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IHCDA

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

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

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

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

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

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

CONTACTS
e |HCDA staff list and contact information
e HMIS help desk information

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

OVERVIEW OF CLIENTTRACK FEATURES
e User dashboard
e (Client dashboard
e Case management tools
Household members

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

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

IHCDA STAFF

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

HMIS HELP DESK

If you encounter any issues with ClientTrack at any time, )‘( [ v

please contact the help desk with the email address below. _— ERRR——
(13 Minnie Mouse SOCIAL STCURITY U
/171981 -

Please do not send any identifying information for clients

when emailing the help desk. There is a unique client ID < Minnie Mouse's Dashboard
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 when
emailing the help desk if applicable.

HMIS Help Desk: HMISHelpDesk@ihcda.IN.gov

CLIENTTRACK ACCESS

You can access HMIS with the following link:

https://www.clienttrack.net/IndianaHMIS
HMIS Balance of State ClientTrack

SECURITY POLICIES & PROCEDURES

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

The Notice of Privacy Practices, including the purpose for data collection, should be posted in a public area and in
an office where an intake professional meets with clients. The full privacy policy notice should be posted on the
web sites of agencies, as well as made available to clients who request it. The document is called “HMIS Notice of
Privacy Practices” and “HMIS Statement of Privacy Practices” and can be downloaded from the IHCDA website at:
https://www.in.gov/ihcda/indianabos/2436.htm

A signed client consent form is not currently required. A client, who presents to your agency for services and
provides information, is giving implied consent to enter and share certain data in ClientTrack. Data collection and
data sharing are topics that should be discussed with the client at the time of intake. Some program enrollments
(and information related to those enrollments) are restricted and only the enrolling organization (HOPWA, PATH,
RHY) will have access to those records. No person is to be refused services regardless of their participation in
ClientTrack. You can find Indiana’s Balance of State (BOS) security plan on the website, as well as other helpful
forms and resources: https://www.in.gov/ihcda/indianabos/2436.htm

CLIENTTRACK COMPUTERS

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

ClientTrack usernames and passwords are NOT be shared with other users. Users should not keep
username/password information in a public location (i.e., sticky notes on monitors or filed under HMIS or Password
in a Rolodex). ClientTrack security policies require the use of strict passwords. Passwords must have:

e Atleast one number

e Between 8 and 12 characters

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

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

LOGGING INTO THE SYSTEM

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

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

Sign In to ClientTrack
User Name
Iwood1

Password

What's New

NHSDC Oct 2019

9/30/2019

Eccovia Solutions is excited to attend the National Human
Services Data Consortium (NHSDC) Fall Conference, October
1517, 2019 in Austin, TX. This years conference will be
focusing on preventing and ending homelessness and impacting
community systems of care with data. Conference attendees
will hear inspiring examples of communities who have
successfully used data to transform [..] The post NHSDC Oct
2010 appeared first on Eccovia Solutions

Florida Coalition for the Homeless
9/30/2019

Eccovia Solutions is proud to support the Florida Coalition for
the Homeless 2019 Annual Conference Starting Oct Oth, 2010
The conference brings together national, state and local experts
from the fields of homelessness, affordable housing, veteran
services, healthcare, mental health, and workforce development
to explore current best on ending t CoCs
across Florida and [.] The post Florida Coalition for the
Homeless d first on Eccovia Sol

Eccovia Solutions Rolls Out PRAPARE SDoH Screening Tool
on its Care Coordination Platform

9/16/2019

September 16, 2018 09:00 AM Eastern Daylight Time SALT LAKE
CITY-(BUSINESS WIRE)—Eccovia Solutions, the leading provider
of flexible, cloud-based case management and community care
coordination software for health and human services
organizations, today announced the infusion of the PRAPARE
SDoH (social determinants of health) capability into the
ClientTrack platform. The PRAPARE SDoH screening tool
incorporates [.] The post Eccovia Solutions Rolls Out PRAPARE
SDoH Screening Tool on its Care Coordination Platform
appeared first on Eccovia Solutions.

IHCDA

Your organization may participate in one or
more of the three workgroups called “2020
HMIS User”, “2020 RHY User” or “2020
Coordinated Entry.” Be sure to select the
appropriate workgroup when logging in as
it makes a difference for which programs
you can manage. Also make sure your
organization and location are selected
appropriately. Click on “Use These Settings”
to continue. You will be required to
“Accept” the Terms of Agreement when
you log into the system for the first time.

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” screen and notified of any important “HMIS News”

ClientTrack™

workgroup
2020 HMIS User 2

Organization

My Fake Organization -
Location
My Fake Organization -

2019

What's New

NHSDC Oct 2019

9/30/2019

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

Florida Coalition for the Homeless

9/30/2019

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

Eccovia Solutions Rolls Out PRAPARE SDoH Screening Tool
s Care Coordination Platform

9/16/2019

September 16, 2019 09:00 AM Eastern Daylight Time SALT LAKE
CITY-(BUSINESS WIRE)—Eccovia Solutions, the leading provider
of flexible, cloud-based case management and community care
coordination software for health and human services
organizations, today announced the infusion of the PRAPARE
SDoH (social determinants of health) capability inte the
ClientTrack platform. The PRAPARE SDoH screening tool
incorporates [..] The post Eccovia Solutions Rolls Out PRAPARE
SDoH Screening Tool on its Care Coordination Platform
appeared first on Eccovia Solutions
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the first screen you come to after logging
into the system.
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OVERVIEW OF CLIENTTRACK FEATURES

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

Home )llcllenﬂ'r |( IR Seirch n ‘LomWood(Tra\'mng) Help | Signut

(0 Dashooard Lori Wood

My Fake Organization 2020 HMIS User

A& (uick Services - Multple
Clients

€ €% Welcome Lor Wood Z &

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

CLIENTS

PROVIDERS REPORTS

Minnie Mouse AAFind

11/1981

001010001

If you have access to more than one workgroup, you can use the link with your name in the upper right-hand
corner of the screen as outlined above to toggle between the workgroups without logging out. The “Sign Out” link
is in this same location as well. Please be sure to “Sign Out” any time you leave the database to ensure security of

client data.

Home ClientTrack On the “Home” screen there is also a list of Menu sl | i wWood

My Fake Organization

0 Dasnboard ori Wood Items that give you easy access to your current case

My Fake Organization < ¢ Welcome

& Quick Services - Multiple

Cllents < ¥ welcome assignments, case notes, and more under “My

P Recent ClientTrack.” When you first log into the system,
= Fil HMIS News . .
#= Fles on Server you may want to “Pin” the menu on the left side of the screen to leave that tool
My ClientTrack . . . . . .
= AMISFal Tl bar open. In order to “Pin” the menu, click on the box with three lines highlighted

[ CaseLoad
s\ ' in red as seen to the right here. Once the Menu is visible, click on the push pin to
aa My Information —_—

AMIS Inforn keep the menu open. This is the same process when using the Client Dashboard.
@ Change My Password %ﬂywsu
(© Paused Operations Hns ocumenss You can also change your password with the “Change My Password” link by
B} current Enroliments e clicking on “My ClientTrack.” All these tools are designed to maximize your time
(@ pon Envatkmonts /s and grant you easy access to your cases.

My Case Assignm

D Indirect Services

Project Descriptors

Client Name
Global Administration &) Blue, Jewel
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CLIENT DASHBOARD

The Client Dashboard is divided up into sections with case management tools on the left-hand side of the record to

help you easily find client information and manage program enrollments, services, case notes, and more. Here is a

review of the client record:

Clients
[ Client Dashboard
Q Find Client

13 Intake

Client Profile

& Edit Cllent

D Address History

*D Alias History

3 case Managers

[ case Notes

B ciient Files

& Family Members

[3 interested Others

A Living Situation

19 Notifications

& Clien

&2 Veteran Information

13 Paused Workflows
Common Client Assessments
Other Client Assessments

Client Enroliment and Client
Services

1.

®e Minnie Mouse
@™n 08
< Minnie Mouse's Dashboard

Minnie Mouse's Information

A Lori Wood (Training) | Help | Sign Out

SOGIAL SECURITY NUMBER
001-01-0001

=z B

1. Basic Information I

Birth Date:

Name: 1171981

Veteran:

© My Fake Organization (ES R10) 1

=

Ethnicity. Race:

2. Program Enrollments

Black ur Aftican American, While

NIF>;= i/Latino

Project Start Date v

rasult found

Enrollment
Description

Case Members Housing Move-In Date Project Exit Date = Enroll Assessment ID Exit Assessment ID 4 Exit Destination Last Assessed

4 Exited

4 Emergency Shelter
4818 Transitional Housing  12/1/2017
for

11/01/2017 12/01/2017 4811

Case Manager Assignments

Case Manager Begin Date v status End Date Enroliment

Autumn Gale 110172017 Inactive 12/01/2017 My Fake Organization (ES - R10)

At the very top of the client dashboard, you will see the client’s “Basic Information” and demographics.

You can find the client ID number at the top of the client record, which is automatically assigned to the

record when created.

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

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 use these tools:

2019

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

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

Exit the Enrollment — To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need
to only exit one household member, go to the specific household member’s client record and
conduct the exit workflow without exiting the household.

Edit Enrollment - Use this feature to edit the “Start Date” of the enrollment. You can also add
Family Members by clicking on the “Family Member” button. “Exit Enrollment” is also
available by clicking on the “Exit Enrollment” button

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

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

workflow

HMIS User Manual 8
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e Missed Annual/Update Assessment — Use the Update/Annual Assessment to conduct annual
assessments or capture changes to a client’s status since enrollment.

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.

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

add new case managers to the client record.

4. Services associated with a specific program enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Client Enrollment and Client Services” in the list of
case management tools on the left-hand side of the client record or by clicking “[Client Name] Services”
above the list of services on the client record. Documenting services is discussed in detail starting on page

25 of this manual.

CASE MANAGEMENT TOOLS
e  On the Client Dashboard you will find a list of Case Management Tools by clicking on “Client Profile”
on the left-hand side of the client record. The following information outlines features and tools found
on the client record, and to access some of these features, you must click on the heading located on

the left hand side of the client record to cause another list of tools to appear as seen below:
Clients i JicientTrack * e Client Dashboard — The overview of the client record as seen

[0 client Dashboard ;3 Miqme Mouse Oo(:]:IL . ) . .
Q. Find Client Vo " on page (8). Click on this link to return to the client record from any
123 Intake < % Minnie Mouse's Dashboard
screen.

Eliew Freiilz Minnie Mouse's Information ) . . . :

2 Caie Client ° Find Client — To search for a client in the system by first and
) AR last name, date of birth, social security number, client ID number,
"D Alias History

[ Case Managers etc.

G L ‘ ° Intake — To enroll a client in your program.

@ Client Files Minnie's Enroliments

2 Family Members = Client Profile — Click on this function to access numerous
Interested Others e features for Case Management

4A Living Situation - Active ) ) . . . . . .

5 Notifications + Emergency Shefter e Edit Client — To edit basic client information like

E=) Client Photo © Mmrmmmmmm——s—" address, date of birth, social security number,

&2 Veteran Information < Bited

o BT = Emergeney Shelter disabling condition, veteran status, etc. There are

€© My Fake Organization (ES - R10)

Common Client Assessments more helpful tools under “Edit Client” that are

Other Client Assessments . .

- : Case Manager Assignments available for you to use depending on your agency’s
Client Enrollment and Client

S i o

== needs and requirements.

Case Notes — To create and review case notes.

Family Members — To review household members.

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

Veteran Information — Allows you to collect and enter data about the veteran’s service

o O O O O

Paused Workflows — To resume a workflow you previously paused.
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W
¥epioriTeack u v o

duse, Minnie - 1981

O Quick Add Family Member

[ ) Mighty Mouse ® Minnie Mouse
) &b

Aged Son Age 38 Self
HOUSEHOLD MEMBERS
You can view household members and their client records by clicking on the family icon at the top of the client
record beside the client name. 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 (described on page 8) listed when

you click on the blue action wheel beside your program enrollment. Ji [}
Indiana HMIS Train N o
NOTIFICATIONS Wighty Mouse R
- > am >

Ages son Age 38 self

ClientTrack features a “Notifications” tool on the client record 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. To add a new notification, click on the bell and a new window will appear below it. Select “Add
New” to add a new notification. A new window will open where you can set up the new notification as seen here.
L o _— After setting up the notification, you can review your
‘: Mlmn‘le Mouse Oommpbdlmﬁ 1L5“6 ! notifications and calendar by clicking on the bell and
selecting “View Notifications.”

MANAGING CLIENT INFORMATION AND PROGRAM ENROLLMENTS

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to see if

there is an existing client record in the Clients ] i =
. M1 Client Nashboar i SOCIAL SECURITY NUMBER SLENT ID
system. To search for a client, go to the | (lent Dashboar oo MinnieMouse  wonisecore g
Q Find Client "
i, H ” H [ -
Clients” dashboard and click on “Find = e < 1y QFind Client
Client” in the upper left-hand corner of the  FSES-. Use thesecton crterabeow to i your lien. Tonatow th seach, i i morethan on.crter. Social Securty Numd
screen outlined in red on page 11.1tis 2 corcien L —
Last Name:
imperative you do not enter a duplicate "D Address History Viddie Name
. . . Y Aliac Hi Full Name (Last, First).
client record into the system in order to pl=te ool ecunty number
ensure the accuracy and overall quality of e gt Oate
[ case Notes Client ID °

the data. To speed the search process and
reduce the chance for input error, input as few characters as possible in the criteria fields.
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You may search for a client by entering the following:

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

e Social Security Number

e  Birth Date

e Client ID Number

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

If the client is already in the system, highlight the client 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.

Clients B YiclientTrack After selecting the client in the search list and going to the client’s

i Gtient Dashboars 22 Minnie Mouse  dashboard, if the client’s basic information has changed, click on the
Q, Find Client e

< ¢+ Winnis Mouse's1  Edit Client” link in the list of case management tools found on the
left-hand side of the screen outlined in red below to make any
necessary changes to the client demographic information (i.e., birth

T3 Intake

Client Profile Minnie Mouse's Informatio

& Edit Client

date, ethnicity, name change, etc.). **Please note that the “Save” button will save the changes made to the
screen and leave you on the same page. The “Save & Close” button will save the changes you have made to the

screen and move you to the next one.

ADDING A NEW CLIENT WITH A PROGRAM ENROLLMENT

ClientTrack utilizes a specific workflow to step you through the process of completing all required assessments at
entry and discharge. The workflow is easy to use, and it automatically prompts you for the necessary information.

After conducting a search for the client in the system to ensure an existing client record did not already exist, you

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

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

can add a new client record by selecting “Intake” in the upper left-hand corner of the screen found under “Find
Client.” Then choose “Add New Client” when prompted as seen below.
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i o |

Mv i M SOCIAL SECURITY NUMBER CLIENT ID
as MU 001.01-0001 156 A
Q Find
13 Intake Intake (2298)

Add or Edit
e @
- Add or Edit o -
4 Add anew client _

[ Use the current client

Client Profile

":‘) Address History

Q, select another client
L) Al

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

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.
Minnie Mouse

Intake (2298) + Client Information L0828

Sesrch Exsting Cliente Basic O

"D Address History
"D Alias History
3 case Managers.
3 caseNotes

B} client Files

& Family Members

Interested Others Data not collected

A Living Sttuation
P Notifications Basic Client Demographics
B client Photo

Birth Date: g0
ClientAge:  N/A

&2 Veteran Information
1 Paused Workflows

Common Client Assessments Date of Birth Quality:

Other Client Assessments

Client Enroliment and Client Ethnicty.
Services

Contact Information

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.

Definitions of Basic Client Information Requirements

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

e Last Name — Legal last name.

e Name Quality — Describes the quality of the name reported by the client. Options are: Full name reported,
Partial, street name, or code name reported, Client doesn’t know, Client refused, or Data not collected.
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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 or 999-99-9999. Select the
data quality option that best reflects the client’s response. Please note that “Data not collected” means
that the question was not asked of the client and will report as missing on the APR. If the client doesn’t
know, the best selection is “Client doesn’t know.”

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

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. Click on all that apply.

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

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 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.
.- . n A Lo

Another Client et o
& et T ams A

Intake (2298) EFamily Members BLoB D BE
"

ate them with this famiy

clients fam)

T Basic Client Information vidusl or  group of persons who apply together to s continuum project for assistance and who live together in one

T Family Members

D Address History
D Alias History
3 Case Managers

[ case Notes

First Middle  Last - . m'a age HirthDate et = T
o i suffixa  Name Qualiy Birth Date A% ooy Gender' @ ssN SSN Queli

B clet Fies Another Client Fullname reported v] 02021583 || 30 [Full 0B Reponed v [Male MIEEREREE

& Femily Members

Interested Others Q - SELECT- v B ~a [-SeEcT- v| [-seLeeT- v LK - SELECT

A Living Situation

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
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appears in the new window to attach the existing client record to the household. If the household member is a
new client, click on “Cancel” in the search window and proceed entering the new household’s information in the
required data fields.

Search

Q_ Find Client B Lo B B8O

Use the section criteria belew client. To narrow the searen, fill in more than one eriteria. Social Security
Number and Birth Date are the rch

First Name:

Last Name:

Middle Name:

Full Name (Last, First):

Social Security Number:

Birth Date:

client ID

Last Name Middle Name SSN  Binh Date Client ID w

X Cancel

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

PROGRAM ENROLLMENT

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

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

) i - . o] A Voo (g |t | S0

Another Client  sociatsecummrnumeer  cuewtio
&8 prorertient ISR 38 A

Intake (2298) + HUD Program Enroliment o820

X1 Selectthe Projectyou are enoling the centinto GientTrack wil isplay a st of lients inthe cents family. Please select al the clents you are envoling
Basic Client Infarmation

Family Members ‘The Project Start Date i:

n +for Sireet Outreach projects - it s the date of first contact with the client.

"D Address History ® Program Envolment « for Emergency Shefers ~ s th nignt the client st stayed in the shefterfo the cansecutive shelter period from entry to exit. Night by night sheltes, which use a becnight vacking method vill nave a roject start date and willallow clents to re-entr as necessary without “iting and restrting’
for each stay for a specified period.

D Alias History «for Safe Havens and Transitional Housing - it is the date the client moves int fential project (i. frst night in residence).

es the following factors have been met
have a serious disablity and hve been homeless long enough to qualify ~ though al documentation may not et have been

+for all types of Permanent Housing, including Rapid Re-Housing ~ it is the dt ng application thatthe client was admitted ino the project To be admitt

smission (for example if chronic homelessness client i

3 case Managers
ted they want 1o be housed in this project,
ble to access services and housing through the proj

3) The clientis a he have one in a reasonably short amount of time
«for all other types of Service projects including but not limiteg

nly, dithefter, homelessness prevention, coordinated ent, health care it is the date the clienfilirst began working with the project and gener:

O case Notes

ed the first provision of service.

[} Client Files Project + [~SELECT 70

& Family Members

Restict1o Organ
Restiction

Interested Others ® Restict 1o MU InfoRelease

Remember to change the Enrollment Date if you are back dating the information. To ensure accurate data
quality, enter all client data in a timely manner. “Date of Move In” is only prompted for clients enrolling in ESG
or SSVF Rapid Re-Housing programs. If you don’t 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 by emailing HMISHelpDesk@ihcda.IN.gov. Program information must be set up in the

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

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

2019

Bafo5860

Definitions of Universal Data

Assessment Requirements

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

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

basic information screen of the client (as seen on page 13).

o] A st g | e | spou

€y +Veteran Information dohBE

o Branch and Discharge Status

Plea

+ [amy

+ [ Horontle

Military Service Dates

des date il an enccurages e entereact s facside i, use et ofheyear o ani e sadard datedeeminedby your rgarizain. P HMISpuposes, G Trce il aiays
o

SeniceEiryDate = (162075 8 Senicz i Datz = 12am3 |8
Plsse Szent Thete(s) of oeriots) st
¢ TheaireofOperators Korean War o 9
v Theaireof Operators: Other Panama, Somaliz Bosni, Kasovo) o 9
¢ Theatreo?Operatons aq (Opereion New Dawn) o 9
4 TreairofOperstors g (Operetion g Feecom) Yes 9
¢ Theaire o7 Operators: Aighanistan (Operaticn Excung Freedom) o 9
v TheatieqOpenstors: Persin G War (Coerein DeseSom) o 9
4 TreaireofOperstors: Vieram Wer No 9
v Theatreof Operators:Word Wer | o " 9

If the Veteran Status is “No,” then the Veteran
Assessment will not be collected in your
program enrollment. Please be sure to review
the Veteran Status with the client and select the
appropriate response on the “Basic Client
Information” screen of the intake workflow or
Edit Client” screen on the client record.

On the Veteran Assessment, select all
“Theatre(s) of Operation(s)” to move forward in
the workflow. To indicate which operation the
client served in, change the “Status” of the
specific operation to “Yes” with the drop down
in that row. You can select more than one
operation of service by changing the status to

“Yes” for each one. To complete the Veteran Assessment, click “Save.”

HMIS Barriers Assessment for Intake Workflow

To select a barrier, click on the drop-down box for “Barrier Present” and change the status to “Yes.” The system

defaults “No” for all barriers. Complete any required fields that appear after selecting that specific barrier. Please

note that the date identified is the program enroliment date — the date the client presents to you and qualifies for

entry in the program. It is important to keep in mind that clients must have at least one barrier to be eligible for

some programs (such as Permanent Supportive Housing)

X = A Loiwosam Felp | Signout
es Another Client ociss secumTy s Lewrio
e Anoth 1313173131 3325 A
Intake (2298) Barrier: B0l R FRO
o Use this form to ik lient i h indiivi l b t. 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.
117212019 [ B
S Sariers
Famere (=0 e Gt Festriction @ Bemvicus Aarrier Dl
Alc ° “seieoi 5 - -
o - SELECT— v -
o - SELECT - v v
o - SELECT - v v
e - SELECT— v v
° ~seicer- - -
~seiecr- . .

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

“Save & Close.”
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Domestic Violence (DV) Assessment for Intake Workflow

Intake (2298) + Domestic Violence Assessment

woox I : I - X .
If the client has been a victim of domestic vislence, select Yes for Domestic Violence Experience, and select when the experience cccurred.
Basic Client Information

Default Client's Last Assessment @ |
Family Members

Program Enrollment

Assessment Active

Another Client =
AssessmentDate: * 1172172019 |
New Assessment ~ »
Barriers /[ Special No
Needs . _ -
Domestic Viclence Experience : Client doesnt know
T Domestic Violence Client refused
o3 Data Not Collected

Restrict to Organization 7]
Restriction: _ .
® Restrictto MOU/InfoRelease

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

FINANCIAL ASSESSMENT FOR INTAKE WORKFLOW

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the provided
drop down lists. If the status for either of these financial sources is “Yes,” you will be prompted to provide more

information on the “Type” (definitions below) of income/benefit and the amount (monthly amount) with the list
that appears below the status after selecting “Yes.” Please note that Non-Cash Benefits will appear below Income
and you will need to scroll down to input that information. Also input any income a child may receive (i.e., SSDI)

on the head of household’s income/benefits information. You will not complete a Financial Assessment for
children in the household.

4 ¢ .
Intake (2298) + Income and Sources, Non-Cash Benefits BftoblReé

nox .
Ingicate below the client’s sources of monthly income, non-cash benefits and expenses.

Basie Client Informaticn . -
The following instructions are quoted from the HMIS Data Manuat

Family Members

ld be estimated.

Program Enrollment
g per funder requiremer

Anather Cliemt 9

specifically terminated). As an

mple, if a client’s employment has been terminated and the client has r
5 8o from  job in which the client

king full time for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an hou

New Assessment  *

pl cl the income from the jo ent has at the
time data are collected (1.e. 20 hours at $12.00 an hour).

@  Bariers / Special
Needs

&  Domestic Violence Default Last Assessment
Income

Assessment Dtz 11/21/2013 (&)

Income from Any Source: Yes v
Non-Cash Benefits from Any Source: Yes v
Expenses. |- SELECT- v 0
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Intake (2298) =+ Income and Sources, Non-Cash Benefits
nox
Basic Client Infarmation
Family Members
Program Enrollment
Income
Another Client

New Assessment ¥

Barriel pecial

Needs Monthly
. N Monthly .
Type & Description Amount+ RESTiCtion @

Domestic Violence
Eamed Income Restrict 1o MOU/InfoRelzse

Income
Self Employment Restrict 1o MOU/InfoRelease
Worker's Compensation Restrict to MOU/InfoRelease
Unemployment Insurance Restrict 1o MOU/InfoRelease
Qther Pension Restrict 1o MOU/InfoRelezse
Supplemental Security Income Restrict 1o MOU/InfoRelease
Social Security Disability Income Reswrict to MOU/InfoRelease

Retirement (Social Security) Restrict to MOU/InfoRelease
Veteran's Pension Restrict 1o MOU/InfoRelease

Veteran's Disability Payment Restrict to MOU/InfoRelease

Restrict 1o MOU/InfoRelease

Child Support Restrict o MOU/InfoRelease
Other Income Restrict 1o MOU/InfoRelease

Count/Total Monthly Income: 0 50.00

Definitions of Sources of Income

e Earned Income — Employment income

e Self-Employment

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

e Unemployment Insurance — Unemployment benefits from the State

e Other Pension

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

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

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

e Veteran’s Pension

e Veteran’s Disability Payment

e TANF —-Temporary Assistance for Needy Families

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

e  Other Income — Any income not previously listed

2019 HMIS User Manual 18



IHCDA

Non-Cash Benefits

Type & Description Ar:li:["“ Restriction @*

Food Stamps/Money for food on benefits card Restrict to MOU/InfoRelease ¥
Special Supplemental Nutrition Pragram for Women, Infants, and Children Restrict 1o MOU/InfoRelease ¥
TANF Child Care Services Restric to MOU/InfoRelease ¥
TANF Transperiation Services Restrict to MOU/InfoRelease ¥
Other TANF-funded Services Restrict 1o MOU/InfoRelease ¥
Other Source Restrict to MOU/InfoRelease ¥
Deprecated in 2017 (HMIS v6.1) Count/Total Monthly Income: [ 50.00

ct to Organization (2]

Restriction: .
ct ta MOU/InfoRelease

Definitions of Non-Cash Benefits

® Food Stamps/Money for Food on Benefits Card — Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

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

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

HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT INTAKE

Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice that the
child’s assessment does not require as much information as the adult’s assessment. Click “Save” when finished
with the assessment to continue in the workflow.

Y = B Lo viosd (Trsmina) | rels | Simous
Little Client  soowsssummiwneen  cumrio

a2 IS 3055872525 3326 M

Add Family + Universal Data Assessment B Lo 85 8¢

HEmEE e infor

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

mily Members

Review ity e
% —— A‘

Defaull Clicnls Last Assessinent @

Health Insurance

Please indicate whether or not the client is covered by health insurance. If so, you wil be able 1o record heslth insurance sources for the client

[ Defauit Last Insurance Staius.

—SELECT - v

Resson N2 @ Other Coverage
—SELECT ~

—seLecT -

~SELECT~ v
~SeeeT - ~
~SELECT - v
~SeLecT- v
—seLecT- 2
~SELECT~ v

seLecT ~
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HMIS BARRIERS ASSESSMENT FOR CHILD AT INTAKE

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

fent  D3sheasrs 3326 M
. E Barriers as olb L]
Add Family B Epweo
Member B ~ - - P— . N - ) . - - P . eor - - N
Use this form 1o 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 1o view information about the defaulted records or click View Barrier History to review all previous barriers.
wox
Review Family Members ¥" View Barrier History
Enroliment
Client, Little

Assessment Active

Entry Assessments »
Identified Date /2172009 |8
@ Barriers [ Special Nesds
Soeen[HMIS Bariers ¥

Disabling Condtion:

Barrier & Help i o Explznation Restriction @* Previous Barrier Details
Alcohol Abuse 2] —sELECT- 2 Restrict to Organization ¥
Developmental Disability o sELEcT- v Restrict 1o Organization ¥
Drug Abuse (-] - SELECT- v Restrict to Organization v
HIV/AIDS (2] ~ SELECT- v Restrict to Organization v
Mental Health (2] ~ SELECT~ v Restrict to Organization ¥
Physical Disability 2] ~ SELECT - v Restrict to Organization ¥
Ghronic Health Condition - sELeCT- M Restrictto Organization ¥

COMPLETING THE INTAKE WORKFLOW

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

the client record.

i o]

Another Client SOCIAL SECURITY NUMBER CLIENT ID
&2 e ™ 13131-3131 3305 A

Intake (2298) . .
" ‘ou're done!

Basic Client Information
Family Members Finish
Close the workflow

Program Enrcliment

Client, Ancther »

Clien, Little ’

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

section of the workflow where you can edit information.
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PAUSING A WORKFLOW

You may also “Pause” a workflow by clicking on the pause button located in the upper right-hand corner of the
workflow window beside the black “X” (as seen on page 21 in the red box with the red arrow). The black “X” will

cancel the workflow. The pause feature will allow you to pause the workflow at any time so you can return to it
later.

To resume a paused workflow, click on “Paused Workflows”

Marlon Melon SOCIAL SECURITY NUMBER
3/3/1080 g - 37 ] at the bottom of the list Client Profile choices located on the
left-hand side of the client record. Then click on the blue
Pause the workflow .
Intake (229 «~--nYInformation action wheel beside your paused workflow to select
" ox “Resume” in the drop down. This will take you back to where
rERETE e Basic Client Information you paused the workflow and you can finish the assessments

complete the client's identifying infor for the program enrollment.
security number data quality fields all

X o]
Marlon Melon SOCIAL SECURITY NUMBER CLIENT ID
as e 321-32-3211 3327 A

€ Y¥ Q client Paused Workflows

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

Workflow:

Show Finished

Workflow

Q HMIS 2014 Program Data

£ Resume

) Restart
X Delete Paused Workflow

UNIQUE PROGRAM REQUIREMENTS AT ENTRY

There are variations in data requirements for different program enrollments. In the following section are
descriptions of their unique requirements during the Intake workflow for the following programs:

1. SSVF

2. PATH

3. HOPWA
4. RHY

1. SUPPORTIVE SERVICES FOR VETERAN FAMILIES (SSVF) ENROLLMENT AT INTAKE

In addition to the previous assessments outlined earlier in this manual, the SSVF enrollment will require
documentation of a client’s Housing Move In Date for Rapid Re-Housing enrollments as seen below. You
can use the calendar icon to complete date fields by clicking on the calendar icon and then selecting the
appropriate date in the calendar. All fields with an asterisk * are required fields.
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4+ HUD Program Enroliment B <0 58 E€

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

The Project Start Date is:

- for Street Outreach projects — it is the date of first contact with the client.

« for Emergency Shelters - it is the night the client first stayed in the shelter for the consecutive shelter period from entry to exit. Night by night shelters, which use a bed-night tracking method will have a project start date
and will allow clients to re-enter as necessary without “exiting and restarting” for each stay for a specified period

- for Safe Havens and Transitional Housing - it is the date the client moves into the residential project (i.e. first night in residence).

« for all types of Housing, i ing Rapid Re-Housing — it is the date i ion that the client was admitied into the project. To be admitted indicates the following factors have been met

1) Information provided by the client or from the referral indicates they meet the criteria for admission (for example if chronic homelessness is required the client indicates they have a serious disability and have been
homeless long enough to qualify — though all documentation may not yet have been gathered ;

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

3) The client is able to access services and housing through the project. The expectation is the project has a housing opening (on-site, site-based, scattered-site subsidy) or expects to have one in a reasonably short
amount of time

« for all other types of Service projects including but not limited to: services only, day shelter, homelessness prevention, coordinated assessment, health care it is the date the client first began working with the project and
generally received the first provision of service

Project: * [My Fake Organization SSVF RRH (VA=R10) ]

Household

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

Project Relationship to
™| Name & Gender & Age & e Case Manager @ BT e At aholde A Housing Move-in Date &
vl Melon, Marlon Male 30 11/21/2019 Lori Wood Q [11/21/2019 =
1
) Restrict to Qrganization (2]
Restriction

Restrict to MOU/InfoRelease

The SSVF project enrollment will also require completion of the Annual Median Income (AMI) and, VAMC
Station Number before you can proceed in the workflow as seen on the next page.

+ Universal Data Assessment asLoflice

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

Note:

A « Because 3.917 reflects real time data entry as described in the Data Dictionary, the Default Last Assessment button will not bring in any 3.917 data
« Changing any project setup data with existing enrollments may affect or break the logic for 3.917.
+ 3.917 may not always show as expected because of changed setup data or missing required data links

Default Client's Last Assessment o |

Assessment Date: * 11/21/2019

Age at Assessment: 30
Assessment Type:  *
Assessor:  * | Lori Wood Q
Program: | My Fake Organization SSVF RRH (VA=R10) v

"

Disabling Condition Yes v

Household Income as a Percentage of AMI: * | Lessthan30% v _
VAMC Station Number: * ‘(Sss)lndianapo\is,lN '| _

SSVF also requires completion of the Veteran Information: Branch and Discharge Status, Military Service
Dates and Selection of the “Theatre(s) of Operations”
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Marlon Melon SOCIAL SECURITY NUMBER CLIENT ID
3/3/1989 321-32-3211 3327 ‘
Intake (2298) =+ Veteran Information Lo 8B
n x

o Branch and Discharge Status

Basic Client Information
Family Members Please select the branch and discharge status. The HMIS Data Manual provides the following instructions for veterans serving in more than one branch’ For veterans who served in more than one branch of the military,

select the branch in which the veteran spent the most time. In the event that a client’s discharge status is upgraded during enrollment, the record should be edited to reflect the change. *
Program Enroliment

Marlen Melon 5 Branch of the Military: * |- SELECT

New Assessment  ~

Discharge Stalus: * [~ SELECT - v
Veteran Details
Connection with SOAR . .
Military Service Dates
Domestic Violence
Income In the interest of data quality ClientTrack provides date fields and encourages users to enter exact dates if possible. If not, use the first of the year or another standard date determined by your organization. For HMIS
purposes, ClientTrack will always calculate years of military service only using year.
Employment
Education Service Entry Date: * Service Exit Date: *

O Please Select Theatre(s) of Operation(s) & Status* &
[]  Theatre of Operations: World War Il
o Theatre of Operations: Vietnam War
o Theatre of Operations: Persian Gulf War (Operation Desert Storm)
(] Theatre of Operations: Afghanistan (Operation Enduring Freedom)
(] Theatre of Operations: Iraq (Operation Iraqi Freedom)
o Theatre of Operations: Irag (Operation New Dawn)
[} Theatre of Operations: Other Peace-keeping Operations or Military Interventions (such as Lebanon, Panama, Somalia, Bosnia, Kosovo)
o Theatre of Operations: Korean War

& Save

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

=+ SSVF Homelessness Prevention

Assessment Active
Assessment Dater  * |11/21/2019

rReferred by Coordinated Entry or a homeless assistance providerto =+
prevent the household from entering an emergency shelter or transitional -
housing or from staying in a place not meant for human habitation & No

) Yes

0-6 Days

7-13 Days

14-21 Days

More than 21 days

current housing loss expected within:

) Yes
No

Current household income is $0

0-14% of Area Median Income for household size
15-30% of AMI for household size
) More than 30% of AMI for household size

Annual household gross income amount:

Sudden and significant decrease in cash income (employment and/or  * () vyes
cash benefits) AND/OR unavoidable increase in non-discretionary

expenses (e.g., rent or medical expenses) in the past & months: No

Major change in household composition (e.g., death of family member, =
separation/divorce from adult partner, birth of new child) in the past 12
months:

) Yes
No

*

) 4 or more rental evictions

2-3 prior rental evictions
Rental Evictions within the Past 7 Years:
1 prior rental eviction

None

Currently at risk of losing a tenant-based housing subsidy or housing in a ves
subsidized building or unit: ) No

4 or more times or total of at least 12 months in the past three years

2-3 times in past three years
History of Literal Homelessness (street/shelter/transitional housing): . .
1 time in the past three years
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Head of household with disabling condition (physical health, mental = Yes
health, substance use) that directly affects ability to secure/maintain
housing: No
Criminal record for arson, drug dealing or manufacture, or felony offense - Yes
against persons or property: No
* Yes
Registered sex offender:
MNo
* Yes
At least one dependent child under age 6 ~
o
- Yes
single parent with minor child(ren): N
o
Household size of 5 or more requiring at least 3 bedrooms (due to * Yes
age/gender mix) No
- Yes
Any Veteran in household served in Irag or Afghanistan ~
o
* Yes
Female Veteran:
MNo
HP applicant total points 0
Grantee targeting threshold score:
Restrict to Organization (2]

Restriction
®) Restrict to MOU/InfoRelease

2. PROGRAMS FOR ASSISTANCE IN TRANSITION FROM HOMELESSNESS (PATH) ENROLLMENT AT
INTAKE

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

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

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

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

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

<+ HUD Program Enroliment @A < 0o & 86

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

The Project Start Date is
- for Street Outreach projects — it is the date of first contact with the client.

- for Emergency Shelters it is the night the client first stayed in the shelter for the consecutive shelter period from entry to exit. Night by night shelters, which use a bed-night tracking method will have a project start date
and will allow clients to re-enter as necessary without “exiting and restarting” for each stay for a specified period.

- for Safe Havens and Transitional Housing - it is the date the client moves into the residential project (i.e. first night in residence)

- for all types of Permanent Housing, including Rapid Re-Housing — it is the date following application that the client was admitted into the project. To be admitted indicates the following factors have been met

1) Information provided by the client or from the referral indicates they meet the criteria for admission (for example if chronic homelessness is required the client indicates they have a serious disability and have been
homeless long enough to qualify — though all documentation may not yet have been gathered ;

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

3) The client is able to access services and housing through the project. The expectation is the project has a housing opening (on-site, site-based, scattered-site subsidy) or expects to have one in a reasonably short
amount of time

- for all other types of Service projects including but not limited to: services only, day shelter, hor prevention,
generally received the first provision of service

d assessment, health care it is the date the client first began working with the project and

Project: * |My Fake Organization SSO (PATH-R10) v

Household

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

Name Gender Age Project Case Mansger @ - Relationship to Date of g‘a:uZATH g‘f;“ezeﬁ‘a’“e son not

- - 4 Start Date & 9 Head of Househdii* & Engagement & effolled in PATH &
Determined & PATH &

Friday, Female 30 a — SELECT — v — SELECT— v

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

=+ SOAR Connection

Indicate the Connection with SOAR for the client below

| Default Client's Last Assessment o ‘

Assessment Active

Assessment Date:  *  11/21/2019

Connection with SOAR:  *

*

Restrict to Organization (2]
#) Restrict to MOU/InfoRelease

Restriction:

Current Living Situation will also be required as seen below. Complete all the required data fields to

complete the PATH enrollment. This assessment will complete the PATH program specific data
requirements at entry.

Ha Frida SOCIAL SECURITY NUMBER CLIENTID
& YT ooossaaas 3320 M
Intake (2298) + Current Living Situation Lol B¢
LU

Record the Clients Current Living Situation information below. If desired record a contact by checking the Record Contact and filling out

‘the ing@rmation for the contact. Also other services can be recorded.
Basic Client Information
Information Date: *  11/22/2019
Family Members Enrollment: * [ 11/22/2019 - My Fake Organization S50 (PATH-R10) ¥

Program Enroliment

Happy Friday -
Current Living Situation Information

New Assessment  ~

Connection with SOAR

Barriers / Special Current Living Situation: * | Place not meant for habitation v
Needs

Beneath the 10th Street Bridge over Big
Domestic Violence Location Detail Creek
4
Income
Record Contact: 4
Current Living Situation

Contact Service Information

Location: My Fake Qrganization v
Use Geolocation:

Comments:

Restrict to Organization @

®) Restrict to MOU/InfoRelease

Restriction
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3.

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

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

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

H Frid SOCIAL SECURITY NUMBER CLIENT ID
a2 TORRYTNR o055 a44n 3320 M
Intake (2298) Assistance Assessment

Lol @ B8O
The medical assistance assessment is primarily used to determine whether HIV positive clients are accessing medical assistance benefits for which they may be eligible. Medical assistance data is required for clients with
HIV/AIDS who are enrolled in a HOPWA-funded program.
Basic Client Information
Family Members

Default Client's Last Assessment
Program Enroliment
Happy Friday v Assessment Active
New Assessment  ~

Barriers / Special

Assessment Date:  * 11/22/2019
Needs

Domestic Violence

Medical Assistance

Medical Assistance Type &

Status* & Reason No (if applicable) &
Receiving Public HIV/AIDS Medical Assistance

Restriction @* «
— SELECT - v

Restrict to MOU/InfoRelease v
Receiving AIDS Drug Assistance Program (ADAP) — SELECT - v

Restrict to MOU/InfoRelease

Ha Fnda SOCIAL SECURITY NUMBER CLIENT ID
a2 [EPRY e o005 aaas 3300 A
Intake (2298) =+ T-cell/Viral Measurements

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

Assessment Active
Happy Friday -

Assessment Date:  * 11/22/2019
S Tcell (CD4) Count Available: * | ves
Barriers / Special viral Load Available:  * | Available
Needs
Domestic Violence

P—
Medical Assistance

Date Measurement  Value ow was the data obtaingll Restriction @* &
T-Cell Count/Viral Load « 11/22/2019 Viral Load

— — Client Report v

Restrict to MOU/InfoRelease v | ")
0

999999

< 11/22/2019 Tcell Count

()

Client Report v

—
1500

Restrict to MOU/InfoRelease v f)

0
* Restrict to Organization 2]
Restriction:
#® Restrict to MOU/InfoRelease
Use the drop-down box to change the status of each field to “Yes” if the data is reported. After “Yes” is

selected for T-cell (CD4) Count Available or Viral Load Available, additional fields will populate in the blue
table below where the specific counts can be entered.
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Clients Y )i search [a |

20 Haegy Friday

SOCIAL SECURITY NUMBER CLIENT ID
222-55-4444 3329 A

<+ Family Financial Evaluation

T2 Intake Intake (2298)
. U o Below is a list of all financial income assessments that belong to clients that are current members of the family. Select the desired income assessments to include in the Family Financial Evaluat
Client Profile P
— asic Client Information
Evaluation Date: * [IEYIIPME |
Family Members
Date Type Monthly Income Annualized
"D Address History Program Enrollment G
Happy Friday » ner
%) Alias History Do not use any of this client's assessments.
Family Information 12/4/2019  Entry $0.00 $0.00
3 case Managers Financial Evaluation 11/22/2019 Exit $0.00 $0.00
3 caseNotes 11/22/2019 Exit $0.00 $0.00
- 11/22/2019 Entry $0.00 $0.00
EI Client Files
11/22/2019 Entry 50.00 $0.00
. ’
«a Family Members Total: $0.00 $0.00
Interested Others Area * [Hendricks County, IN v
4 Living situation Famiy size: * |1
Percentage of Area Median Income:  *  Area median income data isnit configured for this location
9 nNotifications Percentage of Federal Poverty Level: 0.00 %
- Restrict to O i (7]
B Client Photo cectetion estrict to Organization

®) Restrict to MOU/InfoRelsase

Complete the Family Financial Evaluation

4. RUNAWAY & HOMELESS YOUTH (RHY) ENROLLMENT AT INTAKE

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

You will also complete the following assessments:

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

e  Employment Assessment

e Health Assessment

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

e Formerly Ward of Assessment

XClientTrack =X

Rhy E 1 t ALsECu st {piabdd
PSRl B Lt L 111-88-7788 3330 M
Intake (2298) [ RHY BCP Status Assessment

" x

To determine the number of homeless persons eligible for FYS8 in RHY BCP-funded emergency shelter projects

Basic Client Information
Family Members
Program Enrollment RHY - BCP - Status
EENETR GRS e Collect once at project start for each stay. This element is required to be completed before project exit

New Assessment  ~

BCP Status Date Status Determined: * [11/22/2019
vouth Eligible for RHY Services: * |Yes -
Runaway Youth: * [ves -

Basic Care Program (BCP) Enroliment Status Assessment — Complete the required data and click “Save”
to continue.
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Employment Assessment — The built-in logic will require additional information depending on the client’s
employment status. Click “Save” to continue.

[# HMIS 2017 Employment Assessment

Check the appropriate employment status at the time of assessment. If the client is employed, record the hours worked in the we¢
employed, indicate if the client is looking for work.

Assessment Active
Assessment Date:  * | 11/22/2019
Employed? * |No v
Why Not Employed: * | Not looking for work ¥

Restrict to Organization 0

#) Restrict to MOU/InfoRelease

Restriction :

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

= Child Education Assessment

Indicate if the child is currently enrolled in school at the time of assessment. If the child is enrolled, select the type of school and enter 1
why the child is not enrolled. Enter any additional comments.

Default Client’'s Last Assessment o |

Assessment Active
Assessment Date:  *  11/22/2019

Highest Grade Completed * 10th Grade A

School Status: * Dropped out -

Comments:

Restrict to Organization [ 2]
®) Restrict to MOU/InfoRelease

Restriction :
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4 Health Assessment Health Assessment

- Complete the
Select the appropriate general health status. I the client is female, you will need to select the appropriate pregancy status. If the clie required data and

click “Save” to
| Default Client's Last Assessmeant o |

continue.

Assessment Active

Assessment Date: *11/22/2019
General Health Status:  * | Good v

Dental Health Status.  * | Paor v

Mental Health Status:  +

*

Restrict to Organization o
Restriction:

&) Restrict to MOU/InfoRelease

RHY Entry Assessment — The RHY entry assessment is used to collect project entry data for RHY funded
projects. Complete the required data and click “Save” to continue.

=+ RHY Entry Assessment

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

Mssessment Active

Assessment Date:  *  |11/22/2019

Sexual Orientation * - SELECT — v
Referral Source: * |- SELECT — v

Critical Issue - Status® «

Unemployment - Family member ves No
Mental Health Issues - Family member ves No
Physical Disability - Family member ves No
Alcohol or other drug abuse - Family member ves No
Insufficient Income to support youth - Family member ves No
Incarcerated Parent of Youth ves No

Restrict to Organization (2]
Restriction

®) Restrict to MOU/InfoRelease
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System Use Assessment — Complete all the required data to move forward in the workflow. Be sure to
check both “Systems” and change the default status of “Child Welfare/Foster Care Agency” and/or
“Juvenile Justice System” to “Yes” if the client reports being a ward of that system. Again, the built-in
logic may require additional data depending on the client’s responses. Click “Save” to continue.

+ System Use

Enter whether the client has formerly been a ward of the Child Welfare/Foster Care Agency system or the Juvenile Justice system

Assessment Active

Assessment Date®| 11/22/2019

System Formerly a Ward Of:* Number of Years Number of Months (1-11)
¥ i- Child Welfare/Foster Care Agency  Yes v | | -SELECT - v 'D
¥ i- Juvenile Justice System Yes v | || -SELECT - v 'D

ADDING SERVICES

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

Clients ){ Seavch n A Lori wood (Training) | Help | sign out

m Dashboard H F d SOCIAL SECURITY NUMBER CLIENTID
&b IV ooossadas 339 A

Q Find Client

13 e < Yy QClent Senvices foBlDiBG
Client Profile The client's service history displays below. To record a service, click Add New Service. To record multiple services, click Quick Services. To edit or view an existing service, click Edit Service next to taetsesce

Common Client Assessments + Add New Service @ Quick Services
Other Client Assessments 1 resuit found

Date v Service Units S$Total + Organization
RHY Assessments .
s Today (1 Services)
lient Enrollment and Client  Mr A 117222019 PATH- Contact 100 $0.00 My Fake Organization
ervices - = e

D3 Enrollments

@ Quick Services

=+ Referrals

3 Services

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 (1.00 unit = one hour of case management or a bus pass) to track costs. The
comments section can be used for reminders; however, this is not a space for writing case notes. Case Notes will
be covered later in the manual. Please note that services can be tailored to your organization’s needs. If a service
does not appear in your agency’s options, contact the help desk to request that it be added.

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

When you need to add more than one service and the services were provided on the same date, you can use the
“Quick Services” feature to document all the services at the same time. The “Quick Services” button is located

beside the “Add New” button on the Services home screen.
) [ = -

2 HapPy Friday

222-55-4444 3329 M
& [E Quick Service 1

Use the Service Screen list to filter services available. You may also filter services available by @rant and/or Provider. Select the services the client has received and verify the Units and Unit Values.

Scrvice Sercen:  + [ Dircet Scrviees -
Date: * [11/22/2019 |
Grant — SELECT - -
rovider Name: a
Enroliment — SELECT -
User Performing the Service(s) Lori Wood a
Location: My Fake Organization ~

4 results found
service~ a unit 1ype Unitsx Unit valuex lotal 4 Help « Restriction @*

Case Management (0)

casescare Management | Count v 1 oo soon| oo Restrict 10 MOU/InfoRelease v
Uniities (U)
Utility - Electric Dollars M 1.00 s1.00| s100 Reslicl lo MOU/InfoRelease v
ulility - Gas Dollars M 1.00 s1.00| s100 Reslicl lo MOU/InfoRelease v
Ulility Assistance Count M 1.00 so.00| so.oo Reslicl lo MOU/InfoRelease v
0.00 $0.00  s0.00

=3
With this feature you can add multiple services to a client record at one time by selecting the “Grant” and
“Enrollment.” Then check the services rendered with the “Check Box” next to the service you provided. If you
need services added to the list of options, contact the HMIS Help Desk and a technician can customize that
information for your agency.

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

CASE NOTES

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

Clents I B @8 tanr s TO @add case notes, click on the “Client Profile” link
0 s 8 oy = A on the left-hand side of the screen. Next, click on
Q Fd i o e “ PRPST “ ”

oo (4 Qs prosnise Case Notes”. Click on the “Add New” button on

s s e s LNE UPPEr right-hand side of the screen. Any case

Clent Profle

& st .. notes created for a client are restricted to case
sy managers within your organization. No one

Yo b i = I ”"“ outside of your agency can view your case notes.

[ CaseManagers

03 Casehoes

9 ClntFls
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)i Searchh = B Lon wood Ciraming) | Help | signout
®e Happy Frida: SOCIAI SECURITY NUMRFR o1 ENTID
& TORRY Y 2232554444 3320 | A
< + Case Note with Services < o L W EB e
plele case nole Entry Date. Verify le User recording Uie nole. Enter a brief Litle or description for the nole in Regarding. Complele the case nole in Ure et editor field. If Read only is checked, 10 one will be able Lo delele or edit the case note
Unless the read only checkbox has been unchecked. Record services assoclated with this case note using the lower portion of the form
Entry + [11/22/2010 @)
a
Supervisor Review
It a SUpervisor review is required, please check the box and select the name of the individual fo make the assignment
Review Required
Template: [Gage Note v
.
Case Note
Gllent Name: Happy Friday
Met with client to complete Intake information |
o0 Happy Fnday SOCIAL SECURITY NUMBER cL D
& TR 222554444 3329 M
£ <4 case Note with Services Lo 588
7 Design | €2 HTML @ Preview
Read Only:
Services
Use the fields below to record the services provided in association with the note above
Default Enroliment: 11/22/2019 - My Fake Organization SSO (PATH-R10) v
T
Service a Enroliment it Unitvalue* e o Total e  SLAYING ON Strects, Restictio
Measure* a - ESOrSH* a
v CSP- Gas Card v | 11/22/2019 - My Fake Organization SSO (PATH-R10) v || count v $25.00 100 $2500 Restrict*
- SELECT - v| [-SELECT- v| [-SELECT- v $0.00 —SELEC
®) Restrict to Organization (2]
Restriction
Restrict to MOU/InfoRelease

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.

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
blue action wheel beside the case note to:

e View Case Note
e Edit Case Note
e Delete Case Note
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.
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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” formerly known as the During Program Enrollment

Assessment. This assessment is required if clients are enrolled in your program for a year or longer, and some

programs like SSVF require more frequent assessments so be sure to check your program requirements for the

Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household — for example a client

gets a job and the income changes, a client receives his/her GED, etc. For your convenience, the assessment has

been developed as a workflow with the following steps:

Clients

15

Q
3

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.

Client Dashboard

Find Client

Intake

Client Profile

BT 2Eeee =00 S I

Edit Client
Address History
Alias History
Case Managers
Case Notes
Client Files
Family Members
Interested Others
Living Situation
Notifications
Client Photo

Veteran Information

13 Paused Workflows

Common Client Assessments

Other Client Assessments

Client Enrollment and Client
Services

2019

x P

L X ] Di”y Dally SOCIAL SECURITY NUMBER CLIENT ID
a2 e 222-22-5444 354 A
€ Dilly Dally's Dashboard
Dilly Dally's Information
Name Dally, Dilly
Gender: Female
Ethnicity:

Dilly's Enrollments

Enroliment
Description &

Case Members &

s Active

Mon-Hispanic/Latino

Project Start Date =

4 PH - Permanent Supportive Housing (disability required for entry)

° My Fake Organization PH (CoC-R10) 2

# Add Household Member

& Vlew Case Members
Cq @ Exit the Enroliment
[ Edit Enroliment
1l Edit Project Entry Waorkflow

1IN Review Entry Assessments  fer &

‘D Update/Annual Assessment
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Clients X )Z’CIientTrack ueavth ﬂ A Lori Wood (Training) | Halp | Sign Out

s S e

Q Findc

. Py .
12 Intake P —— [#' HUD Program Enroliment A L0 8 B €

Enrollment

. Select the Project you are enrolling the client into. ClientTrack will display a list of clients in the client's family. Please select all the clients you are enrollin
Client Profile (1263) JEEL g play y. y =

The Project Start Date is:

 for Street Outreach projects - itis the date of first contact with the client

) Address History  for Emergency Shelters ~ it is the night the client first stayed i the shelter for the consecutive shefter period from entry o exit. Night by night shelters, which use a bed-night tracking method will have a project start date
and will allow clients to re-enter as necessary without “exiting and restarting” for each stay for a specified period

« for Safe Havens and Transitional Housing - it is the date the client moves into the residential project (i.e. first night in residence).

 for all types of Permanent Housing, including Rapid Re-Housing - it is the date following application that the client was admitted into the project. To be admitted indicates the following factors have been met

1) Information provided by the client or from the referral indicates they meet the criteria for admission (for example if chronic homelessness is required the client indicates they have a serious disability and have been

[ Case Managers homeless long enough to qualify - though all documentation may not yet have been gathered ;
2) The client has indicated they want to be housed in this project;

3) The client is able to access services and housing through the project. The expectation is the project has a housing opening (on-site, site-based, scattered-site subsidy) or expects to have one in a reasonably short
[ caseNotes amount of time

@ Enroliment

D Alias History

 for all other types of Service projects including but not limited to: services only, day shelter, homelessness prevention, coordinated assessment, health care it s the date the client first began working with the project and
B client Files generally received the first provision of service.

F Yy — Project: * My Fake Organization PH (CoC-R10) @
Interested Others

A Living Situation
Household

9 Notifications

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

Veteran Information

13 Paused Workflows

N N . Project N Relationship to v N
Name Gender Age Start Date & Case Manager @ Head of Household* & Housing Move-in Date
Common Client Assessments 4 Dally, Dilly Female 30 01/07/2016 |[ Lori Wood Q Self v 01/07/2016 [
Other Client Assessments v Dally, Billy Male 8 01/07/2016 () Lori Wood Q Son v
Client Enroliment and Client 2
Services
Restrict to Organization (2]
Restriction:

®) Restrict to MOU/InfoRelease

Y~ NoChanges

When the Update/Annual Assessment workflow is prompted, you will review case members and
clieck “Save” or “No Changes”.

(ClientTrack Search Q|

Dillv Dall SOCIAL SECURITY NUMBER CLENT D
& Y 990995444 354 A

13 Intake Assessment For

Enrollment
Client Profile (1263)

® New or Update Existing

— | 3 New Assessment
Enroliment

D Address History Dally, Dilly v

3 Update Existing

llD Alias History New or Update Existing

O Case Managers

The next screen will prompt you to choose “New Assessment” or “Update Existing”.
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Clients )TClientTrack Search n Next, “Type of Assessment”
will appear and prompt you
0 .. [)|||y Da||y L SECURITY NUMBER CLIENTID ‘ “ )
/111989 222-22-5444 354 _ to choose “During Program
Enrollment” or “Annual”.

Q Findc

1 Intak « ”
b Assessment For Type of Assessment Choose “Annual” for the
Enrollment
Client Profile (1263) annual assessment.

= [3 During Program Enrollment

Emo”ment

D Address History Dally,Dily -

'D Alias History New or Update Existing

Type of Assessment
[ Case Managers
(not complete)

[J Case Notes Assessments

HMIS UNIVERSAL DATA ASSESSMENT FOR UPDATE/ANNUAL 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.

For “Assessment Type”, choose “Annual”. When finished updating the information, click “Save”.

Clients EY )iclientTrack | i . [ = MR 1 an Wond (rmining) | el | sign our
ol ,

oo Dilly Dally J— JEp—
22 DUYS 225955444 354" M

Q ting

u ersa SSessl 5
1 Intake AT =+ Universal Data Assessment a L o i B0
Enrollment 8

) Complete the information below refste 0 the seected cients housing states and olher relevant formation

Client Profile (1263) v N
- - x Note:

- — _ B e S e R e
D Address History BT * 3.917 may nol always show as expecled because of changed selup dala or missing required dala links
O Atas bistory TR

e of As: nt cfaul lent's Last ment

03 Case Managers Rl [ Default Cilent's Last Assessment @ |

T Annusl Assessments

3 CaseNotes ps R

Assessment Dale.  + |12/12/2019 B
[E} ciient Files

Agestassessment v

T B e
& Family Members Assessment Iype: = [Annual
[£3 interested Others Assessor: * |Lori Wood a

rrogram: My Fake Grganization PR (Got: R10)
@ Living Shuation

1P Notifications

E&l Client Photo

Health Insurance
a8 ran Information

Please indicate whethier or not the client is covered by health insurance. 1f o, you will be able 1o record heallh insurance sources for the client
13 Paused Workflows

Common Client Assessments
Covered by Health Insurance:  * [~ SELECT— -
Other Client Assessments

Client Enrollment and Client Tyve ~ Status ~ Reason No @ ~ Olter Coverage ~
Services [ BT -

HMIS INCOME AND SOURCES, NON-CASH BENEFITS
Complete the “Income and Sources, Non-Cash Benefits” assessment. If the client’s income/benefits have not

changed, click on “Default Last Assessment”, then click “Save and Close”. If the client’s income/benefits have
changed, enter the updated information, then click “Save and Close”.

e Dilly Dall it e e v
&= PP 55555 50 354 a
Assessment For - Income and Sources, Non-Cash Benefits = f o8N 28 €

Enroliment
(1263)

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

F— The tollowing instructions are quoted from the HMIS Data Manual

Fnroliment onse should be recorded for both

ructs otherwise.

. ildren, as lon
Dally, Dilly Trajecta eollcoung At TnrouUGh Aont imerw s houle ak ol et Thesy reenre e T £ AR O The A ecn Hated Fmer Tan
T A 50 e ST 5KING Thamm 10 Stata Tho SOUNGCS of IRCOME They Fooa

- conme gt Should be secorded only for Goutces of meome Urat are current s of the info mation date G.e. have nol been specifically Lerminated). A an example if 3 dlient’s employment s beon Lerminated wnd
Type of Assessment the client has nolyel secured additional employment, the response for Earned income would be AS a [arther example, if @ clients most recent paycheck was 2 weeks ago from a job in which the client w

yorking fulltime for $15.00/hour, but the client is currently working 20 hours per week for $12. 50 A o, Fecbr the Ieeme Trom the 105 e cliamt Rat ot the time data are conecied o 20 houre at $12.00 an

Annual »
Assessments

T .

Non Gash Henefita from Any Souree: [ ven B2

Expenses; — SELECT — v
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A Lori Wood (Training) | Help | Sign Out

ee Dilly Dally

@B /05

SOGIAL SECURITY NUMBER

22-22-5444

350 A

P + Income and Sources, Non-Cash Benefits Lo hiBeE
Enroliment
(1263)
x
Enroliment Income
Dally, Dilly -
New or Update Existing
Type of Assessment o Type & Description . MZTZ Restriction @* &
Annual 3
Assessments =] Eamned Income 1 \ | Restrictta MOU/InfoRelease v |
Income: ] Self Employment l:l ‘ ‘ ‘ Restrict to MOU/InfoRelease v ‘
Dally, Billy 3
(] Worker's Compensation l:l ‘ ‘ ‘ Restrict to MOU/InfoRelease ¥ ‘
(] Unemployment Insurance l:l ‘ ‘ ‘ Restrict to MOU/InfoRelease v ‘
(] Other Pension l:l ‘ ‘ ‘ Restrict to MOU/InfoRelease ¥ ‘
(] Supplemental Security Income l:l ‘ ‘ ‘ Restrict to MOU/InfoRelease v ‘

|

TANF
Child Support

Other Income

0 0 D@ @@

Retirement (Social Security)
Veteran's Pension

Veteran's Disability Payment

I

$750.00 | Restrict to MOU/InfoRelease v

|

| [ Restrict to MOU/InfoRelease |

|

| [ Restrict to MOU/InfoRelease v |

|

| Restrict to MOU/InfoRelease 7 |

| [ Restrict to MOU/InfoRelease v |

| [Restrict to MOU/InfoRelease |

| [ Restrict to MOU/InfoRelease v |

Non-Cash Benefits

Type &

Count/Total Monthly Income: 1

Description &

Food Stamps/Money for food on benefits card

$750.00

Monthly

. "
P Restriction @ &

m Restrict to MOU/InfoRelease v
$150.00 | Restrict to MOU/InfoRelease v

O O O @

TANF Child Care Services

TANF Transportation Services

Other TANF-funded Services

Other Source

| ‘Restrictto MOU/InfoRelease v‘

|| Restrict o MOU/InfoRelease 7

| ‘Restrictto MOU/InfoRelease v‘

| ‘Restrictto MOU/InfoRelease v‘

1 Deprecated in 2017 (HMIS v6.1)

Count/Total Monthly Income: )

* () Restrictto Organization @
Restriction:
(® Restrict to MOU/InfoRelease

$200.00

2019
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Click “Finish” to end the workflow

JiclientTrack search E

Dillv Dall SOCIAL SECURITY NUMBER CLIENT ID
&2 Y 9209005444 354 A

Assessment For
Enrollment .
(1263) Allrequire

noox
Finish

I Enrollment Close the workflow

You're done!

Dally, Dilly »

HMIS Universal Data Assessment for Child at Update/Annual

After completing all the updated assessments for the head of household, you will be prompted through the
assessments for all enrolled household members. The adult assessments will look like the head of household’s
assessments. The Update/Annual Assessment will look differently for children.

22 Mizgchty Mouse

sociaL
002
+ Universal Data Assessment # o I B €

Assessment For
Enrollment

(1263) [Ty —
" ox
Enroliment
ooy~ Assessment Date: + [11/22/2019 |8
AgeatAssessment 8
Typoof
U assessmentType: + [ Annual
Anrual Assessments Assessor: * | Lori Wood a
Program: My Fekee Organization (C3 - R10)

Health Insurance

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

Default Last Insurance Status.

Covered by Health Insurance: + [No v
Type & Status & ReasonNo @ ~ Other Coverage &
Private No v| [-seLecT-
Private - Employer No v| [-sELEcT-
Private - Individual No v| [-sELecT-
Medicara No v| [-sELECT-
Medicaid o v [=sticcT—
State Children's Health Insurance Program S-CHIP No | [=SELECI -
Mitary Insurance No v| [-sELecT-
Other Public No v| [-sELecT-
State Funded No v| [-sELecT-
Comhined Children's Health Insurance / Medicaid Pragram [No v| [-sELECT-

Indian | lealt e (1115) No | [ seteor

© save
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PROGRAM DISCHARGE

When a client has transitioned from you 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;
Select “Exit the Enrollment” in the drop down list that appears after clicking on the blue action wheel;
And complete the information prompted for through the Exit workflow and save as you go.

= - =
Clients = PR [ o |
0@ cilient Dashboard ®ee Minnie Mouse soc TV NUMBER CLENT D
. . - 108 00 000 156
€ Find Client
143 ke < Minnie Mouse's Dashboard
Client Profile Minnie Mouse's Information
- Edit Client
Name: "
*© Address llistory
. . Gender: -
"D Aalias History "
[ case Managers Ethnicity: ~
[ case Notes
E} cilient Files Minnie's Enrolliments
- .
& Family Members
=3 inmterested Others
Enroliment Case Members Project
Description
4 Living Situation
- Active
T notifications = Ermergency Shelter
E=1 client Photo ) My Fake Organization (ES - 1 118,
ss .
&2 veteran Information Py ————
& Exit the Enroliment
11501,

133 Paused Workflows
Commeon Client Assessments

Other Client Assessments

Client Enrollment and Client
Services

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.
ee Minnie Mouse
@% 0

S0C SECURITY NUMBER CLIENT ID
001-01-0001 156 A

HUD Program [# Enrollment Exit

Exit To exit the client from the Enrollment, enter the Exit Date and Destination
nox
ExitDate: * |11/21/2019
Exit Enroliment ! 8
Destination: * | Rental by client, no ongoing housing subsidy v
Y ExitReason: | Completed Program v
Case Manager Assignment: Lori Wood @
End Case Assignment: [ @

HMIS UNIVERSAL DATA ASSESSMENT FOR EXIT WORKFLOW
Complete the required information and click “Save” to continue. NOTE: If the client’s information has not changed
during the enrollment period, you may click on the “Default Client’s Last Assessment” button which will populate

the fields with the most recent client assessment information.
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i i SOCIAL SECURITY NUMBER CLIENT ID
Minnie Mouse 531 310001 156 M

Universal Data Assessment 5
HUD Program + #o libe
Exit Complete the inf below related to lient's housing status and other relevant information.
nox
Note:
Exit Enrollment
Exit Assessments A = Because 3917 reflects real time data entry as described in the Data Dictionary, the Default Last Assessment button will not bring in any 3917 data.

« Changing any project sefup data with existing enrollments may affect or break the logic for 3.917
= 3917 may not always show as expected because of changed setup data or missing required data links

C——

Default Client's Last Assessment

Assessment Date: * |11/21/2018 |

AgeatAssessment 33

Assessment Type:
Assessor * [Loiweod @

Program: [ My Fake R10) v

Health Insurance

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

Covered by Health Insurance:  *
[0 Typea Status & ReasonNo @ « Other Coverage &
Private ~SELECT- v/ |- SELECT- v
Private - Employer [cstieor-v) [-saEcr- v
Private - Individual [~SELECT- v| [-sELECT-  ¥|
Medicare [csECcTov) [~sECT- ¥
Yes v
State Childrer's Health Insurance Program §-CHIP [~SELECT- v [-SELECT- v
- [—SRErT = | [oSrErT 1

HMIS BARRIERS ASSESSMENT FOR EXIT WORKFLOW

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

=l Barriers aALoflil WBO

records or click View Barrier History to review all previous barriers.

Assessment Active

Identified Date: * [11/21/2019 ||

Disabling Condition: Yes v
. Barrier Condition is - P, o
O Barrier & Help & Present?* a e Explanation = Restriction g -

Alcohol Abuse © Restrict to Organization

Restrict to Organization
Restrict to Organization
Restrict to Organization

v
v
v
v
v
v

o

&

Restrict to Organization

O YR

Restrict to Organization
Restrict to Organization

Ky

2019 HMIS User Manual

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

Previous Barrier Details
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INCOME AND SOURCES, NON-CASH BENEFITS FOR EXIT WORKFLOW

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

L o ige

=+ Income and Sources, Non-Cash Benefits

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

The following instructions are quoted from the HMIS Data Manual

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

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

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

Default Last Assessment

Assessment Active

Assessment Date:  * |11/21/2019
Income from Any Source:  *
Non-Cash Benefits from Any Source:  *
Expenses: (i ]

+ Income and Sources, Non-Cash Benefits Lol B
Income
O Type Description & Am’\izr;hy Restriction @* «
(] Earned Income
O Self Employment
O Worker's Compensation
O Unemployment Insurance
o Gther Pension
O Supplemental Security Income
O Social Security Disability Income
O Retirement (Social Security)
(] Veteran's Pension
O Veteran's Disability Payment
=
& ohid uppor
o Gther Income

2019

Count/Total Monthly Income:

HMIS User Manual

$0.00
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Definitions of Sources of Income

e Earned Income — Employment income

e Self-Employment

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

e Unemployment Insurance — Unemployment benefits from the State

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

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

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

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

e Veteran’s Disability Payment

e TANF —-Temporary Assistance for Needy Families

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

e Other Income — Any income not previously listed

Non-Cash Benefits

Monthly

Type & Description AT Restriction @*
7 Food Stamps/Money for food on benefits card m Restrict to MOU/InfoRelease v ':)

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

TANF Child Care Services Restrict to MOU/InfoRelease v

TANF Transportation Services Restrict to MOU/InfoRelease v

Other TANF-funded Services Restrict to MOU/InfoRelease v

Other Source Restrict to MOU/InfoRelease v

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

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

® Save and Close

Definitions of Non-Cash Benefits

e Food Stamps/Money for Food on Benefits Card — Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

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

o  TANF Child Care Services — Childcare funding assistance

e  Other TANF Funded Services

e  Other Source — Any source not previously listed

The “Exit Destination” and “Exit Reason” will be completed for all household members being discharged from the
program.
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HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT EXIT

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

continue

SOCIAL SECURITY NUMBER

& LMMgClent  Z5ETEDE0S 3526 A

272/2012

HUD Program & Universal Data Assessment

Exit

@~ o & B8 €

"=
Note:

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

PN
1

- changing any project setup d:
Client, Another . 5.91

he logie for 3.1

- Because 3.917 reflects real lime data entiy as described in lhe Dala Dictionary, e Defaull Last Assessment bullon will ol bring in sny 3.017 data.
iata with existing enroliments may affect or break t 3
Imay not always show as expected because of changed setup data or missing required data links

Anscasment Date:

isisaie @

Ustault Clisnt's Last Assessment €

oo st psmesement 7
Asnensment Type:
Assessor. 4| Lori Wood a|
Program: [My Fake Es-R10) -
Health Insurance
[ T e
Covered by Heatth nsurance: + [Ves -
1 iype =~ Status* reason No @ - Other Coverage =
3¢ ilealth Insurance obtaned through COLRA o v [=siocr - -

EER © ~ocnanoes

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.

[E] Barriers

oL obli l #E80

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

View Barrier History

Assessment Active
Identified Date:  * | 11/21/2019 |
Screen: HMIS Barriers ¥
Disabling Condition: Yes v
: Barrier Condition is 8 ey g 5 "
O Barrier a Help & Present? a Indefinite & Explanation & Restriction @~ & Previous Barrier Details

| eorosoze @
e

Restrict to Organization

v
-
v
Restrict to Organization v
-
v
v
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COMPLETING THE EXIT WORKFLOW
When you have completed all exit assessment for all household members, you will be asked to finish the exit

workflow. Click “Finish” to complete the discharge for your clients.

Little Client SOCIAL SECURITY NUMBER CLIENT ID
&2 o 225289525 3326 M

HUD Program

: You're done!
Exit

Exit Enroliment -
Finish
Exit Assessments ¥ Close the workflow

Client, Another b

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

Little Client SOCIAL SECURITY NUMBER CLIENT ID
& oo 225282525 3326 M
< 1} Little Client's Dashboard = |

Little Client's Information

Name:  ciigny, Little BirthDate: /512012 12:00:00 AM Age:
Gender: Male Veteran:
Ethnicity Non-Hispanic/Latino Race Asian, Black or African American, White
Little's Enroliments
resuft found.

Enrollment

Description & Case Members «  Project Start Date ¥ Housing Move-In Date & Project Exit Date ¥ Enroll D~ Exit Assessment ID &  Exit Destination & Last Assessed &
« Exited

s Emergency Shelter

o My Fake Organization (ES - R10) 2 1172172019 11/21/2019 5082 5084 Rental by client, no 11/21/2019

ongo.

Case Manager Assignments

resuft found.

Case Manager » Begin Date v Status & End Date & Enroliment &
Lori Wood 11/21/2019 Inactive 11/21/2019 My Fake Organization (ES - R10)
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Unique Program Requirements at Exit

There are variations in data requirements for different program exits. Below are screenshots of the unique
discharge requirements during the exit workflow for the following programs:

1. PATH
2. HOPWA
3. RHY

1. PATH AT EXIT

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

H F d SOCIAL SECURITY NUMBER CLIENTID
&b [aOYINGdY o0 csasas 339 A

HUD Program 4 SOAR Connection

Exit

Indicate the Connection with SOAR for the client below

Default Client's Last Assessment @ |
Exit Enrollment

Exit Assessments  +

Connection with SOAR Assessment Active
) Assessment Date; * 11/22/2019
Connection with SOAR: * |- SELECT- v
9] ) -
‘ Restrict to Organization 7]
C Restriction:

# Restrict to MOU/InfoRelease

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

20 Haeﬁy Friday

S SECURITY NUMBER CLIENT ID
222-55-4444 3329 M

HUD Program <+ Current Living Situation

Exit Record the Clients Current Living Situation information below. f desired record a contact by checking the Record Contact and filling out the information for the contact. Also other services can be recorded
n x
Information Date:  * | 11/22/2019 | [
Exit Enrollment
Enroliment: * | 11/22/2019 - 11/22/2019 - My Fake Organization SSO (PATH-R10) v
Exit Assessments  ~
Connection with SOAR
. Current Living Situation Information
Income
Current Living Situation Current Living Situation: | Place not meant for habitation

Location Detail:

Record Contact: T4

Contact Service Information

Contact Service:  * | PATH - Gontact M

Location: My Fake Organization ¥

Use Geolocation:

Comments:

Restrict to Organization (7]

® Restrict to MOL/InfoRelease

Restriction:
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2. HOPWA AT EXIT

A completed “Assistance Assessment” will be required at exit for HOPWA.

1) Happy Fnday SOCIAL SECURITY NUMBER CLIENTID
LU 220-55-4444 3329 ‘
[ Assistance Assessment dobi
HUD Program B ol DA¢
Eut The medical assistance assessment is primarly used to determine whether HIV positive clients are accessing medical assistance benefits forwhich they may be eligible. Medical assistance data s required for cients with HIV/AIDS who are enrolled in 2
W x| | HOPWAfunded program
Exit Envollment Defaut Clients Last Assessment

Exit Assessments

Bariers / Special Needs
Assessment Active
Vel Assistnce Assessment Dater + 11/22/2019 (8
Q Search
Medical Assistance Type & Staus' & Reason No (f applicable) Restriction @* 4
v Receiving Public HIV/AIDS Medical Assistance Yes v Restrictto MOU/InfoRelease ¥ 0
v Receiving AIDS Drug Assistance Program (ADAP) Yes ' Restrictto MOU/InfoRelease ¥ O

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

1 SOCIAL SECURITY NUMBER CLIENTID
b HappyFidey ot 330 A

T-cell/Viral Measurements as i

HUD Program + / o458

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

Exit Enrollment

ExitAssessments ¥

Barriers / Special Needs e
AssessmentDate: * 11/22/2019 &
pecalladizies Toell(GD8) Count Avalable: ¢ [~SELECT- v
T-Cell County Viral Load Viral Load Available: * |-SELECT- v
Date Measurement Value How was the data obtained Restriction @" 4
v Viral Load Restrict to MOU/InfoRelease ¥ ')
v Teell Count Restrict to MOU/InfoRelease v 'D

* () Restrict to Organization %)
Restriction:
®) Restrict to MOU/InfoRelease
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A Housing Assessment will be required at exit for HOPWA clients as seen below. This will complete the
HOPWA program specific data requirements at exit.

Hanny Friday ~ SOCIALSECURTYNUMBER  CLENTID
&b YT oonssaaas 330 A
HUD Program + Housing Assessment
Exit

Use this form to collect the client’s housing assessment disposition at exit

Exit Enrollment

Exit Assessments =

Assessment Active
Barriers / Special Needs Assessment Date: *11/22/2019
Medical Assistance Housing Assessment at Exit: | Moved to new housing unit v
Subsidy For New: * | With on-going subsidy v
T-Cell Count/Viral Load
* Restrict to Organization (7}
Restriction:
Income # Restrict to MOU/InfoRelease
Housing Assessment at
Exit
RHY AT EXIT

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

e  Employment Assessment
e Health Assessment

e Project Completion and Actions Assessment

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

1/1/2003 " N ) o
o |'(I|j ENMO ment SOCIAL SECURITY NUMBER CLIENTID
% 000 111-88-7788 3330 ‘
HMIS 2017 Employment Assessment
HUD Program + pioy
Exit Check the appropriate employment status at the time of assessment. If the client is employed, record the hours worked in the week prior to assessment,
n ox locking for work.

Exit Enrollment | Default Client's Last Assessment € |

Exit Assessments =

Barriers / Special Needs

Assessment Active
eeme Assessment Dater * 11/22/2019
Employment Employed? = |Yes \
Type of Employment, * | FulkTime v]

Restrict to Organization 7]
¥ Restrict to MOU/InfoRelease

Restriction :
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1/1/2003

SOCIAL SECURITY NUMBER

CLIENTID
111-88-7788 3330 ‘

4 Health Assessment

IHCDA

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

HUD Program
Exit

Exit Enrollment

Exit Assessments

Barriers / Special Needs

Income
Employment
Child Education

Health

Select the appropriate general health status. If the client is female, you will need fo select the appropriate pregancy status. If the client is pregnant, you

Assessment Active

Defaut Client's Last Assessment @ |

Assessment Date: * 11/22/2019
General Health Status: * |- SELECT- v
Dental Health Status: * |- SELECT - v
Mental Health Stafus: * |- SELECT - v

Restriction:

¥

Restrict to Organization 7]

¥ Restrict to MOU/InfoRelease

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

HUD Program
Exit

ee Rhy Enrollment
»

1/1/2003

+

Exit Enrollment
Exit Assessments
Barriers / Special Needs
Income

Employment

Child Education

Health

RHY Exit Assessment

SOCIAL SECURITY NUMBER CLIENTID
111-88-7788 3330 A

RHY Exit Assessment

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

Assessment Active

Assessment Date:  *

Project Completion Status:  *

Commercial Sexual Exploitation/Sex Trafficking

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

Labor Exploitation/Trafficking

Ever afraid to quit/leave work due to threats of violence to yourself, family, or friends:  +

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

Restriction:

HMIS User Manual
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11/22/2019 |

Completed project v

No v

Restrict to Organization (7]

® Restrict to MOU/InfoRelease
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Counseling Assessment — To be collected at exit for all adults and heads of household.

ee Rhy Enrollment

&= 12003

HUD Program
Exit

Exit Enrollment
Exit Assessments  ~
Barriers / Special Needs
Income

Employment

Child Education

Health

RHY Exit Assessment

Counseling Assessment

SOCIAL SECURITY NUMBER

111-88-7788

CLIENT ID

3330 A

=+ Counseling Assessment

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

Assessment Active

Default Client's Last Assessment @ |

Pre-Exit
Assessment Dater  * [11/22/2019 |[)
Counseling received by client:  » |Yes v
+ | wIndividual 4
Type(s) of Counseling Received: Family
Group - including peer counseling
Number of sessions received by exit: * |12
Total number of sessions planned in youth's treatment or service plan: 5
Post-Exit
A plan is in place to start or continue counseling after exit: = | Yes v

[7]

Restrict to Organization
Restriction:
®) Restrict to MOU/InfoRelease

Safe and Appropriate Exit Assessment — Complete the information related to the selected client’s safe

and appropriate exit assessment and other relevant information.

1/1/2003

HUD Program
Exit

Exit Enrcllment
Exit Assessments  +
Barriers / Special Needs
Income

Employment

Child Education

Health

RHY Exit Assessment

Counseling Assessment

Safe and Appropriate
Exit

ee RhyEnrollment

SOCIAL SECURITY NUMBER

111-88-7788

CLIENT ID

3330 A

-

+ Safe and Appropriate Exit

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

| Default Clienf's Last Assessment @ |

Assessment Active

Assessment Dater * 11/22/2019 | [2)

Exit destination safe - as determined by client: = | Yes v
Exit destination safe - as determined by the project/caseworker: * | Yes M
Client has permanent positive adult connections outside of project: = | No v
Client has permanent positive peer connections outside of project: * | Yes v
Client has permanent positive community connections outside of project: = | Yes v

12}

Restrict to Organization

Restriction:
®) Restrict to MOU/InfoRelease

MANAGING PROVIDERS

You can add providers (other agencies) you work with into a database to easily identify providers on services

and/or referrals.

Follow these steps to add a provider to your database of providers:

2019
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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.

CLIENTS

PROVDERS
Ry Enrollment AR

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
Providers )Z'CIientTrack MSeavch A Lori Voo (Training) | Help | Sign

Q Find Provider

I [ Add New Provider < ¥y + Provider Setup FAC 2 |

[T Provider Dashboard

® )
Provider Setup Provider 3etup - Referral Contact
Provider

T . Provider Setup @

Enter a Frovider Name, FEIN number and the siree: adiress where the provideri located. This nformation willbe useful in contacting the provider and referring clients

48} Associated Clients
e
[ contracted services Provider Type: *
Acdress:
Add-ess 2
(& contacts CityStatezip: | City | [state | [zipCoce
Phone:
] contactLog Website Acdress
[ Referrals to Selected Provider pecaunt: @

) Data Exchange Endpoints

Accessing Crganizations
& services

The organizations | sted below will be able to access tis provider
£ Wait List

Accessing Organizations: * [ Al Organizations
Mailing Address
Enter a mailing address if 1 is differen: from the street address.
Mailing Acdress:

Ml Adcress 2
MailZipCode: | City | state | [zip coce

Time Available

Enter ths hours ths provider alsothe days

Hours Available:

Cays Avalatle

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.
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e Complete “Referral Contact” information.
Providers LY )i 4 s [ a] A Lori Wood (Training)

Q Find Provider

Helpful Hearts

3 Add New Provider < f] + Provider Setup ,

[0 Provider Dashboard

m Provider Setup Provider Sefup-Referrl Contact
Provider

& EditProvider Provider Setup - Referral Contact @

dentify the contact information for the Provider below. The contact information will be used o contact the provider when a referral is made.

P —

[® contracted Services Referral Contact Phone:
B Files

Contacts.

48 Associated Clients

Referral Emal

Telephone 2

e  Click on “Finish” to complete the addition of a Provider to your searchable list. You can go back to the
previous screen if necessary, by clicking on “Previous.”

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.

Providers Ly )i - [ a |

Q rind Provider Helpful Hearts

Add New Provid
{a] ew Frovider £ Helpful Hearts's Dashboard

[0 Provider Dashboard

Provider Clients Referred to Helpful Hearts

/ Edit Provider

282 Associated Clients Status & Client & Service & Date ¥ Acknowledge
@ Contracted Services

B Files

Contacts

Contact Log

D Referrals to Selected Provider Helpful Hearts Information Provider Services List

=¥ Nata Fychanne Fndpoints
Provider Name: Helpful Hearts

4 Services Address Service &

Zip Code:
City

7= Wait List

State:
Phone:

Referral E-ma MLmurphy123@gmail com

Providers ){ [ - ] A LoriWoou (Traiing) | Hep | Sign Out

Q Find Provider Helpful Hearts
[ Add New Provider

< 1y QProvider Services LoliRhEceo
(M0 Provider Dashboard
The services offered by the current Frovider 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 Provider’s list, lick Add New. To ecit an existing service, click Editnext to
. the service.
Provider
. N - + Add Provider Service Quick Setuj
(B 2 '

&% Associated Clients

Service & Preference
@ Contracted Services

B Files

Contacts

Contact Log

D Referrals to Selected Provider

= Data Exchange Endpoints
& senices

= Wait List
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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.

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.

Providers 3 JClientTrack [ - [ a |

Q, Find Provider Helpfu\ Hearts
[0 Add New Provider

£ < Provider Services Setup

III] 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 or
Py id particular service does not appear in the list, please check to see if the service code is available to members of your organization. Also check to see if the service is in the recycle bin.

roviaer

- Service: * | Housing Offer - Other Permanent Housing Subsidy v
j‘ Edit Provider

Notes:

28: Associated Clients z

® No Preference
Preference:

@ Contiracted Services

E Files

Preferred

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 “Reports” found in the floating menu where “Home, “Client”, “Providers” and “Reports” are
displayed. (Navigate to the floating menu by clicking on the double arrow icon to the right of the
ClientTrack Logo at the top left of the screen)

e Click on “Reports” found in the list of menu options on the left-hand side of the screen. Another list of
reports should appear as you hover on the “Service Reports” option.

e  Click on “Service Summary” link that appears first in the list of “Service Reports” after hovering over it.

Reports el JiClientTrack I - | < |

= Data Explorer

S= e em S < wWelcome Lori Wood

By Name Lists
HMIS News
HMIS Exports

HMIS Reports HMIS Fall Trainings
from your administrator, Nastacia Moore

Administrative Reports

Client Reports Service Summary I

Milliken

Enrollment Reports e riee By Fronicier
ns to the HMIS HelpDesk at HMISHelpDesk@ihcda. IN gov Please us

csBcG
_gowimyihcda/aaaa b

wOCa 3.0
I UData Explorer e,

Client Reports EsaP

Clients Served

Service Reports Service Demographic Totals ErrEmT e ————

Referral Reports Family Demographics Totals
Provider Reports Il lousehold Composition
HMIS Reports Family Size & Income

Other Compliance Reports Reason for Service

VV VY VYV VY

My Saved Reports Turn Away Reason

Service Reports Frequently Served Clients

mmmmmmmmmmmmmﬁ

Zip Code & County

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

o Complete the date range — There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2016 and
12/31/2016. This will give you all 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 “Grants” — Select the “Grant” you want to run the report for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Program(s)” you selected in the “Filter by Program(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. To deselect one, simply
click on it again and you will see the green check mark disappear.

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.

Reports )i( B s [ a | A LoriWood (Training) | Help | Sign Out

® Data Explorer

@)

o

(@)

= Files on S .
fles on Server < Yy BiService Summary Report 2 o BE
By Name Lists
o use saved report settings, select the desired settings description. To save the settings for a new repor, select Save Settings, type the description of the settings in the Save As feld, select the report settings, and run the report. The saved settings will appear in the lst the next time you
cess this screen.
HMIS Exports
HMIS Reports Saved Report Settings: [~ SELECT—_v
Administrative Reports
Date Range
Client Reports
Indicate the time period for this report. Only records that fal within the date range you select will be included.
Enrollment Reports
Predefined Date Range: | Gurrent Month
Referral Reports
Service Date Between: * [11/01/2019 | and[11/30/2019 &
Reports
@® Data Explorer Organization(s)
[ client Reports Indicate which organizations should be included in the report by selecting each organization separately, or click the - icon to select all. Note: The ist only shows organizations you are authorized to view
3 Program Reports
4 County v
. Arand Uy
[ service Reports 'ACTION Inc of Delaware County
Affordzable H P of Marion
[ Referral Reports ‘Aging & Community Services of South Gent
AIDS Ministries
3 Provider Reports
3 HMIS Reports
& Program(s)

3 other Compliance Reports
Check the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected above. Indicate which programs should be included in the report by selecting each progra ely, or click the & icon to select all.

B My saved Reports

@ Filter by Program(s)

S ESG Prevention My Fake (R10) v
VESG RRH My Fake (R10)
Other Reports Program(s) HOPWA STRMU
LIHEAP prevention

My Fake IHCDA Coordinated Entry (R1)
My Fake Org Prevention (ESG-R10)

Grant(s)

[ LB B Schedule Report | X Cancel

e Click on the “Report” button found in the bottom right-hand corner of the screen. You should see your
Service Summary Report pop up in a new window within seconds. You can export your report to a pdf
file for email transmission or record-keeping by clicking on the PDF icon located in the menu at the top
of the page. (Click on the floppy disc and the save options appear in a drop-down list. Excel, Excel
Data, PDF and Word) Click on PDF
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< Yy BService Summary Report <L e8¢

‘ [ service Summary Report =8 ﬂ‘

TN oL b bl s Find | Nl (7] (%) = EEEN)

Organization(s)

Service Summary

indicate which organizatid Y4
111112019 to 11/30/2019 XC“EﬂtTraCk

Report Criteria:
Organizations: My Fake Organization
Grants: ESG RRH My Fake (R10)
Senvices: ESG - Case Management - Housing Stability (842)
Programs: ESG RRH My Fake (R10)

Program(s)
First Time Served: N/A

Check the box tolimit rep{ ecting each program separately, or click the & icon to select .

Children Total
Service Total Undup. in Adulisin  Seniorsin  Individuals

Senvice + Enfries Units Vaue : Clients 3 Familless Famiies 3 Familes 3 Familles 3 in Families 3

Duplicated Total

Lori Wood

ClientTrack™ Reports Page 1071 11/25/2019 9:05 AM

Grant(s)

Check the box tolimit rep h grant separately, or click the & icon to select all.

Services

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

B Report Schedule Report || X Cancel

ANNUAL PERFORMANCE REPORT (APR)

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

To Run an APR:

e  From the “Reports” workspace, click on the “HMIS Exports” Menu Group on the left-hand side of the
screen. Select the “CSV APR-FY2020”
Reports 8 Jiciicnireaci [ march

® Data Explorer

€ Welcome Lori Wood

By Name Li

HMIS News
HMIS Exports

HMIS Fall Tr:
trom your a

tor, Nastacia Moore

Welcome to
HMIS Infarmation
110 your saministrstor Michele Milken
Lontact Us
Pieaso remeriie MAS HelpDy s 2 use Cont 1D numbers whem rederring 10 saeciic clont
B rives Ay ki Kgrrmmiit L5
HMIS Reports
Administrative Reports
Cliomt Narme & Begin Date End Date ~ Frogram &

Client Reports

Enroliment Reports

Referral Reports
Reports
Service Reports

Other Reports
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® Data Explorer

2= Files on Server

By Name Lists

HMIS Exports

B+ csv aPR-Frao0
B CsvExport 6.1

B csvCapeR-Fran
B SSVF Export- GV 6.1
B CSV Expont 2020

IB» RHY Expont-CSV 61
B sV SV 2020
B Ry Export-Csv 2020
HMIS Reports
Administrative Reports
Client Reports
Enrollment Reports
Referral Reports
Reports

Service Reports

Other Reports

2019

IHCDA

)rCIientTratk [+ B a B Lorood (Taring | Hep | Sn0ut

< ¥y BCsvAPR-FY2020 f0860

The expor il etun data based

zation “Agency 1 and "Agency 2 and Prject P3H 123 the report

Date Range

Indiatethetme peiod fo i repart.Onlyrecords that fall witin th date range you slect il e inluded.

Organization

Grant Program

o [SEET-
ST v

Grant(s)

Program

Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)
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 “Grant Program” and “Grant Program Component” - Select the grant associated with your
program with the drop down for “Grant Program.” This will prompt the next selection in “Grant Program
Component.” If you do not know this information, feel free to try several selections to find the correct
options for your program. You won’t break it by choosing different options. If you do not see the correct
set up information here, contact the HMIS Help Desk by emailing HMISHelpDesk@ihcda.IN.gov

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

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

To Drill Down and Find Missing Data

After your APR populates and is saved on your computer, you can view each of the APR Questions in a separate
Excel spreadsheet. This will allow you to find and review missing data. You will see the word “Missing” on the
spreadsheet where clients are missing data.

e |t may be helpful to export it to an Excel Spreadsheet to find the missing data in a more detailed,
organized format.

e To export the client data to an Excel Spreadsheet, click on the Excel icon with the gold spindle in
the upper right-hand corner of the report window. You will be asked to “Open” or “Save” the
spreadsheet, select “Open” to review the data. Be sure to clear your downloads in your Internet
browser after exporting client data.

e  You will see the word “MISSING” on the spreadsheet where clients are missing data. The columns
are labeled at the top of the spreadsheet and client names are on the far left-hand side of the
spreadsheet. You can then go to client records and complete the missing data.

To Complete or Edit Missing Data

In unusual cases, there may be a missing enrollment ID for an entry or exit of a client. You can complete the entry
and/or exit assessments after an HMIS technician has set up the master assessment for you. If you need assistance
with setting up the master assessment, contact the HMIS Help Desk at HMISHelpDesk@ihcda.IN.gov . Follow these
steps to complete missing data on the assessments with enroll and exit IDs:

e Go to the client’s record who is reported as missing the data on the APR.

e  Click on the blue action wheel beside your program enrollment found on the client dashboard under
“[Client Name] Enrollments” located centrally on the client’s record.

e Select “Review Entry Assessments” or “Review Exit Assessments” (depending on which one you
need to complete) in the drop-down list that appears after clicking on the blue action wheel.

e Complete the missing data by clicking on the little notepad beside the appropriate assessment listed.

e Save as you edit or complete assessments by scrolling down on the assessment screen and clicking on
“Save.”

e  Blue check marks will appear to indicate an assessment is completed.

When you have completed the missing data on client records, run your APR again to review it and ensure all
missing data is resolved. Please don’t hesitate to contact the HMIS Help Desk if you need any assistance with your
report or completing missing data.
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CONSOLIDATED ANNUAL PERFORMANCE AND EVALUATION REPORT (CAPER)

The CAPER is a comprehensive report of your ESG program — who you served and how you served them. Here are
quick steps to running the report and viewing the data:

To Run a CAPER
e  On the “Reports” workspace, click on “HMIS Exports”.

e Next, select “CSV CAPER - FY2020” found in the list below “HMIS Exports” on the left-hand side of the
screen.

Reports bl JiClientTrack | A - R | < |

(® Data Explorer

= e O S < Welcome Lori Wood

By Name Lists

HMIS News
4MIS Exports

IB» csv APR-FY2020 HMIS Fall Trainings
om your administrator, Nastacia Moore

IBs csV Export 6.1

B> CSV CAPER - FY2020 HMIS Information
your administrator, Michelle Milliken
SSVF Export-CSV 6.1
L = Contact Us
E

IB» csv Export 2020

B+ RHY Export - CSV 6.1

B+ ssVF Export- CSV 2020

B+ RHY Export - CSV 2020

My Case Assignments

HMIS Reports

Administrative Reports

Client Name & Begin Date
Client Reports

Enrollment Reports
Referral Reports
Reports

Service Reports

Other Reports

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

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

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

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

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

o  Filter by “Program(s)” - Click on the name in the box and a green check mark will appear to show that you
have successfully selected it. Multiple programs can be selected here as well like the “Grant” parameter.
You can deselect a program by clicking on it again and the green check mark will disappear.
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e  Click on the “Run Export” button found in the bottom right-hand corner of the screen. You should see
your report pop up in a new window within seconds.

Reports EY )iClientTrack [ . ESE [ a | A Loiviood (Taning) | Help | SinOut
® Data Explorer
e e < ¢ BCSV CAPER-FY2020 #o08Bi(
By Name Lists 1 isonly cases where. uired sson.For example, a gran wih or data nfo mutile projects. I i afect perfomance and shouldony be used when
necessany for complance
HMIS Exports
- The xpor - Rp— 0 gency 1 and"Agency 2" an Poec"PSH 123 e rpor il oy cudecents nrled i PSH 123 by Ageny 1o Agency 2.
B» csvAPR-FY2020
61
B csvExport6. Date Range

B csv capeR-Fraoz0

Indicate the i

B» SSVFExport-Csv 6.1
5 bt RargeLisc (e Tt astvew ¥ _
Csv Export Begnoate: | 11/26/2018 @ to[11/2602019 |8

B RHY Export-CSV 6.1

port. Only records that fall witin the date range you:

[B» ssvFExport-Csv 2020 Organization

B RHY Export-CSV 2020

10 view. Only enrollments created by the Organizations selected here willbe incuded in the

Indicate which organizations should be included inthe report by selecting each organization separately, or click the & icon to selecta

HMIS Reports
4 Courty v

Administrative Reports " At
Oraaston ACTION Ic of Delaware County

" rganization Affordable Housing Corporation of Marion
Client Reports Aging & Communty Services o South Cent
AIDS Ministries
Enroliment Reports o B
Referral Reports

P Grant Program

Reports

Grant Program and Grant Component drop down selections w down the st of Grants.

Service Reports
Grant Program: [ HUD: ESG (Emergency Solutions Grant) v
Other Reports Grant Component Rapid Rehousing v

Grant(s|
B> RHY Export- sV 2020 (s)

This st displays grants thet belong f the arganizations you seected above. Indicate which grants should b inciuded inthe report by seéecting ach gran: separately, ar ciick the & icor o select all Use the Grants fiter o arrow down the st o projacts foryour export

HMIS Reports

Administrative Reports @ =Herby Gra(s)

O [VESCRRHMyFaeRID)  |¢
- iy Fake Org R (ESGRI0)
Client Reports ke Org R (ESGRIY
(—

Enroliment Reports

Program
LEEERENS

Alistof programs based on he grant selected

LEE

. Program Type: er by Program Type

Service Reports .
* ¢ FherbyProgam

PIOGT | /ESG RRH My Face (R1D)

Other Reparts Ay Fake Org AR (ESG - R10)

Validation File

teskc S file once the fl expart ask hes completed. Tris will 1t affect the running ofor deley the main export.

Genersie Vaidation Fle: 4

B runxport [

Enter a password in the “Password” box to run the report then enter the password again in the “Confirm
Password” box then click “Done”. Next, a pop-up window will appear stating “Your export has been queued and
will be processed at the next available time.” Click “OK”

e  Retrieving the Export: The export runs in the background, so you can still use ClientTrack while it is
running. Generally speaking, the download is ready in 10-15 minutes.
o Select “Files on Server” on the “Reports” workspace on the left-hand side of the screen.
o Click the download icon to download your report to your local PC
o Find the report on your PC and double click it to run the report
Reports A )Ciientrrack g EE= a 8 Lovos i) | S0

) nata Fynlnrar

Files on Server

alimited time they expire 24,00 downloa ik, from il on server cick the delete ink. The flewil ro

By Name Lists onger be aveilable for download by any user or be availebe forprocessing f used n an mport once delted.

Click to view the sztus of exoort o impert sacks.

HMIS Exports.

- Creaer Created Expires

B» csv apr-FY2020 X HUAS AFF_CAPER 2020 Vaidzion 201911261353 6 000 @ Lori Woard 1112620195317 Pia 12/26(20°9 1 €517 PM
E’ ERE e v Lori Wood 11/26/20197:33 11 PM 12/26/2079 15311 PM
Ev CSV CAPER - FY2020

X HMS AFR_CAPER 2020 Pre-Load_2019112613¢3(2 exe @ Lori Wood 11/26/2019 4304 PM 12/26/20°9 142:04 PM
[B» ssvF Export-csv 6.1

X HIAIS AFF_CAPER 2020 Validarion 2019112515434500¢ @ LoriWood 11/25/2019 343 46 P 1212502079 343:46 PM
B> Csv export 2020

X HMIS AFR 2020 Export 201977 25154336 exe @ Lori Wood 11/25/20193:43 38 PIA 12/25(20°9 343:38PM
B rHY Export-Csv 6.1

X HMS AFR_CAPER 2020 Pre-Load_201911251533CE exe @ Lori Wood 11/25/20193:33 06 PM 12/25/20°9 322:06 PM
B ssvF Bxport-Csv 2020

X HMIS CSV 6.1 Bpert 2019110814201 ex @ Lori Wood 11/8/20192:29.01 PM 12/8/2019 226:01 PM

B Y Export-csv 2020
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