to ClientTrack

from your administrato

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

CLIENT DASHBOARD

To access the client dashboard. Click on the double arrow icon then click on the Clients box in the floating menu.
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:

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 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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Clients

[0 Client Dashboard

Q Find Client
13 Intake

Client Profile - margie news's Information

[~ Add crisis call Client
& Edit Client

O3 crimes

3 Protection Orders
'3 Address History

D Alas History margie's Enrollments
O case Managers

O caseNotes

Envollment

[} client Files Description

 Exited

mergency Shelter
Iy Fake DV Shelter

& Family Members
Interested Others

A Living Situation

B Notifications

O3 Goals

B Photo

&2 Veteran Information .
Zu
13 Paused Workflows

Common Client Assessments

Other Client Assessments

Tiffany's Enrollments

Enrollment
Description

v Active
v Emergency Shelter

My Fake DV Shelter

o

SSN
222-22-3215

< |margie news's Dashboard

IHCDA

A LoriWood (Training) | Help | Sign Out

= &

o

margie's Case Manager Assignments

Name: o, margie Birth Date: /62000 120000 AM Age o
Gender oo Veteran
EMNICY: i panic/Latino RAC oy or African American, White
Case Members Project Start Date ¥ Housing Movedn Date Project Exit Date ¥ Enroll Assessment ID Exit Assessment ID & ExitDestination Last Assessed
2 0271972016 02n92016 a0 415 Permanent housing (other 2/19/2016
Case Manager Begin Date Status End Date Envolment
Training 09 02/19/2016 Inactive 021972016 My Fake DV Shelter
CaseMem @ Add Household Member — Use this feature if a new

#& Add Household Member
2+ View Case Members
Tif
[ Edit Enroliment

I Edit Project Entry Workflow
B Review Entry Assessments

[0 © Update/Annual Assessment

ents
& Exit the Enrollment

e Manager

ping 09

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
Enrolliment” 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.

10/1/2021
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e Edit Enrollment — Use this feature to make changes to the enrollment 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

rd Training 09

Tiffany's Services

Assessment D a Datew Senvice Units §Totala Organization

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”.

10/1/2021 DV ClientTrack User Manual 10
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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.

Clients X )I( mswzh n

e Client Dashboard — The overview

[0 client Dashboard : - SLENTID
oo TiffanyDoe = LIENT D .

e - 222-22-2222 420 ‘ of the client record

Q Find Client
vue, ninany

3 intake — e Find Client — To search for a client
Female

Client Profile 3 in the system by first and last name,

EORICRY. et Goesnt know . . .
Common Client Assessments date of birth, social security number,
Other Client Assessments client ID number, etc.
. ) Tiffany's Enroliments _ H H

Client Enrollments and Client y e Intake — To enroll a client in your

Services program

3 Enrolments ——

froimen CaseMembersa  Project Start Date Housing Move-In Date &

Description &

@ Quick Services

¥ Active

8 1
eferrals
- ¥ Emergency Shelter

[ services ©  MyFake DV Shetter 2 02/19/2016

Confidential Case Notes

Tiffany's Case Manager Assignments

i d Sea Wood (Training) | H
Clients ) Track = - (o] 8 Lo oo (i) | i |

D client Dashboard Fake Crisi leli t __ I [ 1]
[ X ] aKe risiscalliclhien e been
Q, Find Client - ;151588 XXX-XX-3939 141823 ‘_
13 Intake & Fake Crisiscallclient's Dashboard
T3 COVID-19 Intake
- Fake Crisiscallclient’s Information H
& COVID-19 Vaccine Intake
Client Profile g Name: Crisiscallclient, Fake Birth Date 7/19/1988 Age 33
Gender: Veteran
B~ Add crisis call Client Female Mo
= Edit Client Ethnicity Non-Hispanic/MNon- Race ican Indian, Alaska Mative, or
Latin{a){o){x) nous, Native Hawaiian or Pacific
El Cranes slander
3 Protection Orders
D Address History Fake's Enroliments t
o .
D alias History P
[ case Managers Case Housing Enroll Exit  Exit Last
Enrollment Project Start ) Project Exit . ;
Description = Members Date = Move-ln Date Daiale Assessment Assessment Destination Assg
[ case Notes - - ID - 1D - -
E client Files @ aemve
Emergency Sheher
[ cowvip-19 Screening
a Homelessness Prevention
-3 -
£ ERES EER T © MyFake 2 01/12/2022
- Organization
aias Family Members HF (HP-RE8)
Interested Others 4 Exited
# Emergency Sheher
4 Living Situation gEney s
€© MyFake 2 01/11/2022 01/11/2022 113386 113388 Staying or 1417
P notifications Organization living with
(ES-RE) fa
O Goals .
e My Fake 1 01/06/2022 01/06/2022 113380 113381 Rental by 1764
Organization client with
E5 photo (ES-R8) RRH
&% veteran Information # Hemelessness Prevention
171 Pau Workflows e My Fake 1 01/06/2022 01/06/2022 113384 113385 Staying or 1764
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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.
Address History — To document and manage past address history for the client.
Alias History — To document and manage previous names (nickname, maiden, etc.,).
Case Managers — To change or edit the case manager assignment.

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.

COVID-19 Screening — To screen the client for COVID-19 symptoms or sickness.
COVID-19 Vaccines — To document the client’s COVID-19 vaccine status.
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.

Living Situation — To document any change in the client’s living situation.
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.
Veteran Information — To document the client’s Branch and Discharge Status.

Paused Workflows — This feature displays your paused workflows.

10/1/2021 DV ClientTrack User Manual 12
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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’s name.

Clients [ClientTrack BB - |

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

1 e { Yy [Tiffany Doe's Dashboard

Clients & JiClientTrack L R 2]

(I client Dashboard °
:'-: Doe, Stacey - 1989
Q, Find Client
@ Quick Add Family Member
12 Intake
acey Doe iffany Doe
@  staceyD N @ iffanyD N
Client Profile Age 30 Self Age 30 Daughter

A drop-down window will appear with all 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 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, as well as
beneath the Client Profile tab located in the left-hand menu.

Yt T Searc
XClientTrack - B =
Indiana Domestic Viclence Training SSN CLIENTID
7171089 222:22-2992 420

< ‘ﬁ? Tiffany Doe's Dashboard Notifications Upcoming

asueblatife ations

No notifidetions
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. You can also add a new notification by clicking on the Notifications option located
beneath the Client Profile tab, then clicking on Add New Notification/Alert. 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 to ensure the
Q Find et accuracy and overall quality of the data. To
3 ke { 1y Tifiany Dog's Dashboard speed the search process and reduce the

chance for input error, input as few characters

Client Profile Ty Do fomaton as possible in the criteria fields. You may

search for a client by entering the following:

Common Client Assessments e First two or three letters of the client

[ Master Assessments o first/last name (use as few letters as possible of
. Gnter the first and last name to conduct a thorough
(3 Domestic Violence search)
[ Barriers Emict. ., ® Social Security Number
e Birth Date

) Education-Adut

e C(Client ID Number

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

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

client.

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 ozr19/2016

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 -

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.

10/1/2021 DV ClientTrack User Manual 15
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Tiffany Doe

1/1/1989

22020222

3 Intake Intake (2298)

@ Add or Edit

Client Profile

IHCDA

CLIENTID
1o A

T Add or Edit
) Basic Client Information

I 4 Addanewclient I

() Family Members

0 () Program Enrollment
Crimes

Lﬁ Use the current client

Q Select another client

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 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.

Clients ¥

I Lisa Lollipop

Intake (2298) + Client Information

noox

13 coviD19 Intake

Basic Client Information

@ COVID19 Vaccine Intake

Client Profile

[ Crimes

[ Protection Orders
") Address History

") Alias History

3 Case Managers

[ case Notes

@ Client Files

[ covID-19 Screening

# COVID-19 Vaccines Birth Date:

Client Age:
a.. Family Members

[E3 imerested Others
Date of Birth Quality:
4 Living Situation

9 Noiifications

O Goals
[ Race:

&2 Veteran Information

13 Paused Workflows

Common Client
Assessments
Other Client Assessments

Weteran Status:

Client Enroliments and Client
Services

A Lori Wood (Training) | Help | Sign Qut

Social Security Number.

Ethnicity:  *

First Name:
Last Name: Lollipop
Middle Mame:
Suffix
Mame Quality. = [Full name reparted ~

SSN Quality

Alternzte Reference 1D

Basic Client Demographics

5 o

Full DOB Reported
or Partial DOB Reportad

- |0

Native. or Indigenous

or African
r Pacific Islander

o

specific gender)

+[=SELECT - ~ | O

¢ Previous & Finish
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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.

e  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, 999-99-9999 or XXX-XX-XXXX.
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.”

e SSN Quality — Pre-filled by the system based on the data entered in the Social Security Number field.

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

e 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.

e Client Age — Pre-filled by the system based on the data entered in the Birth Date field.

e Date of Birth Quality — Pre-filled by the system based on the data entered in the Birth Date field.

e Ethnicity — Hispanic/Latin(a)(o)(x), Non-Hispanic/Latin(a)(o)(x)

e 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.

e Gender — Select the gender with which the client identifies. Click on all that apply. Female, Male, A gender
other than singularly female or male (e.g., non-binary, genderfluid, agender, culturally specific gender),
Transgender, Questioning.

e 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.

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

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

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

ADDING HOUSEHOLD MEMBERS

Next you will be prompted to add additional household members to include for the program enrollment or
services. To add household members, click on the empty box and complete the row of information (name, birth
date, etc.) for the new household member(s). You can tab through the fields to complete the required information
and add any number of household members at this time by repeating these steps.
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) M Loriwood (Training) | Help | Segn Cut
i ; s LTI
&2 LisaLollipop 412-88-5593 147178 | M

E=Y | ok (2298) = Family Members

T

family members are displayed below. You m

Basic Client Information O ——
y = or a group of p

Family Members S

at fami

ople whe the client i

This workfow wil

s 1 resul: found (+1).
First Middie Last - P e . Birth Date
= e L Suffix - Name Quality™ = Birth Date 9= Bt o
Lisa Lollipop [Full name reported ~] |o7szzr1900 (B 22 Full DOB Reported
a —SELECT - ~ =) wea [csELECT- |

B Save & Save & Close

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.

[ [RPSTSRRRVRIIE SRMPO [c) (.7, ictinor | Webinar Dashbo X | [E] tauncher | GoTo Webinar

< C @ uswclienttrack.net/19/MainPage.aspxZinline=true

Qe % @ *»0 :
£ Settings @ SAM.Gov » Reading list

w 28 LisaLolipop

a -

i apps I CoCAPRGuidebock [ IHCDA Hub- Home.. @ MyHomepsge W Ssge # FY2022HMISDsts. @ NewTsb & TripDetai|Brpedis ) DV Cientliack i HMISTsin ) OV ClientTiackTrsin )¢ KMS ) PeopleSoft Lesmin

« e
212885503 147178 | M

E= intake (2298) B Family Members fO0HEDBO

RS e Sufixa  Name Qualty snDaea A B s Qualny: &

s o et i = A
[ P vamerpored ) (oo [ 2 [Foibosrenes ] Femate =
[ P e ) omozon (B 15 [Fooume ¥ Eema
-
a e 2 = > - = Sl — = —

EER o5-icon

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

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

. M Lori Wood (Training) | Help | Sign Out
ee Lisa Lollipop s=u cHENTID '
- 22,1999 412-88-5593 147178 =
+ HUD Program Enrollment <~ 0 &5 &8 e
L= htake (2298) g
= e enrclling the
- vl Sisplay a list of cliems in e chants famiy
Basic Client Infermation L TG =ns
ooy oz The Project Start Date is:
Pragram Enraliment - For Street Outreach projects — it is the date of first contact with the clies
2 For Emergenay Shektara o it is the riai the clians First stayad in the Shener for the consecutve shefter Period from entry to exit. Night by night shelters. which use & bed-night tracking
start dete and wil sliow clients to reoniter a5 necessary without “extin
o tional Housing — it is the date the clant moves into the residential p
e T R e e s T e e e e e
factors have
Inform ded by the client or fram the referral indicates they meat the critaria for admission (for example if chronic homelesaness is required tha client indicates they have a
i =rd nave been homeless long enough i 'y — though all documentation may not yet have baan gatharad
o 1 to be housed in this proje
5 The client is Ghie 1o aecass seriees and housing Trounh the Braject, The sxpactation is the project has 2 Rousing apening (on-site, site based, scatterad site subsidy) or sxpects 1
have one i amount o
- For all other types of S projects including but nat limited to e=s prevention. coordinated t. healtn care it is the date the client first
Began working with the project and generally received the first pro
Project: L]
Emergency Shefter
My Fae Organizaton [ES2)
Momelessness Praven
Wy Faie Grgarnizamsen HP (HP-R2)
PH - Rapid Re-Housing
My Fake Organization (RRH-RS)
A LoriWood (Training) | Help | Sign Out
s o
212885503 147178 | M
[ HUD Program Enroliment 205860
- sel Project you are enrolling
w
Pleas select s he chnts Yo
Family Members ‘The Project Start Date is:
Frogram Emoliment For et Outreac projct s th at of s conact wih e et
B @ Nightb ot et i s bdigh wackio mathd wil AR ——. etartnforesch sty for 3 spcied e
;s . "
For s et o beenmet
e et ol ndcses ey hav e SSsbI eenhameles ong enough o
e S e v o e o
e e < pjectos oase naea
+ For o pes o e oy anene e care 1 s et gomrly receves h s provsioncf sence.
Proct + My Fake gzt €558) @

Household
Exce s Mansal s  Wha e togetherinone dweling Ui (oo persons who s ot housed,ho wuld e togetiern one elingurt f hey were housed)
N i R Projet R - Restonsnp
(u] Neme Gende o e e EitDate CaseMansger @ R a
[r—— Femaie = oaj0araoza |8 Lo woos a £ 2
Lotpos, Live Femse . Caroarn: |8 Cowoos B )

M | NoChanges
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Remember to change the Enrollment Date if you are back dating the information. To ensure accurate data
quality, enter all client data in a timely manner. 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.

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

% o~ o snow

TR e 111111 4067 A

Indiana Domestic

. PN ™
Intake (2298) =+ Universal Data Assessment L 0o 8260

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

Basic Client Information
Note:

Family Members o

Program Enrollment

- Because 3917 e data entry as described in the Data Dictionary, the Default Last Assessment button will not bring in any 3.917 data
- Changing any p 2 with existing enrollments may affect o break the logic for 3.917.

ects
ct s
- 3.917 may not always show as expected because of changed setup data or missing required data links

Stacey Doe -

New Assessment
Default Client's Last Assessment @
O Tiffany boe

Assessment Date;

Age at Assessment:

* [12/05/2019 |8

a0

Assessment Type: * [ Entn

* | Leri Wood Q

Assessor.
Program My Fake DV Shefter
Disabling Condition: * [~ SELECT — 2

Client Location

Client Location:  *

Living Situation

IN-502 - Indiana Balance of State v

Prior Living Situtation: + [~ SELECT— v e
Length of stay in prior living situation: * [~ SELECT— -
Approximate date homelessness started:  * =]
Regardless of where they stayed last night—Number of times the client has been on  »
S ~ SELECT - 2
he streets, in ES, or SH in the past three years including today:
Total number of months homeless on the street, in ES, or SH in the past three years: * [~ SELECT — -

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.

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

o Length of stay in the prior living situation — Identify the length of stay for the residence prior to
program entry.
Approximate date homelessness started

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

o Total number of months homeless on the street, in ES, or SH in the past three years - Data in
this section are used along with disabling condition to determine whether 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.

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. If the

client answers “Yes” to “Covered by Health Insurance”, a corresponding “Type” must be selected from the list

provided. (The red box is referenced on page 27 under the heading “Pausing a Workflow”)

== Lisa Lollipop =

[~ I < - =)

Health Insurance

Flease indicate whather or not the client is Soversd Sy nealth insuranc

HMIS BARRIERS ASSESSMENT FOR INTAKE WORKFLOW

Each Barrier must have the “Barrier Present” field completed. Click on the drop-down box “Barrier Present” for

each barrier listed and select the client’s answer and change the status to “Yes.” Complete any required fields that

appear after selecting that specific barrier. Please note that the date identified is the program enrollment date —

the date the client presents to you and qualifies for entry in the program. It is important to keep in mind that

clients must have at least one barrier to be eligible for some programs (such as Permanent Supportive Housing).
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e = == & Loni wooa Tining) | Heln | Sam o
== Lisalollipop A12-8s-s5503 147178 | M

. . _
Intake (2298) = Barriers ~ o B D W B8 e

lient has each indvid rier or o
ris or click Wiew Barrier History 1o

Family Membars » View Barrier History

Frogram Enroliment

ents Ia:
Il previous &

entis gisplayed as a default. You may. opBonally, click Previous Barriers Detail 1o view

Lisa Lollipop -

Igentified Date: 0z/04/2022 | B4

-({:; Disabling Conditon: ~

&L Sarvier - Heip - Barier Eordric Sxpianation - Erevious Barrier Datails

xr Present? a Indennne o
Alzznol Uss Disarder (=] No ~ - oD
Chrenic Health Condition (=] [res ~ | [res ~ | - k=]
Developmental Disabiln © - =
Drug Use Disarder o - -
HIVAAIDS (7] No ~ L =
Rasnral Heain © Cr== ~] [e= ~1 - =
Physical Disasility (2] Mo ~ - =

B Save || @ Save & Close

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

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.

e . [ - M LoriWood (Training) | Help | Sign Gut

; o —

&s Lisalollipop A12-88-5593 1a7178 | M

Intake (2298) + Domestic Violence Assessment =~ 0 5 B8 e
= If the client has been a victim of domestic viclence. select Yes for Domestic Wiclenc:

Basic Client Information

Family Membars

Program Enroliment

Lisa Lotlipop - Assessment Active
Crzp ooz Assessment Date oz/oaszozz | B4
-
Barriers / Specia
Naads
Domastic Viclence Demestic Vielence Experience
T Vihen Exzarisncs Occurrsd  © [Within the past thres mentis ~
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DOMESTIC VIOLENCE CRIMES ASSESSMENT

=] 3 B [ - e A Lori Wood (Training) | Help | Sign od
. . o [
&= LisaLollipop Ai2-88-5593 1a7178 M
-~ o 58

Pl | iake (2298) + Domestic Violence Crime

= it is identfied a5 the victim, enter an Incident Date. Select an Offender using the lsokup; Offendsars Birth Date will display.

— To add oredite @ ence crima for wh -
I - Select 3 Relationship to Victim for the offender. and Amandsd Charge if spplicsble. Stlect 3 VOCA Vietimization Catagary for VOCA reparting. Chack Primary Victimization if
P @sis Clisns nfarmation his is the primary charge for this client an the i te. ct 2 Status and Court Case if applicable. Enter any Commants

Family Members

Program Enroliment

Lisa Lollipos -
Mew Assessment = Incident Date: * [D1/25/2022 |68
Barriers / Speciat Abuser: *
Needs Offender Birth Date.

Relatenzhis te Vistim: Tntimate Partner/Dating A
Househotd Tember ~

Domestic Viclence

- [Demestic visisnze =2
;|; o WOCA Wictim « [B. Domaestic Vislencs ~
g B B Primary Victi
o Yes ~
P

qSEE'Eh
Q, Find Offender E - O B = @«

Use this form to search to find the offender for this crime. YWowu can use the following fields to narmow the result set of
the search.

=+ Add Mew
Last Mams Lallipop

First Mamee: Bruce

Birth Date: 04/05/1989 | [

» 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.”
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— Lol Ml
-+ aAadd offender

Last Mame Lollipop
First Mame: Bruce
kiddis Mame:
Date of Birth 0405519859

History of Viclenose

= canes

After you have added the “Abuser” to the Crimes Assessment and completed all the required information, click
“Save” to continue in the 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 required to select a
corresponding “Type” (definitions below) of income/benefit and the amount (monthly amount) with the list that
appears below the status after selecting “Yes.” Please note that Non-Cash Benefits will appear below Income, and
you will need to scroll down to input that information. Also input any income a child may receive (i.e., SSDI) on
the head of household’s income/benefits information. You will not complete a Financial Assessment for children
in the household.

)‘{ : ) Ees':‘ M Lori Wood (Treining) | Help | Sign Out

i i SSN CLIENT ID
&2 lisalolipop %) gg 5503 147178 M

+ Income and Sources, Non-Cash Benefits #2055 0

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

Basic Client Information from the HMIS Data Manual:

The following instructions are quat

Family Members ic source, and the income amount

respanse should be reconded for both the overall income question and the sp

Program Enroliment = part of household incom -3l funder in the HMIS Program Spacific
Fe callect this information far =l

nrough client interviews

nder the Head of Househald, unless the fe
o ald . Projects m
Projects col

adult

Lisa Lollipop -

New Assessment =
ent's most
n hour, record

Barriers / Special

Needs rweek for §1

Domestic Violence

Crimes Default Last Ass=ssment

Income

CL Assessment Active

Assessment Date: * [02/04/2022 |
Income from Any Source:  *
Nen-Cash Benefits from Any Source:  +
Eupanses: o
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E );, ] g .:H.:_ ﬂ A Lori Wood (Training) | Help | Sign Oy
el ee Lisa Lollipo - 0.
+ Income and Sources, Non-Cash Benefits £ 0858

=1 Intake (2298)

" x
Basic Client Information
Family Members Income
Program Enroliment
Lisa Lallipop -

Mew A

ssment

Mant
ype - Description = e
Barriers / Special oy
Needs

Domestic Violance

Crimes

Unemployment Insurance

Income

Worker's Compensation

Pension from a forme:

Supplemental Security Income (SS
Social Security Disability Insurance (SSDI} 800.00 =

Retirement income from Social Security

Veteran's Pension
Temporary Assistance for Needy Families (TANF)
Child Support

Cther Income

e Earned Income — Employment income

e  Private Disability Insurance

e Unemployment Insurance — Unemployment benefits from the State

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

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

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

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

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

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

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 Veteran’s Pension — a benefit paid to a veteran by the Veteran’s Administration upon retirement

e Temporary Assistance for Needy Families (TANF)

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

e Other Income — Any income not previously listed.

10/1/2021 DV ClientTrack User Manual 25



IHCDA

Definitions of Non-Cash Benefits

®  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.

o  TANF Child Care Services — Childcare funding assistance

o TANF Transportation Services — Transportation funding assistance

e  Other Source — Any source not previously listed above.

Non-Cash Benefits

S N Monthiy
Type Description & o
x Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) $200.00

TANF Child Care Services

TANF Transportation Services

Other TANF-funded Services

Other Source

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

=1 )y = M Lori Wood Training) | Halp | Sanout

ee Lisa Lollipo ssn CLIENTID_

&2 b 412-88-5593 1a7178 | M

Intake (2298) =+ Transportation Assessment g 08528

e
ranspartation Assessment
[[Defaur Client's Last Assessment @ |
|
Assssament Active

0z/0a/2022 |68

[CsELEcT—  ~

Vehicle

In the section below. enter details about the c

—SELECT -

Y

—SELECT — ~

=i

S SELECT -~

nsurance Renewal Date. ]

Drivers License

If the client nas a driver's license, please enter tis iNformation in the section below. If they do Not have a drver's license, skip this section

qumber.

e State CEELECT - ae

License Expirstion Date =]

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

[=] ) A Loritood (Training) | Help | Sign Out

@e Lisa lLollipo ssn CLIENT ID
as sgnenipep 412-88-5593 147178 M
Intake (2298) + Legal Assessment G <0 i& e
L & Legal Assesement - Dascribe the Client's current lagal situation

Basic Client infarmatizn S
Family Members
Program Enroliment
Lisa Lollipeg -
o Date of Azseszment: 02/04/2022 |G

Assessment Description

Bar ecia!
Needs

Domestic Viclance
Crimes Legal Situations
Insams Are you currently involved in any of the following legal situations?
¢  Transportation
05 o Oivaree:
Eviction:

Bill Co

Pending Criminal Charges:
Order of Protection:

Probation / Parcle:

CPS Involvemnent:

Other:

Other Legal Questions

Do ¥ou Currently Have Legal Re)

How lany Days. Fast 30 Days, experien

Legal Notes

Please describe any ather Legal Information you think we should be aware of

Leaal Dessription Motes ;

& save || » skip

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.

[Tan - m Lori Wood (Training) Help | Sson our
Tasiso -
@ universal Data Assessmer E=Em O R s e
Health Insurance
Cowered by Health Insurance:
[ Gtner Coverage
=
=
-
~
=]
~
~1
=
=
-
~
— e Srenges
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Complete any barrier information for the child you are enrolling. If no barriers are present at enrollment, select all
the barriers and leave the “Barriers Present” status as “No” and click “Save & Close.”

e - , Bl - = B Lo wood (rraining) | vslp | Sign out

- Lollipop

[—
147180 M
Intake (2298) =l Barriers OB R W2 e

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.

Basic Cliem Information

Family Members *~ View Barrier History

Program Enrollment

Lollipop, Lisa L4
Lollipop, Litte = Assessmen Active
Identified Date: - oz/04rz022 |[E
Universal Data
EEEEEAED Screen HMIS Barriers
Barriers / Special Meeds Disabling Condition 4 ~
Help  Barrier Condition is Previous Barrier
D T - Present?* - ingefinite - Eromares Details
[&f c> alcohol Use Disorder | &G Previous Barrier ")
[&F > Chronic Health (7] Previous Barrier "T)
Condition
[& ¢ Developmental =] Erevious Barrier "D
Disability
[&f ¢x Drug Use Disorder =] Mo ~ Previous Barrier ")
[ % HIv/aIDS (2] Previous Barrier ‘D)
@ > Memal Heatn ) erevious Barmer "D
[&Ff ¢= Physical Disability (7] Mo ~ Previous Barrier &)

B Save & Save & Close

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.

;( . ) Search n A Lori Wood (Training) | Help | Sign Qut

i i 35N CLIENT ID
&2 Lisalolipop %, gg 5503 147178 M

i =1 Intake (2298) :
" ‘You're done!

Basic Client Information

i Finish
Family Members Close

Program Enroliment
Lollipop, Lisa L4

Lollipop, Little 3

If you need to go back and change information entered in the workflow prior to finishing, you can click on the
specific section of the workflow you wish to return to in the workflow window that appears on the left-hand side of
the client record. Clicking on the link beside the green dot will take you to that specific section of the workflow
where you can edit information.
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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.

mﬁea(ch ﬂ ‘ Lori Wood (Training) = Help ~ Sign Out

KlientTra

Indiana Domestc Violence Training BN CLENTID ‘
[
- 449-55-9555 784 @ @
< 17 QcClient Paused Workflows foliRBRO
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 it, but will bring up the data you already entered.
Workflow. - SELECT- v
Show Finished
Q, Search
Workflow & Description & Started v Accessed &
Land, Never 12/05/2019 12/05/2019 9:38AM

e HMIS 2014 Program Data

l Resume

() 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.

Clients )'./ Track “ Search ﬂ M Lori Woed (Training) | Help | Sign Out
I cilient Dashboard Lisa Lollipo ssM CLIENT ID
as [ Banreep 412-88-5593 147178 M
Q, Find Client
171 Intake < Lisa Lollipop's Dashboard = B

13 coVID-19 Intake ) - .
Lisa Lollipop's Information

& COVID-19 Vaccine Intake

MName Birth Date: Age
- Lellipop. Lisa TI22/1999 22
Client Profile P
) Gender Fermale Veteran: Mo
Common Client Assessments
Ethnicity: Mon-Hispanic/Nen- Race: Black, African American,

Other Client Assessments Latin(a)(a}{x) Mative Hawaiian or Pacif

Client Enrollments and Client
Services

— Lisa's Enrollments

3 Enrcliments

@ Quick Services 1 result found
Case _ Housing Project Enroll Exit Exit Last
- Enrollment Project Start
aa* Referrals , Moveln Date ExitDate  AssessmemID Assessmem|D Destination  Assessed

Date w

- - -

Description - Me"’ibem

O services
2 Active
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1] client Dashboard

Q, Find Client

1T Intake

T3 COVID-19 Intake

# COVID-19 Vaccine Intake
Client Profile

Common Client Assessments
Other Client Assessments

Client Enrollments and Client
Services

3 Enroliments
@‘ Quick Services
&% Referrals

3 services

Confidential Case Notes

IHCDA

)'./ Track Eeer:l— n M Lori Wood (Training) | Help | Sign Out
i i SSN CLIENT ID

& Lisatolipop 245 ge5503 747178 M

< ¥ Q cClient Services & 0B K wB e

The clients

w. To record a service, click Add New. To record multiple services, click Quick Services. To edit or view an
existing sei d

LU © Quick Services

Date » Service ~ Units = S Total [Organization =

Assessment ID &~

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) for assistance.

Clients

01 client Dashboard

Q, Find Client

T3 Intake

T3 coVID-19 Intake

# COVID-19 Vaccine Intake
Client Profile

Common Client Assessments
Other Client Assessments

Client Enrollments and Client
Services

[ Enroliments

& Quick Services

a* Referrals

O services

Confidential Case Notes

ee Lisalollipop ssu CLIENTID
as Ba 412-88-5593 147178 M
£ =+ Service ~ 0 58 e
Enter the information about the service provided to the client below.
Family Income +
Income Family Income Family Members Poverty Level % of Poverty
50.00 50.00 2 $1,451.67 0.00 %
Enrollment: » [02/04/2022 - My Fake Organization (ES-REB) ~
Grant: + [My Faks Organization ES
Service: * [=SELECT — ~ Location:
Date:  * [ Crisis Call
Units: Basic Needs

Safety Plans in Person
safety Plans Used
safety Plans via Phone

Unit Value:

Total Case Management
User Performing the Service: Case Management
Childcare
Childcare

Comments: Counseling/Support
Crisis Call Imerpreter Services
Information & Referral
Personal Advocacy
Education
Education Services
Employment
Employmemt Assistance & Job Training
Financial
Emergency Financial Assistance

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.
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Clients e - I [ | P S

[0 cilient Dashboard

i i ol CLIENT ID
Lsarollieor Mo gss503 747178 M

Q, Find Client

13 Intake < Y% Q Client Services s OB D e B O

history displays bel To record a serv click Add New. To record muhiple services, click Quick Services. To edit or view an

ck Edit next to the record.

T3 COVID-19 Intake ;:IEE -:,,I.:f";i

& COVID-19 Vaccine Intake

=+ Add New @ Quick Services

Client Profile

result found.
Common Client Assessments Assessment ID « Date = Service - Units = $ Total = Organization -

. Today (1 Services)

Other Client Assessments
=W :} 02/07/2022 Case Management 1.00 $0.00 My Fake Organization

Client Enrollments and Client
Services

O Enrcliments
& Quick Services
a* Referrals

O services

Confidential Case Notes

=1 ) S E - =2 B Lo Wood Training) | Help | Sign 0wt
o i SSK CLIENT
o sa Lollipop ssN CLIENT 10 a
a|m™ 55,1500 412-88-5593 147178 =
1~ < [E Quick Service ~ O hE B8 e
=1 Use the Service Screen list ices available. You may also filter services available by Grant and/or Provider. Select the services the client has received and verify the Units and
Unit Values.
P
Service Screen:  + [ Direct Services ~ |
Date: * |0z/07/2022 &
Grant —SELECT - -
Provider Name: a
Enrollmert:  + [02/04/2022 - My Fake Organization (ES-RE)
User Performing the Service(s) Lori Wood a

Location Ty Fake Organization

6 results found.
1 Service* a Unit Type = units* unit Value* « Total = Help «
4[] Basic Needs (1)
Safety Plans in Person Count 1.00 $0.00  $0.00 b ]
« [_]case Management (1)
Case Management Hours 1.00 S0.00 $0.00
« [ childcare (0)
Childcars Count 1.00 sooo|  so.00
= [ counseling/Suppart {1}
[[] Group Counseling Count 1.00 $0.00 $0.00
[  information & Referral Count 1.00 s0.00| s0.00
Personal Adwocacy Count 1.00 S0.00 S0.00 -
4 [] Education {0)
[] Educaticn Services Count 1.00 $0.00 $0.00

4[] employment {0}

Employment Assistance & Job Training | Count 1.00 s0.00| s0.00

4 T Eimancial 600
3.00 $0.00 $0.00

& Save & Close * Cancel

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.
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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” tab in the list of case management tools on the left-hand side of the
screen. Click on the “Case Notes” feature beneath the “Client Profile” tab 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 x )'./ Track m Search n M Loriwood (Training) | Help | Sign out
[ cilient Dashboard Li Lolli SSM CLIENT ID
&2 i5a oflipor 412-88-5593 147178 | M

Q, Find Client

271 Intake < Y7 Lisa Lollipop's Dashboard = B
|
13 CoVID-19 Intake . . i
Lisa Lollipop's Information o2
& COVID-19 Vaccine Intake
Name: Birth Date: - Age: -
" Lell Li 7/22/1999 2
Client Profile oo
o - ) Gender: Famale Veteran: e
B Add crisis call Client
- ) Ethnicity: Maon-Hispanic/Nen- Race: Black, African American, or
7 B Latin{a)(o}x] Mative Hawaiian or Pacific I
O3 crimes
3O Protection Orders Lisa's Enrollments £2 |
:9 Address History
1 resutt found
"D Alias History
S Case projectstart | HEUSING Project Enrcll Exit Exit Last
Cc M L Members Moveln Date  Exit Date Assessment ID  Assessment ID Destination  Assessed
ase Managers Description N Date = N = - i & -
[ case Notes 4 Active
E client Files 4 Emergency Shelter
. © MyFake 2 02/D4/2022 113394 2/4/2022
1 coviD-19 Screening Organization (ES-
- ) RB)
# COVID-19 Vaccines
aa Family Members Lisa's Case Manager Assignments o2
[Z2] interested Others
1 resutt found
4 Living Situation
Case Manager ~ Begin Date Status - End Date =~ Enroliment «
P nNotifications =& Lori Wood 02/04/2022 Active My Fake Organization (ES-RE)
|
3 Goals |
Es] Photo
&= Veteran Information
1= <
=3 Paused Workflows Lisa's Services 2

Cl|ent5 ).{ | el m Search n ! Lori Wood (Training) | Help | Sign Out

[0 client Dashboard ee LisaLollipop
@R ;51999

Q, Find Client

3 Intake ¢ 17 QClient Case Notes OEDRB 0

112885503 147178 M

13 COoVID-19 Intake The client’s case note history displays below. Ta create a new case note, click Add New. To view a case note, click View Casjillite next 1o the record. To
preview and print case notes, check the Print box next to one or more case notes, and then click Print Selected.

# COVID-19 Vaccine Intake
L GLETE | Print Selected

Client Profile
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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.

;( T 4 Seeren n A Lori Wood (Training) | Help | Sign Out

2 Llsa I:__;ollipo p

Clients

[0 client Dashboard e c
412-88-5593 1
Q, Find Client

3 Intake € 4 Case Note with Services # 0 85wWE @0

ste the case note in the text edit
L ited with t

brief title or description for the note in Regarding. Com
ez the read only checkbox has been unchecked. Rec

13 CoVID-19 Imake

# COVID-19 Vaccine Intake

Client Profile User Leri Wood Q

Regarding * |Initizl Mg w/Cl 2nd CH
B Add Crisis Call Client garding nitial Mtg w/Cl an

& EditClient N

[ Crimes

Client Name: Lisa Lollipop
[ Protection Orders

Met w/Cl and Ch, gave 2 tour of the building, provided pajamas and hygiene items. Provided Cl w/ksy card.
‘3 Address History

*1) Alias History

[ Case Managers

[@ Case Notes

B Client Files

[ covip-19 Screening

R — # Deign | €3 HTML @ Preview

& Family Members Read Only

[E interested Others

Living Situation N
L = Services

B Notifications

Uze the fields bal to record the services provi ith the note ahave.

[ Goals
[ Default Enroliment 02/04,/2022 - My Fake Organization (ES-RE) W
&2 Veteran Information i —— ——
Services & Enrcliments « Hrnser" N e Le‘
133 Paused Workflows
[Perzanal Advocacy ~] | 0Z/04/2022 - My Fake Organization (ES-RE) W | |Ccht il | 50.00
Common Client ~ SELECT - ~ | [-sELECT- | [-SELECT - w |

Assessmenis

Other Client Assessments

Client Enroliments and Client

Services X Cancel

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 the “checked” case notes.

Clients e L [ | B LonWood (Trining) | Help | Sign Out

[0 client Dashboard R ) . -
Q Finaci a2 Lisprolieor G55 ssssos Tazi7s M
ient

13 Imake < Y% Q client Case Notes ~ O KB D &8 e

13 COVID-19 Imake The client’s case note hi

notes, check the Print b

ase note, click Add New_ To view a case note, click View Case Note next to the record. To preview and print case

ays betow. To se
n tes. and then click Print Selected.

COVID-19 Vaccine Intake
ol + Add New || Prim Selected

Client Profile

1 resuit found

B ~ad Crisis Call Client . Regaring = T

o= EditClient Q nitial Mtg w/Cl and CH Lori Wood My Fake Organization
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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”. 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:

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.

Clients = B% H [Can - [ [a | M LonWood (Training) | Halp
OO Client Dashboard ee Lisa Lollipop TR e TAT1TR &S

Q o - a4 88-559 147178

Find ent

Py < ¢ Lisa Lollipop’s Dashboard = Bz
T3 COVID-19 Intake
pop's Information
& COVID19 Vaccine Intake
Mame i T Birth Date: S Age
Client Profile 2 &

Veteran

B Add Crisis Call Cliem

- Edit Clent Ao ispanic/NonLatinga: P:}.
O Crimes
[ Protection Orders Lisa's Ervo

"D Address History

"D alias History

[ Case Managers
[ cCase Notes

E cliem Files

[ covViD-19 Screening
# COVID19 vaccines

% Family Members

E3 imerested Others
End Date =
4 Living Situation

P mMotifications
O Goals

= Photo

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.
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When the Update/Annual Assessment workflow is prompted, you will review case members and then be asked if
you want to complete a “New During Program Enrollment/Update Assessment” or “New Annual Assessment”.
Select “New Annual Assessment” to complete the required Annual Assessment for client enrolled in the project
for one year or longer. Select “New During Program Enrollment/Update Assessment” to for updating the client’s
information that has changes (new employment, income, loss of employment, income., etc.). Make sure to select
the appropriate assessment type and proceed through workflow.

fcient oo [l e 2 | 8 Lot | o | S0

a2 Lsatollop o gss503 147178 M

13 Imake Assessment For (3) Type of Assessment
Enrollment (2) "Pe o '
13 COVID-19 Intake (1263)
. nox [ Mew During Program
# COVID-19 Vaccine Intake Enrollment/Update
Enroliment Assessment
Client Profile -
— Lyt 3 Mew Annual Assessment

Type of Assessment

{not complete)
Assessments

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.

Clients ;( . | E m Search ﬂ M Lori Wood (Training) | Help | Sign Out
0 client Das! i i = CLIENT ID
- &2 Usatolieor 75> gg5503 147178 M

+ Universal Data Assessment

13 Imake Assessment For
Enrollment
13 COVID-19 Imake (1263)
# COVID-19 Vaccine Intake "o
Enroliment
Client Profile Lellipop, Lisa -

Type of Azssessment

Annuzl Assessments

.

[ Crimes ~
[ Protection Orders
D Address History
D Alias History
[ Case Managers Health Insurance
[@ case Notes Flease indicate whether or not the client is covered by health ance. If so. you will be able to record health insurance sources for the client.
@ Client Files
Diefault Last Insurance Status
[ covip-19 Screening Covered by Health Insurance:
# COVID19 Vaccines
Type &« Status = Reazon No @« Other Coverage &
-.. Family Members
Private [-SELECT - » | [-SELECT- ~
[E3 interested Others
Privats - Employer [-SELECT - w | [-SELECT- ~
Li Situati
Tor oo Private - Individual “SELECT -~ | [ SELECT— ~]
12 Notifications Medicare [-SELECT — ~ | [-SELECT- ~]
O Goals Medicaid Yes ~ ks
E Photo State Children's Health Insurance Program S- |- SELECT — w | [~ SELECT - ~ |
CHIF
- e &
amm Veteran Information Military Insurancs [ZSELECT — ~w | [-SELECT - ~
B3 Paused Workflaws Other Public ~SELECT — w | [~ SELECT - ~ ]
common Client State Funded — SELECT — wr | [--SELECT - ~ |
b SESIIE Combined Children's Health Insurance ~SELECT — w | [-sELECT— ~ |
Medicaid Program
Other Client Assessments
Client Enroliments and Client
Services @ save
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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.

e X rrack X - (] P —
&2 lisalollipop 2%, gg 5503 Tazizs | M

Assessment For
Enroliment

13 COVID-19 Imtake (1263)
# COVID-19 Vaccine Inake "o -
Enraiiment
Client Profile _ Lollipop. Lisa - o

Type of Assessment

Annual 3
Assessments.

Income

Crimes
Protection Orders

Address History é; .
Alias History

Case Managers

Case Notes
Client Files

COVID-19 Screening
COVID-19 Vaccines Income
Family Members

Interested Others Monthly
Type & Description < Amoont &

Living Situation
Eamed Income (i.2.. employment income)

[T Frivate Disability Ins

Goals

Unemployment Insu

[ ]
[ ]
D
o
[ma]
(v}
2]
(m]
P
&
=
&/
B
[ma]
(]

Photo Waork Coma "
Worker's Compensation

oy 0
ama Vereran Information Pension from & former job |

13 Paused Workflows Supplemental Security Income (SS1)
Common Client Social Security Disability Insurance (SSDI) £00.00 b |
Assessments
Retirement income from Social Security
Other Client Assessments

Alimony or other spousal suppart

Client Enrollments and Client e R o L She

Services & Save and Close

HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT UPDATE/ANNUAL ASSESSMENT

After completing all the updated assessments for the head of household, you will be prompted to choose the type
of assessment for each household member. (“New During Program Enrollment/Update Assessment” or “New
Annual Assessment”), then you will move through the assessments for all enrolled household members. The adult
assessments will look like the head of household’s assessments. The assessments will look differently for

children.
n ‘ Lori Wood (Training) | Help | Sign Qut
13 Intake Assessment For
Type of Asses t
Enrollment @ ype of Assessment
13 COVID-19 Intake (1263) |
_ n o= [ New During Program
# COVID-19 Vaccine Intake Enrollment/Update
Enroliment Assessment
Client Profile Lollipop, Li
— olipop. Lisa ' [ Mew Annual Assessment

Lollipop. Little -

Type of Assezsment
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Clients x )i, M Lori Wood (Training) | Help | Sign Out
ee Little Lollipo e
& Hleloliipop %780 M
Q
2 irmake Assessment For =+ Universal Data Assessment B~ 0 5hH& e
Enroliment
13 COVID-19 Imake (1263)
# COVID-19 Vaccine Intake .o
Enroliment
Client Profile Lollipog. Lisa >
Lollipop. Little -

Type of Assessment
Annual Assessments
Crimes

. Lari Wood Q
Protection Orders

Address History
Alias History

Case Managers Health Insurance

o record health insurance sources for the client.

O
O
D
‘D
[man ]
[@ case Notes Please indicate whether or not the client is covered by health insurance. If so. you will be a
[E clientFiles
Difault Last Insurance Status
1 covVID-19 Screening Covered by Health Insurance: Yes -~
A& COVID-19 Vaccines
Type Status - Reason No @ Other Coverage =
- -
& Family Members
Privats —SELECT — » | [-SELECT— ~
[E inmterested Others
Private - Employer — SELECT - » | [-SELECT - ~
Li Situati
Lo Ao Privats - Individuzl —SELECT -~ ~ | [~ SELECT— ~]
2 Motifications Madicare [~sELEcT -~ ~ | [-SELECT- ~]
[ Goals Medicaid Yes ~ =
E= Photo State Children's Health Insurance Program S~ [=SELECT — » | [-SELECT - ~
CHIP
s -
Veteran Information Military Insurance [ <
[ K Cther Public [=seLEcT = ~1
Commeoen Client [-sELEcT- ~ 1
Assessments —SELECT -~ | [—sELECT - ~]
Other Client Assessments
Client Enrollments and Client
Services @ save

click “Save” to continue in the 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 record.

Clients ;( . s Search ‘ Lori Wood (Training) | Help | Sign Qut

I__i_sa Lollipop

412885503 147178 M

Qr

3 Intake Assessment For )
You're done!
Enrollment
133 COVID-19 Intake (1 263)
" )
# COVID-19 Vaccine Intake * Finish |
Enroliment Close the workflow
Client Profile Lollipop, Lisa o I
Lollipop. Little L3
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PROGRAM DISCHARGE

When a client has transitioned from your project or is no longer receiving services for any reason, you will
discharge the client from your program in ClientTrack with the following steps:

e Go to the client record.
e  Click on the blue action wheel beside your project enrollment located in the center of the client record.
e 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 through the Exit workflow and save as you go.

Xcii BN == [ o
S ee Lisa Lollipop

Find Client

412-88-5593 147178

Intake < Lisa Lollipop's Dashboard

COVID-19 imake

Lisa Lollipop's Information
COVID-19 Vaccine Intake
Mame Birth Date

Client Profile

Gender Eiie
- Add Crisis Call Cliem
Exhnicity MNon-Hispanic/MNon-Latin(a Race:

Edit Client (o

Crimes
Protection Orders Lisa's Enrollments
Address History

Alias History
Enroliment Case Project Start Housing Mowve-ir

Case Managers Description = Members = Date v Date =

Case Notes

Client Files

COVID-19 Screening
COVID-19 Vaccines
Family Members

Iimerested Others

Begin Date Stat

Living Situation Update/Annual t 02/04/2022 Act

(2 bNODBODGIODN

On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit Reason,” and
whether to “End Case Assignment.” Please note that all fields with an asterisk * are required.

).{ ra m Search n ! Lori Woed (Training) | Help | Sign Out
a2 [satolibor iogssses 147178 M

. . . .
HUD Program [# Enrollment Exit S O058588 80

Exit

To exit the client from the Enroliment, enter the Exit Date and Destination.

Exit Date:  * 02/07/2022 | &

Destination: | Staying or living with family, permanent tenure w

T Exit Enrellment
@]

ExitReason: [ Left for a housing opportunity before completing program w ]

Case Manager Assignment: Lori Wood @

End Case Assignment: o
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Complete the required information and click “Save” to continue.

Lollipop

/1999

HUD Program
Exit

Exit Enrollment

Exit Assessments

e N i — I o - B (o | B Lo wood Crrsining) | e | Sign 0w

Zi2885503 147178 M
=+ Universal Data Assessment @ L0 B2 e

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

[ Defautt Glient's Last [:]
Assessment Date:  * | 02/07/2022 [
Age at Assessment 22
Assessment Type: * | Exit ~
Assessor: * | Lori Wood a

Program:

Health Insurance

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

Default Last Insurance Status

Covered by Health Insurance: * [ Yes ~
[] Typea Status Reascn No @ a Other Coverage
Private [~ SELECT— ~ | [~ SELECT— ~ |
Private - Employer [~ SELECT— ~| [-SELECT— ~ |
Private - Individual [~ SELECT— = | [—SELECT— ~ |
Medicare ~ SELECT— ~| [~ SELECT-— ~
Medicaid ‘Yes ~ b ]
State Children's Health Insurance Program S-CHIP —SELECT— ~| [-SELECT-— ~
Military Insurance [~ SELECT— ~ | [—SELECT— ~ |
Other Public —SELECT— ~ | [—SELECT-— ~]

@ Save

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.

i crens = [ A - =l B orivvoca reaimine) | et | Sten ou
[=] x rac IR = * @ e e

L X3 I:I:§E?(.I(;O|||pop
HUD Program
Exit

Exit Enrollment
Exit Assessmerts

Barriers / Special Nesds

javascriptvoid(0);

Ai2-88-5503 T47778 | M

= Barriers <~ O B H @ B e

sessment is displayed as a default. You may, optionally, click

History to review all previous barriers.
»= View Barrier History

a client has each individual barrier or not. The Cliems
information about the defaulted records or click View Bar

Use this form to iderr

Assessment Active

iderified Date:  * | 02/07/2022 |

Screen FRAIS Sarriers

Disabling Condition ~
] = 'E'® Prmerare - It - S [

Alcohol Use Disorder =] Mo ~ Previous Barrier ")

Chronic Health 2] [ves ~ | [Yes ~ | Erevious Barrier ")
Condition

Developrmertal 24 Previous Barmier "D
Disability

Elzs Bisares e Previcus Barner "D

HinsaDS e o ~ Previous garer D

Mental Health =) [ves ~ ] [ves ~ T

Physical Disability =] N ~ Previous Barrier  *TX

B Save & Save & Close
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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.

=1 ) ) =2 A Lori Wood (Tesiming) | Halp | Sign 0wt
oo S5 C 4T 1D
412-88-5593 Ta7i7s | M

|

2= p_s;;e:L.ollipop

HUD Program =+ Income and Sources, Non-Cash Benefits B 0N 28

Exit

Default Last Assessment

Non-Ca.

Income

Monthiy

Type = Description
Earned Income (i.e.. employment income)
Frivate Disagility Insurance

Unemgioyment Insurance

Warker's Com,

Fension fram = rermer joi
Supplemental Secuny Income (5311
S B i e (sson 200.00 -
CountTotal Moty Income . so.00

& Save and Close

e Earned Income — Employment income

e  Private Disability Insurance

e Unemployment Insurance — Unemployment benefits from the State

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

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

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

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

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

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

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 Veteran’s Pension — a benefit paid to a veteran by the Veteran’s Administration upon retirement

e Temporary Assistance for Needy Families (TANF)

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

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

Type & Description e
Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) §200.00 D

Special Supplemental Mutrition Pragram for Women, Infants, and Children (WIC)

TANF Child Care Services

TAMNF Transportation

Cther TANF-funded Servicas

Cther Source

®  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.

o  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.

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.

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 below.

r - “ 'Esa':- n

. . SoH CLIEMTIC
&s Lsatolion 4o 8e-5503 147178 | M

[ ]

HUD Program

- Do you want 1o exit?
Exit R

n =

Exit Enraliment [ w Yes ]

Exit Azsessments

X No
Lallipop, Little v

Do you want to exit?

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.
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The “Exit Destination” and “Exit Reason” will be completed for all household members being discharged

Ir ,

i i CLIENT ID
22 Lt toteor 2

A Lori Wood (Training) | Help | Sign Out

147180

HUD Program [# Enrollment Exit 2085860

Exit

To exit the client from the Enroliment, enter the Exit Date and Destination
n x
T ExitDate: *[02/07/2022 |
Destination:  *| Staying or living with family, permanent tenure e
Eiit Azsessmants b [Staying or iving w y.p
Exit Reason: Left for a housing opportunity before completing program W
Lollipop, Little *
Da you went to exit? Case Manager Assignment Lori Wood @
Exit Enroliment End Case Azsignment: [i]

Complete the required information on the HMIS Universal Data Assessment at exit for the child and click “Save” to
continue.

;( Traclk Ulmlg—. m - A Lori Wood (Training) | Help | Sign Out
Little Lollipo CLIENTID
somee PP 747180 M
=+ Universal Data Assessment

HUD Program

it Complete the information below related to the selected client’s housing status and other relevant information. Note: Because 3.917 reflects real time deta entry as described in the Data
"= Dictionary. the Default Last Assess buttan will not bring in any 3.917 data. Changing any project setup data with existing enrcllments may affect or break the logic for 3.917. 3.917 |
ay not always show as expec cause of changed setup data or missing required data links
Exit Enrollment
; Default Client's Last Assessmeni
Exit Azsessments * |
Lollipop., Little -
. it?
DSrou SRt inEre AssessmentDate: * [02/07/2022 |1 |
Exit Enroliment g &t Aszessment: 1
Exit Azseszments AssessmentType: *  Evit ~ |
Assessor: * |Lori Wood a |
Pragram: Fake Organiza ~
Health Insurance
|
Pleaze indicate whether or nat the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.
Default Last Insurance Status |
Covered by Health Insurance: * [Yes A
|
[0 Typea Status & Reason No @« Other Coverage &
|
Private |~sELECT - » | [-SELECT - v |
Frivate - Emplayer [~SELECT - w | [-SELECT- v
Private - Individual [~SELECT -~ [-SELECT - v
Medicare |-sELECT - »| [-SELECT - v |
Medicaid Yes ~ D
|
State Children's Health Insurancs Program S-CHIP [~seecT~ » | [—sELEcT - v
Military Insurance [~sELECT - w| [-SELECT - v |
Other Public |~SELECT - w | [-SELECT - v |
State Funded ~SELECT- | [-SELECT - v |
Combined Chikdren's Health Insurance / Medicaid Program  [~SELECT - w | [=SELECT - il
Indian Heaith Service (IHS) ~SELECT- | [-SELECT- il
Other “BELECT- | [—SELECT - v
Save
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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.

E1p% =2 A Loriwess Traiming) | beln | Sz ou
§ == Litle Lollipop Jaz1s0 M .
= Barriers * 0o BB H w & e

HUD Program
Exit

displayed as a default. You may. optionally. click Previous Barriers Detail to view

+~ Wiew Barrier History

Barrier Explanation = Previous Barrier Details

E 2+ -
Alcancl Use Disarder ) E—— Previous Barrser >
Chronic Heslth (7] Mo ~ = |
Devalopmental Disasility e 2]
Drug Use Disorder L] =]
HIV/AIDS L] =
Mental Health (7] =
Physical Disability (7] o ~ = |

B Save || @ Save & Close

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.

H )‘l/ . ) ’.-ea':' n ‘Lori'r'-.'ocd Training) | Help | Sign Ouwt
] ; i SSN CLIENT ID
¢ lsalollipop 93, gg 5503 147

‘You're done!

You will then return to the client dashboard where you can see the project exit dates now as see below. If you have
also selected “End Case Assignment” on the exit workflow, you will see that your status has changed to “Inactive”
on the client dashboard under “Case Manager Assignments.” If you forgot to click on the box beside “End Case
Assignment” during the exit workflow, you can click on the 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

10/1/2021 DV ClientTrack User Manual 44



IHCDA

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,

10/1/2021

by clicking on “Previous.”
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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 * )% [ | [a] & Lonvooa () He ot
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 ¥

. * ® NoPreference
B contracted services Freference:

B Files

Contacts

Preferred

(&3 contact Log

I3 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.

To Run a Service Summary Report:

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 1( . . Eea':' A Lori Wood (Training) | Help | Sign Out

@ Data Explorer

=
=
= Al € Welcome Lori Wood = B
By Name List
OV MNews
HMIS Exports
HMIS Reports 2z e aining
Administrative Reports Hete DV end usere!
Friendly reminder, IHCDA will be hasting two very important trainings for those participating in the 2022 Point-in-Time C: g
Client Repods riendly reminder, IHCDA will be hosting two very rtant trainings for those participating in the 20; 'oint ime Count.
ENTlen Repods ‘We will host our Balance of State PIT Voluntesr webinar on Jan 13, 2022 11:00 AM EST.
‘You can register at https-/attendee. wzhinar.comyregister/ 490609452301
Referral Reports ‘We will also host the 2022 PIT Data Entry wehinar on Jan 28, 2022 11:00 AM EST.
gigg can register at https-attendee. vzhinar.comy/register/53 T76743603325
Service Reporis
a Service Summary stering, you will receive & confirmation email containing information about joining the wehinar
a Zip Code & County We hope to s2e you thers
B Clients Served The BoS HMIS Team
a Service Demographic Totals Live Training and Open Office Hours
fi administrator, Lori Wood
a Family Demographics Totals Hello DV ClientTrack end users,
a Service By Provider The HMIS team has several exciting updates to share regarding our monthly live trainings and on demand trainings. Beginning 1/1/2022, all new
a users will be required to go through the on-demand trainings to initially gain access to the system, and the live monthly new user training will be
Tum Away Reason discontinued. This change is being made to give users the basic pillars of what is required to navigate the system so live trainings can become more
) nuanced and specific to attendee’s training and reporting needs. We will now host “HMIS 2017 and “DV 2017 live trainings monthly which will
B Frequently Served Clients focus on a deeper dive into the functionality of our systems, and “HMI5/DV 301" and “CE 301 Reports trainings quarterly in 2022,
a Reason for Service Please see the below registration information for the January 2022 HMIS Open Office Hours, DV ClienfTrack 201 and First Quarter Reports
training
B Family Size & Income Please register for 2022 HMIS and DV ClienfTrack Open Office Hours on Jan 25, 2022 11:00 AM EST at:
a Household Composition https:/lattendee.gotowebinar.com/rt/6918758701105167883

DV ClientTrack 201 January 12, 2022 1:00 PM - 2:30 PM EST - htips://attendee.gotowebinar.com/rt/T551843202733374990

B vocaso

HMIS/DV ClientTrack 301 Reports February 17, 2022 - hitps://attendee.gotowebinar.com/rt/23785420381100154599

Other Reports

We look forward to a great year!

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
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beginning date, and the second date box is the ending date, for example, 01/01/2016 and
12/31/2016. This will give you all the clients in your program for the entire year of 2016.

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

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.

Service Summary
20172022 o 2/28/2022

Report Criteria:
Organizations:

Grants

Services

Programs:

First Time Served:

Service
Casze Management
Duplicated Total

Unduplicated Totals

ClientTrack™ Reporis

10/1/2021

ClientTrack
My Fake Organization
My Fake Organizafion ES
Case Management (372, Childcare (373), Crisis Call (526), Crisis Call Inferprefer
Services (1125), Educaticn Services (366). Emergency Financial Assistance (677)
Employment Assistance & Job Training (371), Housing Assistance (271). Information
& Referral (556). Legal Advocacy (324), Life Skills Training (351). Personal
Advocacy (599), Safety Plans in Person (532), Safety Plans Used (664), Safety
Plans via Phone (333), Subsiance Abuse Counseling (370). Transportation (363)
My Fake Organization (E5-RS)
MIA
Undu * Total =
Senvic * p. Children = Individua
e Total = Client in Adultsin* Seniorsin *  Isin
* Enfries Units = Value 5 Families * Families Families Families Families
1 1.00 50.00 1 1 1 1 o 2
1 1.00 50.00 1 1 1 1 0 2
Total
Service Undup. Children in Adults in  Seniorsin Individuals
Entries Units Total Value Clients Families Families Families  Families in Families
1 1.00 $0.00 1 1 1 1 0 2
Lori Wood
Page 1of 1 2712022 11:23 AM
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ANNUAL PERFORMANCE REPORT (APR) OR CONSOLIDATED ANNUAL PERFORMANCE AND
EVALUATION REPORT (CAPER)
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.

To Run an APR or CAPER:
e Go to the “Reports” workspace and click on “HMIS Exports”

o Alist of reports will appear. For an APR - Click on “CSV APR — FY2022”. For a CAPER — Click on “CSV
CAPER - 2022”

Reports

@ Data Explorer

¥= Files on Server
By Name List
HMIS Exports |
APR / CAPER Review
B csvAPR-FY2020
B csvaPr-2022

B> csvCAPER-FY2020
B+ csvcAPER- 2022
HMIS Reports

Administrative Reports

Client Reports

Enrollment Reports
Referral Reports
Service Reports

Other Reports

* )% o - o]

! Lori Waood (Training) | Help | Sign Out

< vy BCSVAPR-HMIS 2022 Standard L0860

Plesse note that multiple project and project type support is only intended for cases where multiole projects is required for APR submizsion. For example, a grant with
multiple sub-recipients that enter data into multiple projects. Additional projects will affect performance and should only be used when necessary for compliance.

The export will 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.

Saved Report Settings

To use previously saved report settings, s esired settings description. To save the current report settings, select Save Settings, type a description
of the settings in the Save As fig 1the report criteria, and run the report. The saved settings will appear in the list the next time you access this
sCreen

Saved Report Seftings: —SELECT- W

Date Range

ndicate the time period for his report. Only records that fall within the date range you select will be included.

Date Range List: Since This Date, Last Year v

Begin Date: 02/07/2021 | B 10| 02/07/2022 B

Organization

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

10/1/2021

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

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.

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.

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

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: o
Password: * |sesssres
Confirm Password:  *  [sesssses
Include Header Row in CSV File(s): |

Always Quote CSV Values(s): [

‘ usw.clienttrack.net says t

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.
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ReponS X )}’Chemmﬂ( mSearch n ‘LomWood(Trammg) He  Sig

) Data Explorer

¥ Files on Server

Displayed below s ist of the files available for you o download. Files may be available for a imited time they expire, and will be automatically removed, on the date specified. To download the fle click the download link, to remove the il from file on server click the delete ink. The fle wil
longer be available for download by any user or be available for processing if used in an import once deleted.

Click to view the status of export or import tasks.
File Name Creator Created Expires
When your report is ready, it will appear on the “Files on Server” screen.
E ) .f Track MEeer-:r' n A Lo Wacd (Training) | Help | Sign Dut

@ Data Explorer

¥= Files on Server Files on Server
Displayed below is a list of the files available for you to download. Files may be available for a limited time they expire, and will be automatically removed, on
By N List the date specified. To download the file click the download link, to remove the file from file on server click the delete link. The file will no longer be available for
y Name Lis download by any user or be available for processing if used in an import once deleted.
HMIS Exports Click to view the status of export or import tasks.
APR / CAPER Review File Mame Creator Created Expires
H’ p x HMIS APR_CAPER 2022 Validation_20220207174652_TaskiD_137933.exe 0 Lori Wood  2/7/2022 5:46:53 PM 3/9/2022 5:46:53 PM
CSV APR - FY2020
H’ p x HMIS APR 2022 Export_20220207174626_TaskiD_137932.exe 7] Lori Wood  2/7/2022 5:46:29 PM 3/9/2022 5:46:29 PM
CSV APR- 2022
!” CSV CAPER - FY2020 p x HMIS APR_CAPER 2022 Pre-Load_20220207173548_TaskID_137931.exe ﬂ Lori Wood  2/7/2022 53549 PM  3/9/2022 5:35:49 PM

B csvCAPER-2022

The report is ready once three separate files are displayed as indicated in the screenshot below. The following files
will appear on the “Files on Server” screen once your report is ready.

a. For APRs:
e HMIS APR CAPER 2022 Validation file
e HMIS APR 2022 Export file
e HMIS APR CAPER 2022 Pre-Load file
b. For CAPERs:
e HMIS APR CAPER 2022 Validation file
e HMIS CAPER 2022 Export file
e HMIS APR CAPER 2022 Pre-Load file

Next, click on the “Green download arrow” located to the left of the “HMIS CAPER 2022 Export” file if running a
CAPER. Click on “HMIS APR 2022 Export” file if running an APR

)../ - m Search n g Lori Wood (Training) | Help | Sign Out

Files on Server

Displayed below is a list of the files available for you to download. Files may be available for a limited time they expire, and will be automatically remowed, on
the date specified. To download the file click the downlead link, to remove the file from file on server click the delete link. 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 to view the status of export or import tasks.

File Marme Creator Created Expires
s x HMIS APR_CAPER 2022 Validation_20220207174652_TaskID_137933.exe 0 LoriWood  2/7/2022 5:46:53PM 3/9/2022 5:46:53 PM
P ¥  HMIS APR 2022 Export_202202071 74626_TaskiD_137932exe @ Lori Wood  2/7/2022 54629 PM  3/9/2022 5:46:29 PM I
S X HMIS APR_CAPER 2022 Pre-Load_20220207173548_TaskiD_137931.exe ﬂ LoriWood  2/7/2022 5:35:49PM  3/9/2022 5:35:49 PM
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CAPER: You will download, compress, and upload the “HMIS CAPER 2022 Export” file to SAGE.

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

D Downloading HMIS APR 2022 Export_20220207174626_

You should have received a download prompt, however if vou see an
information bar, you may need 1o click it to allow the download or you can try

X
A

This window will automatically close in 10 seconds.
Close Window

D Downloading HMIS APR 2022 Export_20220207174626_

*You should have received a download prompt, however if you see an
information bar, you may need 1o click it to allow the download or you can try
oherd

\e -

This window will automatically clese in 3 seconds.
Close Window

)':j HMIS APR 2022 EX....exe Show all x
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You may receive the message below. Please click on “More info”

Windows protected your PC

ender Smarts J=lal=lg = ygnized app from
ing this app might put yo

Windows protected your PC

A Tt Defender Smarts 2N prev ed an unrecognized app from
starting. Running this app might put

Publisher:

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: “l assume responsibility for the
security of the extracted file(s).” Next, click “Extract”
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¥z Extract Encrypted File(s) pas

e
A ClientTrack™

Enter the password to extract the file(s) I

ally 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 exercised to ensure the
continued protection of this information. Data Systems International (D51) 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 ne longer needed. Users of this extraction tool should censult their employer's pelicies, procedures, and
applicable local, state, and federal laws governing the protection of personally identifying information for additional guidance.

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

Enter or select the directory to extract to

|C:\Users\LWood\Downloads

View files after extracting

If the file(s) already exist wverwrite silenthyjies
Show Contents Cancel
C > Windows (C:) > Users > LWood > Downloads = ~ o /o Search Downloads
Name Date modified Trpe Size ~
(B FoXF-] 12:45 PhA Microsoft Excel Com... 1 KB
- @ 17 1 5 PR Microsoft Excel Com... 1 KB
> %] a6 12:45 PP rosoft Excel Com... 1 KB
- B3] 0l4b 12:45 PM rosoft Excel Com... 1 KB
- Mowe to OneDrive 12:45 PM rosoft Excel Corm... 2 KB
] Comvert to Adobe PDF 12:45 P Microsoft Excel Com... 1 KB
12:45 PM Microsoft Excel Com... 1 KB
L= Share 12:45 PR Microsoft Excel Com... 1 KB
12:45 P Microsoft Excel Com... 1 KB
I . — icrosoft Excel Com... 1 KB
Send to > 9 Bluetooth device _ icrosoft Excel Com.. 1 KB
Cut Compressed (zipped) folder oot Excel Corm.. 1 ke
Copy Bl Desktop (create shortcut) icrosoft Excel Com... 1 KB
Cremte shomeot Documents rosoft Excel Com... 1 KB
Detote &= Fax Destination via RightFax Services rosoft Excel Com... 1 KB
Renarme &=l Fax recipient rosoft Excel Com... 1 KB
I Mail recipient icrosoft Excel Com... 1 KB
Properties H AppleiPhone icrosoft Excel Comu... 1 KB
TE3S] &x10a = shared (Wstate.in.usifile WHCDA) (F:) icrosoft Excel Com... 1 KB
35 Q10b = public (\state.in.us\file T\ IHC DA\ shared) (G:) icrosoft Bxcel Com... 1 KB
E33] Q8a = RightFax (\\state.in.us\file1\HCDA) (Z:) icrosoft Excel Com... 1 KB
E35] O8b - T mlicrosoft Excel Com... 1 KB
E3°] Q6f 2022 12:45 PM Microsoft EBxcel Com... 1 KB
E33] Q7a 12:45 PM Microsoft Excel Com... 1 KB
£33 O7b 12:45 PM rosoft Excel Com... 1 KB
E35] Q6c 12:45 Ph rosoft Excel Com... 1 KB
=TV IHCDA) (F:) E33] O6d 12:45 PR rosoft Excel Com... 1 KB
ANHCDAVshared) E35] Q6= 12:45 PP Microsoft Bxcel Com... 1 KB
Hle T HC DAY (22 5] Q&b 12:45 PM Microsoft Excel Com... 1 KB
@ QSa 1 5 PM Microsoft Excel Com... 1 KB
E3°] Q6a 12:45 Ph Microsoft Excel Com... 1 KB
E33] Q4a 12:45 PM Microsoft Excel Com... 1 KB

After renaming the zipped file, you can then delete the individual Excel files from your computer.

~ Today (78) '
/2022 1:43 PM Compressed (zipped)... 24 KB

i APR 2021

You are now ready to upload the zipped file into SAGE.
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1. Please use the “APR/CAPER Review” tool for identifying errors on the APR and/or
CAPER
2. To use the “APR/CAPER Review"” tool located on the “Reports” workspace:
a. Runthe “APR/CAPER" repart using the “APR/CAPER Export Quick Reference
Guide”
b. Verify that your APR or CAPER has three separate files displayed by selecting the
“Files on Server” option. The three required files are:
i. HMIS APR CAPER 2022 Validation
ii. HMIS CAPER 2022 Export
iii. HMIS APR CAPER 2022 Pre-Load

Reports ¥ - Lo e Caling) | Ml

(%) Data Explorer

= Files on Server

By Name Lists L ‘ sharly et el e e
HMIS Exports
B APR [ CAPER Review . o
B+ csvAPR-Fra0z0 x5 i
- EY2020 x HMIS CAPER 2022 Expor_X :|. 202 44
o HMIS APR_CAPER 202 e 021 5152428 _TaskiD_122358 exe 0 Lo 2429 1
Wood e 2T

HMIS Reports
Administrative Reports

Client Reporis

Enrollment Reports

Referral Repons
Reports
Service Reports

Other Reports
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3. Once the three files are displayed on your screen, select “HMIS Exports” located in the

menu on the left side of the screen.

4. Next, select “APR/CAPER Review” (located below the “HMIS Exports” tah)

Reports
rata Explorer
= Files on Server

By Name Lists

HMIS Exports

Administrative Reports
Client Reports
Enrallment Reports
Referral Reports
Reporis

Service Reports

Diher Reporis

5. Next, click on the little “blue play button” to the left of the file as indicated in the below

screenshot. Next, click “View 2022 Report”

)i R m

€ ¥ QUAPR/CAPER - Runs
By Mame Lists

HMIS Exports

T2 4ahd

] HUD XML E:

Reportfun  Begin Dute
Dne =

10520271 11052020 N

End Date < E[:,:Ifm o

057202

Aulable
fior the
e T
report

DV ClientTrack User Manual
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Requested  Filss
By

Lon'wiood  Pre-Load HMIS APR_CAPER 2022 Pre-
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6. A PDF of the APR/CAPER wi
“Q#'s” (questions) in the report.
7. Identify all data points with error rates greater than 5% in the “Percent of Error Rate”

| display on the screen. Scroll down to view each of the

column
Reports IR vioci raneg) | e | 5
{(*) Data Explorer 1 o c o8-8 = B 9
% Of Senved Tetnl Nustbar of Parions Secd 14 LOBDE
y A W8 e
Humber of scults (age 18 or over) ig
By Name Lists Mumbar ol chikiren (under ag8 18 1 :
= Hurmicer of parsens with Uskeown Age 1
HMIS Exporis |
= Piumser of s 0 v
. APR | CAPER Risviesw Number of ali haven L
Murmber of peul and head of household
TR
et Kusrrizar o Stapees kL)
Pumber of Adut Sayeny g
Humbar of Vetera 2
Humbar of Crroncally Homaless
Parsees B
Humber of youth under age 25 i
HUTGH o pErening Foun wnde age O
wih chilkinen
Nuar o ASUT HEBIS O Housenok 8 |
Hesmbe of child Bnd uninhown-agh .
absi el meusansis s
Hepdy of housencids and ad.di wiapeny 1
in S project 385 dayw or more =
S - Dats Quality: Personally ideniifiable Informadion
Chaa
Deasnl nformaten Purear of
Dats Elemant Diata i ToEalfl
e sy Exmar Fask
Fafuse:
Haena (304 B [ [ -] .00
e Beneny
3 2 2143
Mumbar (3.02) i o o F4 1A%
s D of Birh (3.03) ] [} 1 TR
Client Reports
Fize (304 o [} ]
Enroliment Reports Bty (105 0 0 °
Gender (3.00) o o 9
Referral Reports Dvaeal Seeve i
Reports Gt - Dta Ghaniity, Uniweryal
o Cce Elwmant Emer Count Peroars of Emor Fate
Service Reports Vateran Staus (17 z 14.20%
2 Ewsry Datw (390 a ki
Other Reports R .
Relsoonstip i Head of Mousehoid -
i e
318 .
Chan Location (3.90) 2 7.T% X Cancel
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8. Todrill down to client level data, click on the “Q#” you need to review. For example, to

review the Universal Data Elements errors for:

a. Veteran Status 14.29%

b. Relationship to Head of Household $7.14%

¢. Client Location 27.27%
d. Disabling Condition 35.71%

9, Click “Q6k — Data Quality: Universal Data Elements” on the PDF

REPD”S [ 2p8 2022 - For

Eﬁl Data Exploner
= Files on Server

By Namk wiowa

HMIS Exports

B APR/ CAPER Review
SV APR - Y2020

APER -

v Export 2020

3 HUD XML Export

/F Export
B =Y Export
B+ ssvFEspont
B+ v Bxport - cov 2
HMIS Reports
Administrative Reports
Client Reports
Enrollment Reporis
Referral Reports
Reports
Service Reports

Other Reports

10/1/2021

Chwarall Score 3 A%

Qi - Duaks Dusality: Universal Duts Elsmsnty

:":I Elaman Eonr Count W'ﬁ Ein'ﬂn
T i L]
Fropest Entry Coie (210} Q 0.00%
Rulsticnshio b Hania®
waticrshi to Head of Househod s -
315 -
(Chert Locaton (3.18) 2 72T
Disabiing Candiien (15) & IETIN
Dfc - Data Quality: ke il i
Data Element Ervor Count Paroent of Eror Raie
Dassination (3.17] ] 00w
mooma and Sources (4.2) i Stant -] 4167%
reare #nd 5 o ek
i P00
Inoime BN Sounces (4.2) ot Ext L 0.00%

QEd - Data Cuality; Chromic Homeles sness

E -
A C Mgwng D Maweg Apptoms Hmber | mser | W
Enwing E. Count CF
L ol iokal ko 1 e 1] e Date 18174 of manths TRSOE
= g IMSECN  housing sl [ . A9ITSD0K unatiew
promc MU agiT2 36172 16030K . Rmsseg  caluae
e Rmissing ™"
N ] a [ 200%
h
T=H ? ) g o g L Q00%
s 1 1 4 a 1 o 54.55%
Teia n 455
Gie - Data Quality, Timelioess

© Mumizer of Project Exit

ATy for Facord Eotry B Numiter of Proget S Reconds

Records

0 cays o Q

143 Days 0 ]

4 days o

T-10 days L] o

e days ]
Q1. Cata Guality; Inactive Feceeds; Srest n and Emrgency Sheltsr

# of nacive
Ctn Ermat # ol Rpcosd = St Inpese Raconds
[eS,

% Cancel
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10. An additional PDF will appear on the screen

11. To drill down to the “Client Level” data for each of the data elements, click on the small

square located to the left of each data element.

Reports

{8 Feport Vs

%) Data Explorer
7= Files on Servd

By Name Lists

HMIS Exporis

B 4FR / CAPER fie
PR - FY20
B+ SV CAPER- FY

B+ csvarn- 2022

) HUD XML Expo
B+ csvExpent
SSVF Export - C

B+ RHY Export - CS

HMIS Reporis
Administrative Ref
Client Reports
Enroliment Repor
Referral Reports
Reporis

Service Reports

Other Reports

1
]

cC © @8

CAPER Qi Dwiad Informason

Raport Critwra
Reson
Diste Range

Organizatonis)

i ClientTrack

MOS020 - 1052021

iy Famn Organzasen

Projecis ESG RAH Wy Fake (710}
Inzide Detais Tad
Sty Bgmant [T —
eeni Loasion (318 .
ansbng Conssan (18 5
peiazomng s Head of 1
e {115
Petean Saxtus (37 2
] 2
Lot Wood
ChenTrack™ Rupers Paguiefl NS0 024 AN

X Cancel
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12. You can now click on the “Client ID#" which will take you directly to the Client's
Dashboard.

Reports
& Data Explorer 1 £ s D ole- e

]
- ]
L]

By Name Lists

HMIS Exports

CAFER 02 Dwiadl information \*
A ClientTrack

B+ CSV CAPER - FY
B csvaPr- 2022
B+ csvCAPER - 20

T8V Export 2021
B P Humives of e

4

] HUD XML Expor

B: csvE

ErveaDate ExiDinna Fopmet Dinta issum Fumson

biamd of Mounehold without Location
Haind 6f Housahold withaul Locatian
Hamd of Housshold withoul Location
S O e BN W LB
s

1

HMIS Reports

Administrative R e
L W

Client Reports ChanTrack™ Msper Pags ol B2021 1024 AN
Enroliment Repor

Referral Reports

Reporis

Service Reports

Other Reports

® Cancel

FrvasCnptvond{T}

13. (To minimize the PDFs on your screen, select the “minimize” option on the PDF. The
PDF will move to the “Hidden” option located in the upper right-hand corner of your

screen.)
a. Toreopen the “Hidden” PDFs, click “Hidden” and select the reports from the

pop-up window

Reports ¥ Ed - Lo e

() Data Explores

_F._ Repart Viewer x

[ aPR 2022 - Formatted Output 3¢
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14. Next, make the necessary corrections/updates to the client’s record.

15. Repeat the above steps for all data points with error rates greater than 5%.

16. The final step is to run a new APR or CAPER to ensure the errors rates are reduced
following the corrections/updates made to the client records.
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