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OBJECTIVES 

¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ǳǎƛƴƎ /ƭƛŜƴǘ¢ǊŀŎƪ ŀǎ ȅƻǳǊ IƻƳŜƭŜǎǎ aŀƴŀƎŜƳŜƴǘ LƴŦƻǊƳŀǘƛƻƴ {ȅǎǘŜƳ όIaL{ύΦ IaL{ ƛǎ ŀƴ ŜƭŜŎǘǊƻƴƛŎ 
Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴ ǎȅǎǘŜƳ ǎǘƻǊƛƴƎ ƭƻƴƎƛǘǳŘƛƴŀƭ ŎƭƛŜƴǘπƭŜǾŜƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǇŜǊǎƻƴǎ ǿƘƻ ŀŎŎŜǎǎ ŀ ǾŀǊƛŜǘȅ ƻŦ ǎŜǊǾƛŎŜǎ 
ŦƻǊ ƘƻƳŜƭŜǎǎ ǇǊŜǾŜƴǘƛƻƴ ŀƴŘκƻǊ ǊŀǇƛŘ ǊŜπƘƻǳǎƛƴƎΦ IaL{ ƛǎ ŀ ǾŀƭǳŀōƭŜ ǊŜǎƻǳǊŎŜ ŦǊƻƳ ǘƘŜ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƘƻƳŜƭŜǎǎ 
ŀǎǎƛǎǘŀƴŎŜ ŀƴŘ ƘƻƳŜƭŜǎǎ ǇǊŜǾŜƴǘƛƻƴ ǇǊƻƎǊŀƳǎ ƛƴ ŀ /ƻƴǘƛƴǳǳƳ ƻŦ /ŀǊŜ ό/ƻ/ύΦ !ƎƎǊŜƎŀǘŜ Řŀǘŀ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ 
ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ǎƛȊŜΣ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎ ŀƴŘ ƴŜŜŘǎ ƻŦ ǘƘŜ ǇƻǇǳƭŀǘƛƻƴ ŀǘ ǘƘŜ ƭƻŎŀƭΣ ǎǘŀǘŜΣ ŀƴŘ ƴŀǘƛƻƴŀƭ ƭŜǾŜƭǎΦ IaL{ 
ǇǊƻǾƛŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŎƭƛŜƴǘ ƴŜŜŘǎΣ ƎƻŀƭǎΣ ŀƴŘ ǎŜǊǾƛŎŜ ƻǳǘŎƻƳŜǎΦ  

¢ƘŜ ŎƻƴǘŜƴǘ ƛƴ ǘƘƛǎ ǳǎŜǊ Ƴŀƴǳŀƭ ǿƛƭƭ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ŀƭƭ ǘƘŜ ōŀǎƛŎ ŦŜŀǘǳǊŜǎ ƻŦ /ƭƛŜƴǘ¢ǊŀŎƪ ŀƴŘ ŘŜǘŀƛƭŜŘ 
ƎǳƛŘŀƴŎŜ ƻƴ ȅƻǳǊ ŘŀȅπǘƻπŘŀȅ Řŀǘŀ ŜƴǘǊȅΣ ŀǎ ǿŜƭƭ ŀǎ ƘŜƭǇŦǳƭ ŎŀǎŜ ƳŀƴŀƎŜƳŜƴǘ ǘƻƻƭǎ ǘƻ ƻǇǘƛƳƛȊŜ ȅƻǳǊ ǎŜǊǾƛŎŜǎ ŀƴŘ 
ǘƛƳŜΦ ²Ŝ ōŜƭƛŜǾŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘƛǎ ǿŜōπōŀǎŜŘ ŎŀǎŜ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳ Ŝŀǎȅ ǘƻ ǳǎŜ ŀƴŘ ŜǎǎŜƴǘƛŀƭ ƛƴ ǎƘŀǊƛƴƎ ȅƻǳǊ 
ƛƳǇŀŎǘΦ 

Lƴ ǘƘƛǎ Ƴŀƴǳŀƭ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴΥ 

CONTACTS 

¶ HMIS Team Member list and contact information 

¶ HMIS help desk information 
 
SECURITY POLICIES & PROCEDURES 

¶ Implied Consent Policy 

¶ Computer storage 

¶ Username and password 
 
OVERVIEW OF CLIENTTRACK FEATURES 

¶ User dashboard 

¶ Client dashboard 

¶ Case management tools  

¶ Household members 
 
MANAGEMENT OF CLIENT INFORMATION AND PROGRAM ENROLLMENTS 

¶ Intake workflow 

¶ Services 

¶ Case notes 

¶ Update/Annual Assessment 

¶ Exit workflow 

¶ Managing providers 
 
BASIC REPORTS 

¶ Service Summary 

¶ Annual Performance Report (APR) 

¶ CAPER 

¶ HMIS Universal Data Quality Report 
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CONTACTS 

 

HMIS TEAM MEMBERS 

DǊŀƴǘ hΦ tŜǘŜǊǎ 

IaL{ aŀƴŀƎŜǊ 

омтπнонπнутн 

DǇŜǘŜǊǎϪƛƘŎŘŀΦƛƴΦƎƻǾ 

 

[ƻǊƛ ²ƻƻŘ 

IaL{κ/9 ¢ǊŀƛƴŜǊΣ !ƴŀƭȅǎǘ 

омтπнопπсфтр 

[ǿƻƻŘмϪƛƘŎŘŀΦƛƴΦƎƻǾ 

 

5ŀƴƛŜƭƭŀ WƻǊŘŀƴπDƻƴȊŀƭŜǎ 

IaL{ 5ŀǘŀ !ƴŀƭȅǎǘ 

омтπнонπлпсф 

5ƧƻǊŘŀƴϪƛƘŎŘŀΦƛƴΦƎƻǾ 

 

5ŀǾƛŘ .ƻƭǘȊ 

IaL{ 9{D /± 5ŀǘŀ !ƴŀƭȅǎǘ 

омтπнонπмнор 

5ōƻƭǘȊϪƛƘŎŘŀΦƛƴΦƎƻǾ 

HMIS HELP DESK 

If you encounter any issues with ClientTrack at any time, please contact the help desk with the email address 

below. Please do not send any identifying information for clients when emailing the help desk. There is a unique 

client ID number assigned to each client record in the system. This number is found at the top of the client record 

ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ social security number as seen below. 

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

HMIS Help Desk: HMISHelpDesk@ihcda.IN.gov 

CLIENTTRACK ACCESS 

You can access HMIS with the following link: 

mailto:Gpeters@ihcda.in.gov
mailto:Lwood1@ihcda.in.gov
mailto:Djordan@ihcda.in.gov
mailto:Dboltz@ihcda.in.gov
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https://www.clienttrack.net/Ind ianaHMIS 

SECURITY POLICIES & PROCEDURES 

tŜǊǎƻƴŀƭ tǊƻǘŜŎǘŜŘ LƴŦƻǊƳŀǘƛƻƴ όttLύ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ŎƻǳƭŘ ƭŜŀŘ ǘƻ ƛƴŘƛǾƛŘǳŀƭ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴΦ 

!ƎŜƴŎƛŜǎ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ IaL{ ǎƘƻǳƭŘ ƘŀǾŜ ǇǊƻŎŜŘǳǊŜǎ ƛƴ ǇƭŀŎŜ ŦƻǊ ǘƘŜ ǎŜŎǳǊŜ ǎǘƻǊŀƎŜ ŀƴŘ ŘƛǎǇƻǎŀƭ ƻŦ ƘŀǊŘŎƻǇȅ 

ŀƴŘ ŜƭŜŎǘǊƻƴƛŎ Řŀǘŀ ƎŜƴŜǊŀǘŜŘ ŦǊƻƳ /ƭƛŜƴǘ¢ǊŀŎƪ ƻǊ ŎǊŜŀǘŜŘ ŦƻǊ ŜƴǘǊȅ ƛƴǘƻ /ƭƛŜƴǘ¢ǊŀŎƪΦ ttL ǎƘƻǳƭŘ ōŜ ǎǘƻǊŜŘ ƛƴ ƭƻŎƪŜŘ 

ŘǊŀǿŜǊǎκŦƛƭŜ ŎŀōƛƴŜǘǎ ŀƴŘ ƘŀǊŘŎƻǇȅ Řŀǘŀ ǎƘƻǳƭŘ ōŜ ǎƘǊŜŘŘŜŘ ōŜŦƻǊŜ ŘƛǎǇƻǎŀƭΦ 9ƭŜŎǘǊƻƴƛŎ ttL ƛƴŎƭǳŘƛƴƎ Řŀǘŀ 

ŎƻƴǘŀƛƴŜŘ ƻƴ ŘƛǎƪǎΣ /5ΩǎΣ ƧǳƳǇ ŘǊƛǾŜǎΣ ŎƻƳǇǳǘŜǊ ƘŀǊŘ ŘǊƛǾŜǎΣ ŀƴŘκƻǊ ƻǘƘŜǊ ƳŜŘƛŀ ǎƘƻǳƭŘ ōŜ ǊŜŦƻǊƳŀǘǘŜŘ ōŜŦƻǊŜ 

ŘƛǎǇƻǎŀƭΦ 

PRIVACY AND CLIENT INFORMATION RESTRICTIONS 

¢ƘŜ bƻǘƛŎŜ ƻŦ tǊƛǾŀŎȅ tǊŀŎǘƛŎŜǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ǇǳǊǇƻǎŜ ŦƻǊ Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴΣ ǎƘƻǳƭŘ ōŜ ǇƻǎǘŜŘ ƛƴ ŀ ǇǳōƭƛŎ ŀǊŜŀ ŀƴŘ ƛƴ 

ŀƴ ƻŦŦƛŎŜ ǿƘŜǊŜ ŀƴ ƛƴǘŀƪŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ƳŜŜǘǎ ǿƛǘƘ ŎƭƛŜƴǘǎΦ ¢ƘŜ Ŧǳƭƭ ǇǊƛǾŀŎȅ ǇƻƭƛŎȅ ƴƻǘƛŎŜ ǎƘƻǳƭŘ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ 

ǿŜō ǎƛǘŜǎ ƻŦ ŀƎŜƴŎƛŜǎΣ ŀǎ ǿŜƭƭ ŀǎ ƳŀŘŜ ŀǾŀƛƭŀōƭŜ ǘƻ ŎƭƛŜƴǘǎ ǿƘƻ ǊŜǉǳŜǎǘ ƛǘΦ ¢ƘŜ ŘƻŎǳƳŜƴǘ ƛǎ ŎŀƭƭŜŘ άIaL{ bƻǘƛŎŜ ƻŦ 

tǊƛǾŀŎȅ tǊŀŎǘƛŎŜǎέ ŀƴŘ άIaL{ {ǘŀǘŜƳŜƴǘ ƻŦ tǊƛǾŀŎȅ tǊŀŎǘƛŎŜǎέ ŀƴŘ Ŏŀƴ ōŜ ŘƻǿƴƭƻŀŘŜŘ ŦǊƻƳ ǘƘŜ LI/5! ǿŜōǎƛǘŜ ŀǘΥ 

https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/ 

! ǎƛƎƴŜŘ ŎƭƛŜƴǘ ŎƻƴǎŜƴǘ ŦƻǊƳ ƛǎ ƴƻǘ ŎǳǊǊŜƴǘƭȅ ǊŜǉǳƛǊŜŘΦ ! ŎƭƛŜƴǘΣ ǿƘƻ ǇǊŜǎŜƴǘǎ ǘƻ ȅƻǳǊ ŀƎŜƴŎȅ ŦƻǊ ǎŜǊǾƛŎŜǎ ŀƴŘ 

ǇǊƻǾƛŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ƛǎ ƎƛǾƛƴƎ ƛƳǇƭƛŜŘ ŎƻƴǎŜƴǘ ǘƻ ŜƴǘŜǊ ŀƴŘ ǎƘŀǊŜ ŎŜǊǘŀƛƴ Řŀǘŀ ƛƴ /ƭƛŜƴǘ¢ǊŀŎƪΦ 5ŀǘŀ ŎƻƭƭŜŎǘƛƻƴ ŀƴŘ 

Řŀǘŀ ǎƘŀǊƛƴƎ ŀǊŜ ǘƻǇƛŎǎ ǘƘŀǘ ǎƘƻǳƭŘ ōŜ ŘƛǎŎǳǎǎŜŘ ǿƛǘƘ ǘƘŜ ŎƭƛŜƴǘ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ ƛƴǘŀƪŜΦ {ƻƳŜ ǇǊƻƎǊŀƳ ŜƴǊƻƭƭƳŜƴǘǎ 

όŀƴŘ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ ǘƘƻǎŜ ŜƴǊƻƭƭƳŜƴǘǎύ ŀǊŜ ǊŜǎǘǊƛŎǘŜŘ ŀƴŘ ƻƴƭȅ ǘƘŜ ŜƴǊƻƭƭƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴ όIht²!Σ t!¢IΣ 

wIύ̧ ǿƛƭƭ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘƻǎŜ ǊŜŎƻǊŘǎΦ bƻ ǇŜǊǎƻƴ ƛǎ ǘƻ ōŜ ǊŜŦǳǎŜŘ ǎŜǊǾƛŎŜǎ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜƛǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ 

/ƭƛŜƴǘ¢ǊŀŎƪΦ ̧ƻǳ Ŏŀƴ ŦƛƴŘ LƴŘƛŀƴŀΩǎ .ŀƭŀƴŎŜ ƻŦ {ǘŀǘŜ ό.h{ύ ǎŜŎǳǊƛǘȅ Ǉƭŀƴ ƻƴ ǘƘŜ ǿŜōǎƛǘŜΣ ŀǎ ǿŜƭƭ ŀǎ ƻǘƘŜǊ ƘŜƭǇŦǳƭ 

ŦƻǊƳǎ ŀƴŘ ǊŜǎƻǳǊŎŜǎΥ https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/ 

CLIENTTRACK COMPUTERS 

!ƭƭ ŎƻƳǇǳǘŜǊǎ ǳǎŜŘ ǘƻ ŀŎŎŜǎǎ /ƭƛŜƴǘ¢ǊŀŎƪ ǎƘƻǳƭŘ ōŜ ǎƛǘǳŀǘŜŘ ƛƴ ǎŜŎǳǊŜ ƭƻŎŀǘƛƻƴǎΦ /ƭƛŜƴǘ¢ǊŀŎƪ ŎƻƳǇǳǘŜǊǎ ƛƴ ǇǳōƭƛŎƭȅ 

ŀŎŎŜǎǎƛōƭŜ ŀǊŜŀǎ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ōŜ ǎǘŀŦŦŜŘ ŀƴŘ ƴƻǘ ǾƛŜǿŀōƭŜ ōȅ ƻǘƘŜǊ ƛƴŘƛǾƛŘǳŀƭǎΦ !ƭƭ ŎƻƳǇǳǘŜǊǎ ǎƘƻǳƭŘ ōŜ ǇŀǎǎǿƻǊŘ 

ǇǊƻǘŜŎǘŜŘΣ ŀƴŘ ǘƘŜ ǇŀǎǎǿƻǊŘ ȅƻǳ ǳǎŜ ǘƻ ƭƻƎ ƻƴǘƻ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǎƘƻǳƭŘ bh¢ ōŜ ǘƘŜ ǎŀƳŜ ǇŀǎǎǿƻǊŘ ŀǎ ȅƻǳǊ 

/ƭƛŜƴǘ¢ǊŀŎƪ ǇŀǎǎǿƻǊŘΣ ōǳǘ ǊŀǘƘŜǊ ŀ ǇŀǎǎǿƻǊŘ ǘƻ ǇǊŜǾŜƴǘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ŎƻƳǇǳǘŜǊ ƛǘǎŜƭŦΦ 

/ƭƛŜƴǘ¢ǊŀŎƪ ǳǎŜǊƴŀƳŜǎ ŀƴŘ ǇŀǎǎǿƻǊŘǎ ŀǊŜ bh¢ ǘƻ ōŜ ǎƘŀǊŜŘ ǿƛǘƘ ƻǘƘŜǊ ǳǎŜǊǎΦ ¦ǎŜǊǎ ǎƘƻǳƭŘ ƴƻǘ ƪŜŜǇ 

ǳǎŜǊƴŀƳŜκǇŀǎǎǿƻǊŘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ŀ ǇǳōƭƛŎ ƭƻŎŀǘƛƻƴ όƛΦŜΦΣ ǎǘƛŎƪȅ ƴƻǘŜǎ ƻƴ ƳƻƴƛǘƻǊǎ ƻǊ ŦƛƭŜŘ ǳƴŘŜǊ IaL{ ƻǊ tŀǎǎǿƻǊŘ 

ƛƴ ŀ wƻƭƻŘŜȄύΦ tŀǎǎǿƻǊŘǎ ǎƘƻǳƭŘ ƴŜǾŜǊ ōŜ ǎŀǾŜŘ ǘƻ ȅƻǳǊ ōǊƻǿǎŜǊΦ  /ƭƛŜƴǘ¢ǊŀŎƪ ǎŜŎǳǊƛǘȅ ǇƻƭƛŎƛŜǎ ǊŜǉǳƛǊŜ ǘƘŜ ǳǎŜ ƻŦ 

ǎǘǊƛŎǘ ǇŀǎǎǿƻǊŘǎΦ tŀǎǎǿƻǊŘǎ Ƴǳǎǘ ƘŀǾŜΥ 

¶ !ǘ ƭŜŀǎǘ ƻƴŜ ƴǳƳōŜǊ 

¶ .ŜǘǿŜŜƴ у ŀƴŘ мн ŎƘŀǊŀŎǘŜǊǎ 

¶ !ǘ ƭŜŀǎǘ ƻƴŜ ƴƻƴπƭŜǘǘŜǊΣ ƴƻƴπƴǳƳŜǊƛŎ ŎƘŀǊŀŎǘŜǊ όΗІϪϷύ 

¶ !ǘ ƭŜŀǎǘ ƻƴŜ ŎŀǇƛǘŀƭ ƭŜǘǘŜǊ 

bŜǿ ǇŀǎǎǿƻǊŘǎ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘ ǳǇƻƴ ŦƛǊǎǘ ƭƻƎƛƴΦ !ŎŎƻǳƴǘǎ ŀǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŘŜŀŎǘƛǾŀǘŜŘ ŀŦǘŜǊ ол Řŀȅǎ ƻŦ ƛƴŀŎǘƛǾƛǘȅ 

ŦƻǊ ǎŜŎǳǊƛǘȅ ǇǳǊǇƻǎŜǎΦ ̧ƻǳ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ŜǾŜǊȅ фл Řŀȅǎ ŦƻǊ ǎŜŎǳǊƛǘȅ ǇǳǊǇƻǎŜǎΦ LŦ ȅƻǳ 

ƴŜŜŘ ŀǎǎƛǎǘŀƴŎŜ ǿƛǘƘ ȅƻǳǊ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘΣ ŎƻƴǘŀŎǘ ǘƘŜ IŜƭǇ 5Ŝǎƪ ōȅ ŜƳŀƛƭƛƴƎ 

HMISHelpDesk@ihcda.IN.gov  ŀƴŘ LI/5! ǎǘŀŦŦ ǿƛƭƭ ŀǎǎƛǎǘ ȅƻǳΦ  

https://www.clienttrack.net/IndianaHMIS
https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/
https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/
mailto:HMISHelpDesk@ihcda.IN.gov
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LOGGING INTO THE SYSTEM 

/ƭƛŜƴǘ¢ǊŀŎƪ ƛǎ ŀ ǿŜōπōŀǎŜŘ ŀǇǇƭƛŎŀǘƛƻƴΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǳǎŜ ŀƴ ƛƴǘŜǊƴŜǘ ōǊƻǿǎŜǊ ǘƻ ŀŎŎŜǎǎ ƛǘΦ /ƭƛŜƴǘ¢ǊŀŎƪ ǿƻǊƪǎ 

ǿƛǘƘ DƻƻƎƭŜ /ƘǊƻƳŜΣ aƻōƛƭŜ {ŀŦŀǊƛΣ ŀƴŘ aƻȊƛƭƭŀΩǎ CƛǊŜŦƻȄΦ {ƻƳŜ ƻƭŘŜǊ ǾŜǊǎƛƻƴǎ ƻŦ ǘƘŜǎŜ ǿŜō ōǊƻǿǎŜǊǎ Ŏŀƴ ŎŀǳǎŜ 

ǳƴƛǉǳŜ ƛǎǎǳŜǎ ƛƴ /ƭƛŜƴǘ¢ǊŀŎƪΦ ²Ŝ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ ǿƻǊƪ ǿƛǘƘ ȅƻǳǊ L¢ ǇŜǊǎƻƴƴŜƭ ǘƻ ŜƴǎǳǊŜ ȅƻǳ ƘŀǾŜ ǘƘŜ ƴŜǿŜǎǘ 

ǾŜǊǎƛƻƴ ƻŦ ȅƻǳǊ ǿŜō ōǊƻǿǎŜǊΦ 

Open your web browser and go to https://www.clienttrack.net/IndianaHMIS Enter your assigned άUsernameέ 
and άPasswordέ and click άSign In.έ 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.  

 

 

 

 

 

 

 

 

 

USER DASHBOARD 

You will be directed to your User Dashboard on the άIƻƳŜέ screen when logging in to HMIS for the very first 

time.  Following your initial log in, the system will open and display your most recently accessed workspace.  The 

άIƻƳŜέ ǎŎǊŜŜƴκǿƻǊƪǎǇŀŎŜ ƛǎ ǿƘŜǊŜ ǳǎŜǊǎ ŀǊŜ ƴƻǘƛŦƛŜŘ of important άHMIS Newsέ items IHCDA wishes to 

communicate (i.e., upcoming trainings, changes etc.).   

 

https://www.clienttrack.net/IndianaHMIS
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OVERVIEW OF CLIENTTRACK FEATURES 

You can access any of the four workspaces, άHomŜΣέ άClients,έ άtǊƻǾƛŘŜǊǎΣέ or άwŜǇƻǊǘǎέ which provide different 

features for managing your cases, by clicking on the appropriate icon located on the left side of the screen outlined 

with the red box below.  

 

 

  HOME                    CLIENTS                     PROVIDERS                      REPORTS 

After clicking on that icon, you will see the four boxes appear labeled, άHomŜΣέ άClientǎΣέ άtǊƻǾƛŘŜǊǎέ, and 

άwŜǇƻǊǘǎέ and you can toggle between them by clicking on the appropriate box to take you to that section of 

ClientTrack as seen below.  
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hƴ ǘƘŜ άIƻƳŜέ ǿƻǊƪǎǇŀŎŜ ǘƘŜǊŜ ƛǎ ŀƭǎƻ ŀ ƭƛǎǘ ƻŦ aŜƴǳ 

LǘŜƳǎ ǘƘŀǘ ƎƛǾŜ ȅƻǳ Ŝŀǎȅ ŀŎŎŜǎǎ ǘƻ ȅƻǳǊ ŎǳǊǊŜƴǘ ŎŀǎŜ 

ŀǎǎƛƎƴƳŜƴǘǎΣ ŎŀǎŜ ƴƻǘŜǎΣ ŀƴŘ ƳƻǊŜ ǳƴŘŜǊ άaȅ 

/ƭƛŜƴǘ¢ǊŀŎƪΦέ  

¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ǿƛǘƘ ǘƘŜ ά/ƘŀƴƎŜ 

aȅ tŀǎǎǿƻǊŘέ ƭƛƴƪ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άaȅ /ƭƛŜƴǘ¢ǊŀŎƪΦέ !ƭƭ 

ǘƘŜǎŜ ǘƻƻƭǎ ŀǊŜ ŘŜǎƛƎƴŜŘ ǘƻ ƳŀȄƛƳƛȊŜ ȅƻǳǊ ǘƛƳŜ ŀƴŘ 

ƎǊŀƴǘ ȅƻǳ Ŝŀǎȅ ŀŎŎŜǎǎ ǘƻ ȅƻǳǊ ŎŀǎŜǎΦ  

 

 

 

 

 

 

LŦ ȅƻǳ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ƳƻǊŜ ǘƘŀƴ ƻƴŜ ǿƻǊƪƎǊƻǳǇΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ȅƻǳǊ ƛƴƛǘƛŀƭǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘπƘŀƴŘ 

ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŀǎ ƻǳǘƭƛƴŜŘ ŀōƻǾŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǿƻǊƪƎǊƻǳǇ ŀƴŘ ƻǊƎŀƴƛȊŀǘƛƻƴΦ ¢ƘŜ ά{ƛƎƴ hǳǘέ ƭƛƴƪ ƛǎ ƛƴ ǘƘƛǎ 

ǎŀƳŜ ƭƻŎŀǘƛƻƴ ŀǎ ǿŜƭƭΦ tƭŜŀǎŜ ōŜ ǎǳǊŜ ǘƻ ά{ƛƎƴ hǳǘέ ŀƴȅ ǘƛƳŜ ȅƻǳ ƭŜŀǾŜ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǘƻ ŜƴǎǳǊŜ ǎŜŎǳǊƛǘȅ ƻŦ ŎƭƛŜƴǘ 

ŘŀǘŀΦ 
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1.  bŜȄǘΣ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ²ƻǊƪƎǊƻǳǇ ŀƴŘ 

hǊƎŀƴƛȊŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŦƻǊ ŜŀŎƘ 

ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ǘƘŜƴ ŎƭƛŎƪ ά!ǇǇƭȅέΦ  ό¢Ƙƛǎ 

ƛǎ Ƙƻǿ ȅƻǳ ǿƛƭƭ ŎƘŀƴƎŜ ǘƘŜ ǿƻǊƪƎǊƻǳǇ ŀƴŘ 

ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ά/ƻƻǊŘƛƴŀǘŜŘ 

9ƴǘǊȅέ ²ƻǊƪƎǊƻǳǇ ŀƴŘ ά/ƻƻǊŘƛƴŀǘŜŘ 9ƴǘǊȅ 

wŜƎƛƻƴ Іέ hǊƎŀƴƛȊŀǘƛƻƴ ƛƴ IaL{ύ 

 

 

 

 

 

 

 

 

CLIENT DASHBOARD 

¢ƘŜ /ƭƛŜƴǘ 5ŀǎƘōƻŀǊŘ ƛǎ ŘƛǾƛŘŜŘ ǳǇ ƛƴǘƻ ǎŜŎǘƛƻƴǎ ǿƛǘƘ ŎŀǎŜ ƳŀƴŀƎŜƳŜƴǘ ǘƻƻƭǎ ƻƴ ǘƘŜ ƭŜŦǘπƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǊŜŎƻǊŘ ǘƻ 

ƘŜƭǇ ȅƻǳ Ŝŀǎƛƭȅ ŦƛƴŘ ŎƭƛŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƳŀƴŀƎŜ ǇǊƻƎǊŀƳ ŜƴǊƻƭƭƳŜƴǘǎΣ ǎŜǊǾƛŎŜǎΣ ŎŀǎŜ ƴƻǘŜǎΣ ŀƴŘ ƳƻǊŜΦ IŜǊŜ ƛǎ ŀ 

ǊŜǾƛŜǿ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘΥ  
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At the very top of the client dashboardΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ά.ŀǎƛŎ LƴŦƻǊƳŀǘƛƻƴέ ŀƴŘ ŘŜƳƻƎǊŀǇƘƛŎǎΦ ¸ƻǳ Ŏŀƴ ŦƛƴŘ 

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 ǘƘŜ ŎƭƛŜƴǘΩǎ Ǉŀǎǘ ŀƴŘ ǇǊŜǎŜƴǘ program enrollments.  

 

Select the icon with three dots located to the left of the enrollment(s)  to easily manage your program 

enrollment. When you click on the icon, a drop-down list will appear where you can use these tools:  



IHCDA 

Rev. January 

2023  

HMIS User Manual 11 

 

Add Household Member ς 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 

ŜƴǊƻƭƭŜŘ ǿƛǘƘ aƻƳΦ aŀƪŜ ǎǳǊŜ ȅƻǳΩǊŜ ƻƴ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ ŎƭƛŜƴǘ 

record when adding a family member to the enrollment.    

View Case Members ς View all case members associated with the specific 

program enrollment. 

Exit the Enrollment ς ¢ƻ ŜȄƛǘ ŀ ŎƭƛŜƴǘΣ ǎŜƭŜŎǘ ά9Ȅƛǘ ǘƘŜ 9ƴǊƻƭƭƳŜƴǘέ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ŜȄƛt 

workflow for the client and all household members if applicable. If you need to only exit one household 

ƳŜƳōŜǊΣ Ǝƻ ǘƻ ǘƘŜ ǎǇŜŎƛŦƛŎ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊΩǎ ŎƭƛŜƴǘ record, and conduct the exit workflow without exiting 

the household.  

Edit Enrollment - Use this ŦŜŀǘǳǊŜ ǘƻ ŜŘƛǘ ǘƘŜ ά{ǘŀǊǘ 5ŀǘŜέ ƻŦ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŀŘŘ CŀƳƛƭȅ 

aŜƳōŜǊǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCŀƳƛƭȅ aŜƳōŜǊέ ōǳǘǘƻƴΦ  ά9Ȅƛǘ 9ƴǊƻƭƭƳŜƴǘέ ƛǎ ŀƭǎƻ ŀǾŀƛƭŀōƭŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ 

ά9Ȅƛǘ 9ƴǊƻƭƭƳŜƴǘέ ōǳǘǘƻƴ 

Edit Project Entry Workflow ς Use this feature to edit or identify incorrect or missing information from the 

ŎƭƛŜƴǘΩǎ tǊƻƧŜŎǘ 9ƴǘǊȅ όŀ ŎƘŜŎƪ ƳŀǊƪ ŀǇǇŜŀǊǎ ōȅ ŜŀŎƘ ŀǎǎŜǎǎƳŜƴǘ ǘȅǇŜ ƴƻǘƛƴƎ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ƛǎ ŎƻƳǇƭŜǘŜ) 

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

Update/Annual Assessment ς Use this feature to create a new ά¦ǇŘŀǘŜ !ǎǎŜǎǎƳŜƴǘέ record OR to create a 

new ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ (Annual Assessments are required for all clients enrolled in a project for one year 

or more.) 

1. Case Manager Assignments are located below the enrollments section of the client record. You can 

manage case assignments here by clicking on ά[Client Profile] Case Managers or clicking on the little 

pencil ōŜǎƛŘŜ ǘƘŜ ŎŀǎŜ ƳŀƴŀƎŜǊΩǎ ƴŀƳŜΦ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ recycle bin ōŜǎƛŘŜ ŀ ŎŀǎŜ ƳŀƴŀƎŜǊΩǎ ƴŀƳŜ ǿƛƭƭ 

delete the case manager from the client record. By clicking on the case manager assignments link, you will 

be taken to a screen where you can edit the status of a case manager for a specific program enrollment or 

add new case managers to the client record. 

2. Services associated with a specific program enrollment will be listed at the bottom of the client record. 

You can manage your client services by clicking on άClient Enrollment and Client Servicesέ in the list of 

case management tools on the left-hand side of the client record or by clicking ά[Client Name] Servicesέ 

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 

¶ hƴ ǘƘŜ /ƭƛŜƴǘ 5ŀǎƘōƻŀǊŘ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ŀ ƭƛǎǘ ƻŦ /ŀǎŜ aŀƴŀƎŜƳŜƴǘ ¢ƻƻƭǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά/ƭƛŜƴǘ tǊƻŦƛƭŜέ 

ƻƴ ǘƘŜ ƭŜŦǘπƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘΦ  
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The following information outlines the features and tools found on the client record, and to access some of these 

features, you must click on the heading located on the left-hand side of the client record to cause another list of 

tools to appear as seen below:  

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

record from any screen. 

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

ID number, etc. 

Intake ς To enroll a client in your program. 

 

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

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

ǾŜǘŜǊŀƴ ǎǘŀǘǳǎΣ ŜǘŎΦ ¢ƘŜǊŜ ŀǊŜ ƳƻǊŜ ƘŜƭǇŦǳƭ ǘƻƻƭǎ ǳƴŘŜǊ ά9Řƛǘ /ƭƛŜƴǘέ ǘƘŀǘ ŀǊŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ ȅƻǳ ǘƻ ǳǎŜ ŘŜǇŜƴŘƛƴƎ ƻƴ 

ȅƻǳǊ ŀƎŜƴŎȅΩǎ ƴŜŜŘǎ ŀƴŘ ǊŜǉǳƛrements.  
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Case Notes ς To create and review case notes.  

Family Members ς To review household members. 

Client Photo ς ǘƘƛǎ ŦŜŀǘǳǊŜ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǳǇƭƻŀŘ ŀ ǇƘƻǘƻ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ŦƛƭŜ 

Veteran Information ς Allows you to collect and enter data about the veteraƴΩǎ ǎŜǊǾƛŎŜ 

Paused Workflows ς To resume a workflow you previously paused.  

 

HOUSEHOLD MEMBERS 

You can view household members and their client records by clicking on the Expand    to the right of the 

Client ID#.   

 
A window will appear with all the current household members. You can click on the names of the household 

members to go directly to his/her client record.  
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You can also add a case note for any of the associated household members by click on the ά/ŀǎŜ bƻǘŜǎέ function 

ōŜƭƻǿ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜΦ  ¸ƻǳ ǿƛƭƭ ǘƘŜƴ ōŜ ǘŀƪŜƴ ǘƻ ǘƘŜ ά!ŘŘ bŜǿ /ŀǎŜ bƻǘŜέ screen where you can enter your 

case note.  

NOTIFICATIONS 

 
The άbƻǘƛŦƛŎŀǘƛƻƴǎέ feature in HMIS and DV ClientTrack can be used to set up άbƻǘƛŦƛŎŀǘƛƻƴǎ ŀƴŘ άwŜƳƛƴŘŜr 
!ƭŜǊǘǎέ ƛƴ ŀ ŎƭƛŜƴǘΩǎ ŦƛƭŜ OR under your user profile in HMIS or DV ClientTrack OR both. This function is especially 
helpful for assisting agencies with the timely completion of ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘǎέ and can also be used for setting 
up other reminders for case management meetings, groups, and appointments for the client.  
 
ά!ƴ LƴŎƻƳŜ ŀƴŘ {ƻǳǊŎŜǎ !ǎǎŜǎǎƳŜƴǘ Ƴǳǎǘ ōŜ ŎǊŜŀǘŜŘ ŀǎ ǇŀǊǘ ƻŦ ŀƴ !ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘ for clients participating in a 
project one year or more, even if there is no change in either the income or sources. 'Information Date' for those 
records must reflect the date of the data collection, which must be no more than 30 days before or after the 
anniversary of the head of household's Project Start Date. Annual assessments are based solely on the head of 
household's anniversary date. The annual assessment must include updating both the head of household's record 
and any other family members at the same time. If a client's income information was recorded incorrectly at project 
ǎǘŀǊǘΣ ǳǇŘŀǘŜΣ ŀǎǎŜǎǎƳŜƴǘΣ ƻǊ ŜȄƛǘΣ ŎƻǊǊŜŎǘ ǘƘŜ ŜȄƛǎǘƛƴƎ ǊŜŎƻǊŘΣ ǊŀǘƘŜǊ ǘƘŀƴ ŀŘŘƛƴƎ ŀƴ άǳǇŘŀǘŜέ ǊŜŎƻǊŘΦέ ό2022 HMIS 
Data Standards page 112)  
 
To create a άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ ƛƴ ŀ ŎƭƛŜƴǘΩǎ ŦƛƭŜΣ Ǝƻ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ dashboard. Setting up a άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ in a 
ŎƭƛŜƴǘΩǎ ŦƛƭŜ ƳŜŀƴǎ ǘƘŜ άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ will only be visible when you are logged in to ǘƘŀǘ ǎǇŜŎƛŦƛŎ ŎƭƛŜƴǘΩǎ 
record. 

 

1. bŜȄǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά.Ŝƭƭέ ƛŎƻƴ ƭƻŎŀǘŜŘ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ /ƭƛŜƴǘ L5І ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ 
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2. ! ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎ ǎŜŜƴ ƛƴ ǘƘŜ ǎŎǊŜŜƴǎƘƻǘ ōŜƭƻǿΦ  

 

3. /ƭƛŎƪ ƻƴ όҌύ ŦƻǊ !ŘŘ bƻǘƛŦƛŎŀǘƛƻƴ  

4. !ƴ ŀŘŘƛǘƛƻƴŀƭ ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎ ǎŜŜƴ ƛƴ ǘƘŜ ǎŎǊŜŜƴǎƘƻǘ ōŜƭƻǿΦ  

 
 

1. In the άaŜǎǎŀƎŜέ field, type the title of the άbƻǘƛŦƛŎŀǘƛƻƴέ (Annual Assessment, etc.) 
2. Select the άbƻǘƛŦƛŎŀǘƛƻƴ ¢ȅǇŜέ (Violence, No Contact, or Information) 
3. Select the άtǊƛƻǊƛǘȅέ from the drop-down menu (High, Medium, or Low) 
4. Type in the ά.ŜƎƛƴ 5ŀǘŜέ and time (AM or PM) then type in the ά9ƴŘ 5ŀǘŜέ and time (AM or PM) The 
ά.ŜƎƛƴ 5ŀǘŜέ should be the date you would like for the system to begin sending you alerts on the 
Notification. For example, a άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ for an ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ should have a ά.ŜƎƛƴ 5ŀǘŜέ 
ƻŦ ол Řŀȅǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ мн-month anniversary of ǘƘŜ ŎƭƛŜƴǘΩǎ άtǊƻƧŜŎǘ {ǘŀǊǘ 5ŀǘŜέ. The ά9ƴŘ 5ŀǘŜέ 
for the άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ should be 30 days following the 12-ƳƻƴǘƘ ŀƴƴƛǾŜǊǎŀǊȅ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ άtǊƻƧŜŎǘ 
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{ǘŀǊǘ 5ŀǘŜέ. Please remember to allow for months with 30, 31 or 28/29 days when calculating this 60-day 
HUD required time frame for completing the ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ. 

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

5. Select the ά{ǘŀǘǳǎέ from the drop-down menu (New/Pending, Acknowledged, Complete, or Canceled) 
Always select άbŜǿκtŜƴŘƛƴƎέ when setting up a new άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ. 
 

 
6. Next, scroll down to the ά{ŎƘŜŘǳƭŜ {ŜǘǳǇέ section of the pop-up box and click the ά{ŎƘŜŘǳƭŜόǎύέ 

checkbox.  
7. The ά!ƭŜǊǘέ ǿƛƭƭ ōŜƎƛƴ ǇƻǇǇƛƴƎ ǳǇ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ƻƴ ǘƘŜ ά.ŜƎƛƴ 5ŀǘŜέ you previously entered. You 

can change the time in the ά!ƭŜǊǘέ fields along with the ά5ǳǊŀǘƛƻƴέ of the ά!ƭŜǊǘέ field.  
8. Click the ά{Ƙƻǿ wŜƳƛƴŘŜǊέ drop-down to select how often you would like the ά!ƭŜǊǘέ to pop-up on your 

screen.  
9. Click ά{!±9έ in the bottom right corner of the window.  
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You have successfully added a άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ IaL{ ƻǊ 5± /ƭƛŜƴǘ¢ǊŀŎƪ ŦƛƭŜΦ ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ōŜƎƛƴ 
displaying a reminder alert (window) on the ά.ŜƎƛƴ 5ŀǘŜέ entered for the Notification.  

¢ƻ ŎǊŜŀǘŜ ŀ άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ ǳƴŘŜǊ ȅƻǳǊ ǳǎŜǊ ǇǊƻŦƛƭŜΣ Ǝƻ ǘƻ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

Creating the άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ under your user profile will ensure the άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ appears as a 
reminder no matter what Client record you are working in or viewing in the system. Whereas, creating the 
άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ ǳƴŘŜǊ ǘƘŜ /ƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛƭƭ ƻƴƭȅ ŀƭƭƻǿ ǘƘŜ ǊŜƳƛƴŘŜǊ ǘƻ ŀǇǇŜŀǊ ǿƘŜƴ ȅƻǳ ŀǊŜ ƭƻƎƎŜŘ ƛƴǘƻ 
ǘƘŀǘ ǎǇŜŎƛŦƛŎ /ƭƛŜƴǘΩǎ ǊŜŎord. We recommend setting up the "Notification/Alert"  under both the Client's record 
AND your user profile.  
 

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

 

 
 

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

 

3. Click on άҌέ to Add Notification  
4. An additional window will appear as seen in the following screenshot.  
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5. In the άaŜǎǎŀƎŜέ field, type the title of the άbƻǘƛŦƛŎŀǘƛƻƴέ (Annual Assessment Client ID#1234567, etc.) 
.Ŝ ǎǳǊŜ ǘƻ ƛƴŎƭǳŘŜ ǘƘŜ /ƭƛŜƴǘ L5І ŦƻǊ ǘƘŜ !ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘ ƛƴ ǘƘŜ άaŜǎǎŀƎŜέ ŦƛŜƭŘΦ  

6. Select the άbƻǘƛŦƛŎŀǘƛƻƴ ¢ȅǇŜέ (Violence, No Contact or Information)  
7. Select the άtǊƛƻǊƛǘȅέ from the drop-down menu (High, Medium, or Low)  
8. Type in the ά.ŜƎƛƴ 5ŀǘŜέ and time (AM or PM) then type in the ά9ƴŘ 5ŀǘŜέ and time (AM or PM) The 
ά.ŜƎƛƴ 5ŀǘŜέ should be the date you would like for the system to begin sending you alerts on the 
Notification. For example, a άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ for an ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ should have a ά.ŜƎƛƴ 5ŀǘŜέ 
ƻŦ ол Řŀȅǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ мн-ƳƻƴǘƘ ŀƴƴƛǾŜǊǎŀǊȅ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ άtǊƻƧŜŎǘ {ǘŀǊǘ 5ŀǘŜέ. The ά9ƴŘ 5ŀǘŜέ 
for the άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ should be 30 days following the 12-month anniversary of the clienǘΩǎ άtǊƻƧŜŎǘ 
{ǘŀǊǘ 5ŀǘŜέ. Please remember to allow for months with 30, 31 or 28/29 days when calculating this 60-day 
HUD required time frame for completing the ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ.  
 

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

9. ω {ŜƭŜŎǘ ǘƘŜ ά{ǘŀǘǳǎέ from the drop-down menu (New/Pending, Acknowledged, Complete, or Canceled) 
Always select άbŜǿκtŜƴŘƛƴƎέ when setting up a new άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ.  
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10. Next, scroll down to the ά{ŎƘŜŘǳƭŜ {ŜǘǳǇέ section of the pop-up box and click the ά{ŎƘŜŘǳƭŜόǎύέ 
checkbox.  

11. The ά!ƭŜǊǘέ ǿƛƭƭ ōŜƎƛƴ ǇƻǇǇƛƴƎ ǳǇ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ƻƴ ǘƘŜ ά.ŜƎƛƴ 5ŀǘŜέ you previously entered. You 
can change the time in the ά!ƭŜǊǘέ fields along with the ά5ǳǊŀǘƛƻƴέ of the ά!ƭŜǊǘέ field.  

12. Click the ά{Ƙƻǿ wŜƳƛƴŘŜǊέ drop-down to select how often you would like the ά!ƭŜǊǘέ to pop-up on your 
screen. 

13. Click ά{!±9έ in the bottom right corner of the window.  
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You have successfully added a άbƻǘƛŦƛŎŀǘƛƻƴκ!ƭŜǊǘέ under your user profile in HMIS or DV ClientTrack file. The 
system will begin displaying a reminder alert (window) on the ά.ŜƎƛƴ 5ŀǘŜέ entered for the Notification. 
 

MANAGING CLIENT INFORMATION AND PROGRAM ENROLLMENTS 

FINDING A CLIENT IN THE SYSTEM 

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

there is an existing client record in the system. To search for a client, go to the ά/ƭƛŜƴǘǎέ dashboard and click on 

άCƛƴŘ /ƭƛŜƴǘέ in the upper left-hand corner of the screen outlined in red in the screenshot below. 
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Lǘ ƛǎ ƛƳǇŜǊŀǘƛǾŜ ȅƻǳ Řƻ ƴƻǘ ŜƴǘŜǊ ŀ ŘǳǇƭƛŎŀǘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘ ƛƴǘƻ ǘƘŜ ǎȅǎǘŜƳ ǘƻ ŜƴǎǳǊŜ ǘƘŜ ŀŎŎǳǊŀŎȅ ŀƴŘ ƻǾŜǊŀƭƭ 

ǉǳŀƭƛǘȅ ƻŦ ǘƘŜ ŘŀǘŀΦ ¢ƻ ǎǇŜŜŘ ǘƘŜ ǎŜŀǊŎƘ ǇǊƻŎŜǎǎ ŀƴŘ ǊŜŘǳŎŜ ǘƘŜ ŎƘŀƴŎŜ ŦƻǊ ƛƴǇǳǘ ŜǊǊƻǊΣ ƛƴǇǳǘ ŀǎ ŦŜǿ ŎƘŀǊŀŎǘŜǊǎ ŀǎ 

ǇƻǎǎƛōƭŜ ƛƴ ǘƘŜ ŎǊƛǘŜǊƛŀ ŦƛŜƭŘǎΦ 

 ̧ƻǳ Ƴŀȅ ǎŜŀǊŎƘ ŦƻǊ ŀ ŎƭƛŜƴǘ ōȅ ŜƴǘŜǊƛƴƎ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ  

¶ CƛǊǎǘ ǘǿƻ ƻǊ ǘƘǊŜŜ ƭŜǘǘŜǊǎ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ŦƛǊǎǘκƭŀǎǘ ƴŀƳŜ όǳǎŜ ŀǎ ŦŜǿ ƭŜǘǘŜǊǎ ŀǎ ǇƻǎǎƛōƭŜ ƻŦ ǘƘŜ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ 

ƴŀƳŜ ǘƻ ŎƻƴŘǳŎǘ ŀ ǘƘƻǊƻǳƎƘ ǎŜŀǊŎƘύ  

¶ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ bǳƳōŜǊ 

¶ .ƛǊǘƘ 5ŀǘŜ 

¶ /ƭƛŜƴǘ L5 bǳƳōŜǊ 

Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǘǊȅ ŘƛŦŦŜǊŜƴǘ ƻǇǘƛƻƴǎ ŦƻǊ ȅƻǳǊ ǎŜŀǊŎƘΦ !ƎŀƛƴΣ ƛǘ ƛǎ ōŜǎǘ ǘƻ hb[ ̧ŜƴǘŜǊ ǘƘŜ ŦƛǊǎǘ ŦŜǿ ƭŜǘǘŜǊǎ ƻŦ ǘƘŜ 

ŦƛǊǎǘκƭŀǎǘ ƴŀƳŜ ŀƴŘ ƴƻǘ ǊŜƭȅ ǎƻƭŜƭȅ ƻƴ ŀ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊ ƻǊ ōƛǊǘƘ ŘŀǘŜΣ ŀǎ ǘƘƻǎŜ ŜƭŜƳŜƴǘǎ ƘŀǾŜ ŀ ƘƛƎƘŜǊ ǊŀǘŜ 

ƻŦ ƳƛǎǎƛƴƎ ƻǊ ƛƴŀŎŎǳǊŀǘŜ ŘŀǘŀΦ !ƴƻǘƘŜǊ ƻǇǘƛƻƴ ŦƻǊ ǎŜŀǊŎƘƛƴƎ ƛǎ ǘƻ ǎŜŀǊŎƘ ŘƛŦŦŜǊŜƴǘ ǎǇŜƭƭƛƴƎǎ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ 

ǊŜƳŜƳōŜǊƛƴƎ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ƴƛŎƪƴŀƳŜǎ ǎǳŎƘ ŀǎ άWƻŜέ ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ άWƻǎŜǇƘέ ƻǊ άWŜƴέ ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ άWŜƴƴƛŦŜǊΦέ 
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LŦ ǘƘŜ ŎƭƛŜƴǘ ƛǎ ŀƭǊŜŀŘȅ ƛƴ ǘƘŜ ǎȅǎǘŜƳΣ ƘƛƎƘƭƛƎƘǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ /ƭƛŜƴǘ bŀƳŜ ǘƻ 

ǎŜƭŜŎǘ ǘƘŀǘ ǊŜŎƻǊŘΦ ¢ƘŜ ǎŜƭŜŎǘŜŘ ŎƭƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŀƴŘ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ 

ŜƴǘŜǊŜŘ ŦǊƻƳ ǘƘƛǎ Ǉƻƛƴǘ ŦƻǊǿŀǊŘ ǿƘƛƭŜ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ŘŀǎƘōƻŀǊŘ ǿƛƭƭ ōŜ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŎǳǊǊŜƴǘƭȅ ǎŜƭŜŎǘŜŘ 

ŎƭƛŜƴǘΦ  

!ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ŎƭƛŜƴǘ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ƭƛǎǘ ŀƴŘ ƎƻƛƴƎ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ŘŀǎƘōƻŀǊŘΣ ƛŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ 

changed, click on the άEdit Clientέ link in the list of case management tools found on the left-hand side of the 

screen outlined in red below to make any necessary changes to the client demographic information (i.e., birth date, 

ethnicity, name change, etc.). **Please note that the άSavŜέ button will  save the changes made to the screen and 

leave you on the same page. The άSave & ClosŜέ 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 

/ƭƛŜƴǘ¢ǊŀŎƪ ǳǘƛƭƛȊŜǎ ŀ ǎǇŜŎƛŦƛŎ ǿƻǊƪŦƭƻǿ ǘƻ ǎǘŜǇ ȅƻǳ ǘƘǊƻǳƎƘ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ŎƻƳǇƭŜǘƛƴƎ ŀƭƭ ǊŜǉǳƛǊŜŘ ŀǎǎŜǎǎƳŜƴǘǎ ŀǘ 

ŜƴǘǊȅ ŀƴŘ ŘƛǎŎƘŀǊƎŜΦ ¢ƘŜ ǿƻǊƪŦƭƻǿ ƛǎ Ŝŀǎȅ ǘƻ ǳǎŜΣ ŀƴŘ ƛǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇǊƻƳǇǘǎ ȅƻǳ ŦƻǊ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴΦ  

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

can add a new client record by selecting άLƴǘŀƪŜέ in the upper left-hand corner of the screen found under άCƛƴŘ 

/ƭƛŜƴǘΦέ Then choose ά!ŘŘ bŜǿ /ƭƛŜƴǘέ when prompted as seen below. 

 
9ƴǘŜǊ ȅƻǳǊ ŎƭƛŜƴǘΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀst name and click άbŜȄǘΦέ 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 
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displayed list. If the client is already in the system, click the clientΩǎ ƴame 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 άNextέ to proceed with the 

intake process.

 

!ŘŘ ǘƘŜ ŎƭƛŜƴǘΩǎ ōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘƛƴƎ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊΣ ŘŜƳƻƎǊŀǇƘƛŎǎΣ ŘƛǎŀōƭƛƴƎ 

condition, Veteran status, and address. Click άCƛƴƛǎƘέ ǿƘŜƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜΦ  
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Please note that all the data elements are self-declared by the client and not attributed by the case manager or 

Řŀǘŀ ŜƴǘǊȅ ǇŜǊǎƻƴƴŜƭΦ  ¢ƘŜ ƻǇǘƛƻƴ ά5ŀǘŀ bƻǘ /ƻƭƭŜŎǘŜŘέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜ ǉǳŜǎǘƛƻƴ ǿŀǎ ƴƻǘ ŀǎƪŜŘ ƻŦ ǘƘŜ ŎƭƛŜƴǘ 

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 

¶ CƛǊǎǘ bŀƳŜ π [ŜƎŀƭ ŦƛǊǎǘ ƴŀƳŜ όŘƻ ƴƻǘ ŀŘŘ ƴƛŎƪƴŀƳŜǎ ƛƴ άǉǳƻǘŜǎέ ōŜŎŀǳǎŜ ǘƘƻǎŜ ŀǊŜ ƴƻǘ ǎŜŀǊŎƘŀōƭŜ 

ŜƭŜƳŜƴǘǎύΦ 

¶ [ŀǎǘ bŀƳŜ ς [ŜƎŀƭ ƭŀǎǘ ƴŀƳŜΦ 

¶ bŀƳŜ vǳŀƭƛǘȅ ς 5ŜǎŎǊƛōŜǎ ǘƘŜ ǉǳŀƭƛǘȅ ƻŦ ǘƘŜ ƴŀƳŜ ǊŜǇƻǊǘŜŘ ōȅ ǘƘŜ ŎƭƛŜƴǘΦ hǇǘƛƻƴǎ ŀǊŜΥ Cǳƭƭ ƴŀƳŜ ǊŜǇƻǊǘŜŘΣ 

tŀǊǘƛŀƭΣ ǎǘǊŜŜǘ ƴŀƳŜΣ ƻǊ ŎƻŘŜ ƴŀƳŜ ǊŜǇƻǊǘŜŘΣ /ƭƛŜƴǘ ŘƻŜǎƴΩǘ ƪƴƻǿΣ /ƭƛŜƴǘ ǊŜŦǳǎŜŘΣ ƻǊ 5ŀǘŀ ƴƻǘ ŎƻƭƭŜŎǘŜŘΦ 

¶ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ bǳƳōŜǊ ό{{bύ ς LŦ ǘƘŜ ŎƭƛŜƴǘ ŘƻŜǎƴΩǘ ƪƴƻǿ ƻǊ ǊŜŦǳǎŜǎ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜƛǊ {{bΣ 5h bh¢ ǳƴŘŜǊ 

ŀƴȅ ŎƛǊŎǳƳǎǘŀƴŎŜ ŜƴǘŜǊ ŀ ŦŀƪŜ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊ ǎǳŎƘ ŀǎ мноπпрπстуф ƻǊ фффπффπффффΦ {ŜƭŜŎǘ ǘƘŜ 

Řŀǘŀ ǉǳŀƭƛǘȅ ƻǇǘƛƻƴ ǘƘŀǘ ōŜǎǘ ǊŜŦƭŜŎǘǎ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǎǇƻƴǎŜΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ά5ŀǘŀ ƴƻǘ ŎƻƭƭŜŎǘŜŘέ ƳŜŀƴǎ 

ǘƘŀǘ ǘƘŜ ǉǳŜǎǘƛƻƴ ǿŀǎ ƴƻǘ ŀǎƪŜŘ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ŀƴŘ ǿƛƭƭ ǊŜǇƻǊǘ ŀǎ ƳƛǎǎƛƴƎ ƻƴ ǘƘŜ !twΦ LŦ ǘƘŜ ŎƭƛŜƴǘ ŘƻŜǎƴΩǘ 

ƪƴƻǿΣ ǘƘŜ ōŜǎǘ ǎŜƭŜŎǘƛƻƴ ƛǎ ά/ƭƛŜƴǘ ŘƻŜǎƴΩǘ ƪƴƻǿΦέ  

¶ .ƛǊǘƘ 5ŀǘŜ ς aƻƴǘƘΣ ŘŀȅΣ ŀƴŘ ȅŜŀǊ ǘƘŜ ŎƭƛŜƴǘ ǿŀǎ ōƻǊƴΦ !ƎŀƛƴΣ Řƻ ƴƻǘ ƳŀƪŜ ǳǇ ŀ ōƛǊǘƘ ŘŀǘŜΦ /ƘƻƻǎŜ ǘƘŜ 

ŀǇǇǊƻǇǊƛŀǘŜ Řŀǘŀ ǉǳŀƭƛǘȅ ƻǇǘƛƻƴ ǘƘŀǘ ōŜǎǘ ǊŜŦƭŜŎǘǎ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǎǇƻƴǎŜΦ 

¶ 9ǘƘƴƛŎƛǘȅ ς IƛǎǇŀƴƛŎκ[ŀǘƛƴƻ ƻǊƛƎƛƴ ƛƴŎƭǳŘŜǎ ƛƴŘƛǾƛŘǳŀƭǎ ƻŦ /ǳōŀƴΣ aŜȄƛŎŀƴΣ tǳŜǊǘƻ wƛŎŀƴΣ {ƻǳǘƘΣ ƻǊ /ŜƴǘǊŀƭ 

!ƳŜǊƛŎŀƴ ƻǊƛƎƛƴΦ   

¶ wŀŎŜ ς ! ǇŜǊǎƻƴ Ŏŀƴ ƛŘŜƴǘƛŦȅ ǿƛǘƘ ƳǳƭǘƛǇƭŜ ǊŀŎŜǎΣ ŀƴŘ ǘƘƛǎ ƛǎ ŀ ƳǳƭǘƛπǎŜƭŜŎǘ ōƻȄ ǘƘŀǘ ŀƭƭƻǿǎ ŦƻǊ ǳǇ ǘƻ р ǊŀŎŜǎ 

ǘƻ ōŜ ǎŜƭŜŎǘŜŘΦ /ƭƛŎƪ ƻƴ ŀƭƭ ǘƘŀǘ ŀǇǇƭȅΦ 

¶ DŜƴŘŜǊ ς ! ǇŜǊǎƻƴ Ŏŀƴ ƛŘŜƴǘƛŦȅ ǿƛǘƘ ƳǳƭǘƛǇƭŜ ƎŜƴŘŜǊǎΣ ŀƴŘ ǘƘƛǎ ƛǎ ŀ ƳǳƭǘƛπǎŜƭŜŎǘ ōƻȄ ǘƘŀǘ ŀƭƭƻǿǎ ŦƻǊ ǳǇ ǘƻ р 

ƎŜƴŘŜǊ ƛŘŜƴǘƛǘƛŜǎ ǘƻ ōŜ ǎŜƭŜŎǘŜŘΦ  /ƭƛŎƪ ŀƭƭ ǘƘŀǘ ŀǇǇƭȅΦ  
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¶ 5ƛǎŀōƭƛƴƎ /ƻƴŘƛǘƛƻƴ ς {ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǊŜǎǇƻƴǎŜ ŀǎ ǊŜǇƻǊǘŜŘ ōȅ ǘƘŜ ŎƭƛŜƴǘΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƛŦ ǘƘŜ 

ŎƭƛŜƴǘ ǊŜǇƻǊǘǎ ŀǘ ƭŜŀǎǘ ƻƴŜ ōŀǊǊƛŜǊ ƻƴ ǘƘŜ .ŀǊǊƛŜǊǎ !ǎǎŜǎǎƳŜƴǘΣ ǘƘŜƴ ǘƘŜ ŘƛǎŀōƭƛƴƎ ŎƻƴŘƛǘƛƻƴ ǎǘŀǘǳǎ ǎƘƻǳƭŘ ōŜ 

ά¸ŜǎέΦ ̧ƻǳ Ŏŀƴ ǳǇŘŀǘŜ ǘƘŜ ŘƛǎŀōƭƛƴƎ ŎƻƴŘƛǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά9Řƛǘ /ƭƛŜƴǘέ ƭƛƴƪΦ  

¶ ±ŜǘŜǊŀƴ {ǘŀǘǳǎ ς {ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǊŜǎǇƻƴǎŜ ŀǎ ǊŜǇƻǊǘŜŘ ōȅ ǘƘŜ ŎƭƛŜƴǘΦ LŦ ȅƻǳ ǎŜƭŜŎǘ ά¸Ŝǎέ ŦƻǊ ±ŜǘŜǊŀƴ 

{ǘŀǘǳǎ ƘŜǊŜΣ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ±ŜǘŜǊŀƴǎ !ǎǎŜǎǎƳŜƴǘΦ 

¶ !ŘŘǊŜǎǎ ς !ŘŘ ǘƘŜ ŀŘŘǊŜǎǎ ǿƘŜǊŜ ǘƘŜ ŎƭƛŜƴǘ ŎǳǊǊŜƴǘƭȅ ǊŜǎƛŘŜǎ όŜƳŜǊƎŜƴŎȅ ǎƘŜƭǘŜǊΣ ŜǘŎΦύΦ LŦ ǘƘŜ ŎƭƛŜƴǘ ŜƴǘŜǊǎ 

ŜƳŜǊƎŜƴŎȅ ǎƘŜƭǘŜǊΣ ȅƻǳ ǎƘƻǳƭŘ ǳǎŜ ǘƘŜƛǊ ǇǊŜǾƛƻǳǎ ŀŘŘǊŜǎǎΦ 

¶ CŀƳƛƭȅ ς 5ƻ bh¢ ŜƴǘŜǊ ŀƴȅǘƘƛƴƎ ƛƴ ǘƘŜ άCŀƳƛƭȅέ ŦƛŜƭŘΦ /ƭƛŜƴǘ¢ǊŀŎƪ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ƘƻǳǎŜƘƻƭŘκŦŀƳƛƭȅ ŀŎŎƻǳƴǘ 

ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ 

¶ wŜƭŀǘƛƻƴǎƘƛǇ ǘƻ IŜŀŘ ƻŦ IƻǳǎŜƘƻƭŘ ς ²ƘŜƴ ŜƴǘŜǊƛƴƎ ǘƘŜ ŦƛǊǎǘ ŎƭƛŜƴǘ ƛƴ ǘƘŜ ƘƻǳǎŜƘƻƭŘΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ 

ŘŜŦŀǳƭǘ ǘƻ ά{ŜƭŦέΦ Lǘ ƛǎ ƛƳǇŜǊŀǘƛǾŜ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŜƴǘŜǊŜŘ ŎƻǊǊŜŎǘƭȅ ŦƻǊ ![[ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊǎΦ 

hǘƘŜǊǿƛǎŜΣ ȅƻǳǊ ǊŜǇƻǊǘǎ ǿƛƭƭ ƴƻǘ ŀŎŎǳǊŀǘŜƭȅ ǊŜŦƭŜŎǘ ǘƘŜ ŎƭƛŜƴǘǎ ŀƴŘ ƘƻǳǎŜƘƻƭŘ ƳŀƪŜπǳǇΦ 

ADDING HOUSEHOLD MEMBERS 

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

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

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

and add any number of household members at this time by repeating these steps. 

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

name. If the new household member is already in the system, click on the appropriate name in the search list that 

appears in the new window to attach the existing client record to the household. If the household member is a 

new client, click on ά/ŀƴŎŜƭέ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ǿƛƴŘƻǿ ŀƴŘ ǇǊƻŎŜŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ ƴŜǿ ƘƻǳǎŜƘƻƭŘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ 

required data fields.  
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Click ά{ŀǾŜ ϧ /ƭƻǎŜέ when finished adding household members. 

 

 

 

PROGRAM ENROLLMENT 

tǊƻƎǊŀƳǎ ǾŀǊȅ ƛƴ ǘƘŜƛǊ Řŀǘŀ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ /ƭƛŜƴǘ¢ǊŀŎƪ ǿƛƭƭ ǇǊƻƳǇǘ ȅƻǳ ǘƘǊƻǳƎƘ ǘƘŜ ǿƻǊƪŦƭƻǿ ǘƻ ŎƻƭƭŜŎǘ ŀƭƭ ƻŦ ǘƘŜ 

ǊŜǉǳƛǊŜŘ I¦5 Řŀǘŀ ŜƭŜƳŜƴǘǎ ŦƻǊ ȅƻǳǊ ǎǇŜŎƛŦƛŎ ǇǊƻƎǊŀƳΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ŀƭƭ ŦƛŜƭŘǎ ǿƛǘƘ ŀƴ ŀǎǘŜǊƛǎƪ ϝ ŀǊŜ ǊŜǉǳƛǊŜŘ 

Řŀǘŀ ŦƛŜƭŘǎ ŀƴŘ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǇǊƻŎŜŜŘ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ ǳƴǘƛƭ ŀƭƭ ƻŦ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜŘΦ  

Now, select your άtǊƻƎǊŀƳέ with the drop down box and then select which household members to enroll by 

clicking on the empty box beside the client(s) name. If a check mark appears by a client name on the program 

enrollment screen (as seen below), the client will be enrolled in your program. You can de-select a client by clicking 

on the check mark beside his/her name again to remove the check mark and ensure the client is not enrolled.  
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wŜƳŜƳōŜǊ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 9ƴǊƻƭƭƳŜƴǘ 5ŀǘŜ ƛŦ ȅƻǳ ŀǊŜ ōŀŎƪ ŘŀǘƛƴƎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƻ ŜƴǎǳǊŜ ŀŎŎǳǊŀǘŜ Řŀǘŀ 

ǉǳŀƭƛǘȅΣ ŜƴǘŜǊ ŀƭƭ ŎƭƛŜƴǘ Řŀǘŀ ƛƴ ŀ ǘƛƳŜƭȅ ƳŀƴƴŜǊΦ ά5ŀǘŜ ƻŦ aƻǾŜ Lƴέ ƛǎ ƻƴƭȅ ǇǊƻƳǇǘŜŘ ŦƻǊ ŎƭƛŜƴǘǎ ŜƴǊƻƭƭƛƴƎ ƛƴ 

Permanent Housing programs (RRH, PH, PSH). LŦ ȅƻǳ ŘƻƴΩǘ ŦƛƴŘ ȅƻǳǊ ǇǊƻƎǊŀƳ ƻǇǘƛƻƴ ǿƘŜƴ ŜƴǊƻƭƭƛƴƎ ŀ ŎƭƛŜƴǘΣ 

ŎŀƴŎŜƭ ǘƘŜ ǿƻǊƪŦƭƻǿ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ōƭŀŎƪ ά·έ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ ǎŎǊŜŜƴ ŦƻǳƴŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘπƘŀƴŘ ŎƻǊƴŜǊ ŀƴŘ 

ǇƭŜŀǎŜ ƴƻǘƛŦȅ LI/5! ƛƳƳŜŘƛŀǘŜƭȅ ōȅ ŜƳŀƛƭƛƴƎ HMISHelpDesk@ihcda.IN.gov Φ tǊƻƎǊŀƳ ƛƴŦƻǊƳŀǘƛƻƴ Ƴǳǎǘ ōŜ ǎŜǘ 

ǳǇ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ōŜŦƻǊŜ ȅƻǳ Ŏŀƴ ōŜƎƛƴ ǘƻ ŜƴǊƻƭƭ ŎƭƛŜƴǘǎΦ 

HMIS UNIVERSAL DATA ASSESSMENT FOR INTAKE WORKFLOW 

Complete all the required data fields indicated by an asterisk * and click ά{ŀǾŜέ to continue. 

mailto:HMISHelpDesk@ihcda.IN.gov
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Definitions of Universal Data Assessment Requirements 

¶ !ǎǎŜǎǎƳŜƴǘ 5ŀǘŜ ς 5ŀǘŜ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ǿŀǎ ŎƻƳǇƭŜǘŜŘ ǿƛǘƘ ǘƘŜ ŎƭƛŜƴǘ όŦƛŜƭŘ ǿƛƭƭ ŀǳǘƻπŦƛƭƭ ǿƛǘƘ ǘƻŘŀȅΩǎ 

ŘŀǘŜύΦ 

¶ !ǎǎŜǎǎƳŜƴǘ ¢ȅǇŜ ς 5ŜŦŀǳƭǘŜŘ ŀƴŘ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ ŘǳǊƛƴƎ ǘƘŜ ǿƻǊƪŦƭƻǿΦ LŦ ȅƻǳ ƴƻǘƛŎŜ ǘƘŀǘ ȅƻǳΩǊŜ 

ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ ƛƴŎƻǊǊŜŎǘ ŀǎǎŜǎǎƳŜƴǘΣ ŎƻƴǘŀŎǘ ǘƘŜ IaL{ IŜƭǇ 5Ŝǎƪ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ōŜ ŀǎǎƛǎǘŜŘΦ  
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¶ !ǎǎŜǎǎƻǊ ς /ŀǎŜ ƳŀƴŀƎŜǊ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ŀƴŘ ǿƘƻ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ŀƭƭ ŎŀǎŜ 

ƳŜƳōŜǊǎΦ 

¶ tǊƻƎǊŀƳ ς 5ƛǎǇƭŀȅǎ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ tǊƻƎǊŀƳ ƛƴ ǿƘƛŎƘ ŎƭƛŜƴǘ ƛǎ ŜƴǊƻƭƭŜŘ 

¶ 5ƛǎŀōƭƛƴƎ /ƻƴŘƛǘƛƻƴ ς 9ƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀƴǎǿŜǊ ό¸ŜǎΣ bƻΣ /ƭƛŜƴǘ 5ƻŜǎƴΩǘ YƴƻǿΣ /ƭƛŜƴǘ wŜŦǳǎŜŘΣ 5ŀǘŀ bƻǘ 

/ƻƭƭŜŎǘŜŘύ 

¶ /ƭƛŜƴǘ [ƻŎŀǘƛƻƴ ς 5ŜŦŀǳƭǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ƛǎ ǎŜǘ ǳǇ ǿƛǘƘ ȅƻǳǊ ǇǊƻƎǊŀƳ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ 

ƛǎ ƳƛǎǎƛƴƎ ǿƘŜƴ ŎƻƳǇƭŜǘƛƴƎ ŀƴ ŀǎǎŜǎǎƳŜƴǘΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ IaL{ IŜƭǇ 5ŜǎƪΦ  

¶ tǊƛƻǊ [ƛǾƛƴƎ {ƛǘǳŀǘƛƻƴ ς LŘŜƴǘƛŦȅ ǿƘŜǊŜ ǘƘŜ ŎƭƛŜƴǘ ǿŀǎ ǎǘŀȅƛƴƎ ƻƴ ǘƘŜ ƴƛƎƘǘ ōŜŦƻǊŜ ǘƘŜ ŎƭƛŜƴǘ ƛǎ ŜƴǊƻƭƭŜŘ ƛƴ 

ȅƻǳǊ ǇǊƻƎǊŀƳΦ ¢ƘŜ ōǳƛƭǘπƛƴ ƭƻƎƛŎ ǿƛƭƭ ǇǊƻƳǇǘ ȅƻǳ ŦƻǊ ƳƻǊŜ Řŀǘŀ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ƳŀŘŜ ŦƻǊ ǘƘƛǎ 

ǉǳŜǎǘƛƻƴΦ ¢ƘƻǎŜ ŀŘŘƛǘƛƻƴŀƭ Řŀǘŀ ŜƭŜƳŜƴǘǎ ŀǊŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 

o [ŜƴƎǘƘ ƻŦ ǎǘŀȅ ƛƴ ǇǊƛƻǊ ƭƛǾƛƴƎ ǎƛǘǳŀǘƛƻƴ  

o !ǇǇǊƻȄƛƳŀǘŜ ŘŀǘŜ ƘƻƳŜƭŜǎǎƴŜǎǎ ǎǘŀǊǘŜŘ 

o wŜƎŀǊŘƭŜǎǎ ƻŦ ǿƘŜǊŜ ǘƘŜȅ ǎǘŀȅŜŘ ƭŀǎǘ ƴƛƎƘǘ ς bǳƳōŜǊ ƻŦ ǘƛƳŜǎ ǘƘŜ ŎƭƛŜƴǘ Ƙŀǎ ōŜŜƴ ƻƴ ǘƘŜ 

ǎǘǊŜŜǘǎΣ ƛƴ 9{Σ ƻǊ {I ƛƴ ǘƘŜ Ǉŀǎǘ ǘƘǊŜŜ ȅŜŀǊǎ ƛƴŎƭǳŘƛƴƎ ǘƻŘŀȅ 

o ¢ƻǘŀƭ ƴǳƳōŜǊ ƻŦ ƳƻƴǘƘǎ ƘƻƳŜƭŜǎǎ ƻƴ ǘƘŜ ǎǘǊŜŜǘΣ ƛƴ 9{Σ ƻǊ {I ƛƴ ǘƘŜ Ǉŀǎǘ ǘƘǊŜŜ ȅŜŀǊǎ π 5ŀǘŀ ƛƴ 

ǘƘƛǎ ǎŜŎǘƛƻƴ ƛǎ ǳǎŜŘ ŀƭƻƴƎ ǿƛǘƘ ŘƛǎŀōƭƛƴƎ ŎƻƴŘƛǘƛƻƴ ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ ŀ ŎƭƛŜƴǘ ƛǎ ŎƘǊƻƴƛŎŀƭƭȅ 

ƘƻƳŜƭŜǎǎΦ I¦5 ǎǘǊƻƴƎƭȅ ŜƴŎƻǳǊŀƎŜǎ IaL{ ǳǎŜǊǎ ǘƻ Ƨǳǎǘ ŀǎƪ ǘƘŜ ŎƭƛŜƴǘ ŦƻǊ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ 

ǊŜŎƻǊŘ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀƴǎǿŜǊΦ !ǘǘŜƳǇǘƛƴƎ ǘƻ ǘƛŜ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ǊŜǎǇƻƴǎŜ ǿƛǘƘ ŘŜŦƛƴƛǘƛƻƴǎ ƻǊ 

ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǊŜǉǳƛǊŜƳŜƴǘ ƛǎ ƴƻǘ ǘƘŜ ŀǘǘŜƳǇǘ ƻŦ ǘƘƛǎ ǉǳŜǎǘƛƻƴΦ  

¶ IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ !ǎǎŜǎǎƳŜƴǘ ς /ƻƳǇƭŜǘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ƛƴǎǳǊŀƴŎŜ 

ǎǘŀǘǳǎΦ LŦ ŀ ŎƭƛŜƴǘΩǎ ƘŜŀƭǘƘ ƛƴǎǳǊŀƴŎŜ ǎǘŀǘǳǎ Ƙŀǎ ŎƘŀƴƎŜŘΣ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǘȅǇŜ ƻŦ ƛƴǎǳǊŀƴŎŜ ǘƻ άbƻέ 

ŀƴŘ ǘƘŜƴ ŀŘŘ ŀƴ ŜƴŘ ŘŀǘŜΦ ¢ƘŜƴ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ ǎǘŀǘǳǎ ǘƻ άbƻέ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ ǘƻ 

ŎƻƴǘƛƴǳŜΦ  

VETERAN ASSESSMENT FOR INTAKE WORKFLOW 

The Veteran Assessment will only be included in the workflow if you select ά¸Ŝǎέ for the ά±ŜǘŜǊŀƴ {ǘŀǘǳǎέ on the 

basic client information screen.  If the Veteran Status is άbƻΣέ 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 ά.ŀǎƛŎ /ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴέ ǎŎǊŜŜƴ ƻŦ ǘƘŜ ƛƴǘŀƪŜ ǿƻǊƪŦƭƻǿ ƻǊ 9Řƛǘ /ƭƛŜƴǘέ screen on the client 

record.  On the Veteran Assessment, select all ά¢ƘŜŀǘǊŜόǎύ ƻŦ hǇŜǊŀǘƛƻƴόǎύέ to move forward in the workflow. To 

indicate which operation the client served in, change the ά{ǘŀǘǳǎέ of the specific operation to ά¸Ŝǎέ with the drop 

down in that row. You can select more than one operation of service by changing the status to ά¸Ŝǎέ for each one.  

To complete the Veteran Assessment, click ά{ŀǾŜΦέ 
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HMIS BARRIERS ASSESSMENT FOR INTAKE WORKFLOW 

To select a barrier, click on the drop-down box for ά.ŀǊǊƛŜǊ tǊŜǎŜƴǘέ and change the status to ά¸Ŝǎέ for each 

barrier the clients disclose having, then complete any required fields that appear after selecting that specific 

barrier. If the client has no barriers, you must select άbƻέ in the ά.ŀǊǊƛŜǊ tǊŜǎŜƴǘέ column for each Barrier listed on 

the assessment. Please note that the date identified is the program enrollment date ς 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) 

 

If no barriers are present at enrollment, select all barriers and leave the ά.ŀǊǊƛŜǊ tǊŜǎŜƴǘέ status as άbƻέ and click 

ά{ŀǾŜ ϧ /ƭƻǎŜΦέ 
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 DOMESTIC VIOLENCE (DV) ASSESSMENT FOR INTAKE WORKFLOW 

 

/ƻƳǇƭŜǘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ 5ƻƳŜǎǘƛŎ ±ƛƻƭŜƴŎŜ !ǎǎŜǎǎƳŜƴǘΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƛŦ ŘƻƳŜǎǘƛŎ 

ǾƛƻƭŜƴŎŜ ƛǎ ǊŜǇƻǊǘŜŘ ŀƴŘ ȅƻǳ ǎŜƭŜŎǘ ά¸Ŝǎέ ŦƻǊ ά5ƻƳŜǎǘƛŎ ±ƛƻƭŜƴŎŜ 9ȄǇŜǊƛŜƴŎŜΣέ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ŦƻǊ ƳƻǊŜ 

ƛƴŦƻǊƳŀǘƛƻƴΦ LŦ ǘƘŜ ŎƭƛŜƴǘ ǊŜǇƻǊǘǎ ƴƻ ŘƻƳŜǎǘƛŎ ǾƛƻƭŜƴŎŜΣ ǘƘŜƴ ŎƭƛŎƪ ά{ŀǾŜέ ǘƻ ŎƻƴǘƛƴǳŜ ǘƘǊƻǳƎƘ ǘƘŜ ǿƻǊƪŦƭƻǿΦ  

INCOME AND SOURCES, NON-CASH BENEFITS 

/ƻƳǇƭŜǘŜ ǘƘŜ ǎǘŀǘǳǎ ŦƻǊ άLƴŎƻƳŜ ŦǊƻƳ !ƴȅ {ƻǳǊŎŜέ ŀƴŘ άbƻƴπ/ŀǎƘ .ŜƴŜŦƛǘǎ ŦǊƻƳ !ƴȅ {ƻǳǊŎŜέ ǿƛǘƘ ǘƘŜ ǇǊƻǾƛŘŜŘ 

ŘǊƻǇ Řƻǿƴ ƭƛǎǘǎΦ LŦ ǘƘŜ ǎǘŀǘǳǎ ŦƻǊ ŜƛǘƘŜǊ ƻŦ ǘƘŜǎŜ ŦƛƴŀƴŎƛŀƭ ǎƻǳǊŎŜǎ ƛǎ ά¸ŜǎΣέ ȅƻǳ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǎŜƭŜŎǘ ŀ 

ŎƻǊǊŜǎǇƻƴŘƛƴƎ ά¢ȅǇŜέ όŘŜŦƛƴƛǘƛƻƴǎ ōŜƭƻǿύ ƻŦ ƛƴŎƻƳŜκōŜƴŜŦƛǘ ŀƴŘ ǘƘŜ ŀƳƻǳƴǘ όƳƻƴǘƘƭȅ ŀƳƻǳƴǘύ ǿƛǘƘ ǘƘŜ ƭƛǎǘ ǘƘŀǘ 

ŀǇǇŜŀǊǎ ōŜƭƻǿ ǘƘŜ ǎǘŀǘǳǎ ŀŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ά¸ŜǎΦέ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ bƻƴπ/ŀǎƘ .ŜƴŜŦƛǘǎ ǿƛƭƭ ŀǇǇŜŀǊ ōŜƭƻǿ άLƴŎƻƳŜέΣ 

ŀƴŘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ƛƴǇǳǘ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴΦ !ƭǎƻ ƛƴǇǳǘ ŀƴȅ ƛƴŎƻƳŜ ŀ ŎƘƛƭŘ Ƴŀȅ ǊŜŎŜƛǾŜ όƛΦŜΦΣ {{5Lύ 

ƻƴ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ ƛƴŎƻƳŜκōŜƴŜŦƛǘǎ ƛƴŦƻǊƳŀǘƛƻƴΦ ¸ƻǳ ǿƛƭƭ ƴƻǘ ŎƻƳǇƭŜǘŜ ŀ CƛƴŀƴŎƛŀƭ !ǎǎŜǎǎƳŜƴǘ ŦƻǊ 

ŎƘƛƭŘǊŜƴ ƛƴ ǘƘŜ ƘƻǳǎŜƘƻƭŘΦ  



IHCDA 

Rev. January 

2023  

HMIS User Manual 32 

 

 

 

 

Definitions of Sources of Income  

¶ 9ŀǊƴŜŘ LƴŎƻƳŜ ς 9ƳǇƭƻȅƳŜƴǘ ƛƴŎƻƳŜ 

¶ {ŜƭŦπ9ƳǇƭƻȅƳŜƴǘ  

¶ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ ς LƴŎƻƳŜ ŦƻǊ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǿƘƻ Ƙŀǎ ōŜŜƴ ƛƴƧǳǊŜŘ ƻƴ ǘƘŜ Ƨƻō 

¶ ¦ƴŜƳǇƭƻȅƳŜƴǘ LƴǎǳǊŀƴŎŜ ς ¦ƴŜƳǇƭƻȅƳŜƴǘ ōŜƴŜŦƛǘǎ ŦǊƻƳ ǘƘŜ {ǘŀǘŜ 

¶ hǘƘŜǊ tŜƴǎƛƻƴ 

¶ {ǳǇǇƭŜƳŜƴǘŀƭ {ŜŎǳǊƛǘȅ LƴŎƻƳŜ ς ! ŦŜŘŜǊŀƭ ǇǊƻƎǊŀƳ ǇǊƻǾƛŘƛƴƎ ŀŘŘƛǘƛƻƴŀƭ ƛƴŎƻƳŜ ŦƻǊ ƻƭŘŜǊ ŀƴŘ 

ŘƛǎŀōƭŜŘ ƛƴŘƛǾƛŘǳŀƭǎ ǿƛǘƘ ƭƛǘǘƭŜ ǘƻ ƴƻ ƛƴŎƻƳŜ ǎǘǊŜŀƳ 

¶ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ 5ƛǎŀōƛƭƛǘȅ LƴŎƻƳŜ ς ! ƳƻƴǘƘƭȅ ŎƻƳǇŜƴǎŀǘƛƻƴ ǘƻ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ Ŏŀƴ ƴƻ ƭƻƴƎŜǊ ǿƻǊƪ 

ŘǳŜ ǘƻ ǘƘŜƛǊ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴǎ 

¶ wŜǘƛǊŜƳŜƴǘ ό{ƻŎƛŀƭ {ŜŎǳǊƛǘȅύ ς LƴŎƻƳŜ ǇŀȅƳŜƴǘ ǇǊƻǾƛŘŜŘ ōȅ ƎƻǾŜǊƴƳŜƴǘ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ ǉǳŀƭƛŦȅ 
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¶ ±ŜǘŜǊŀƴΩǎ tŜƴǎƛƻƴ 

¶ ±ŜǘŜǊŀƴΩǎ 5ƛǎŀōƛƭƛǘȅ tŀȅƳŜƴǘ 

¶ ¢!bC ς¢ŜƳǇƻǊŀǊȅ !ǎǎƛǎǘŀƴŎŜ ŦƻǊ bŜŜŘȅ CŀƳƛƭƛŜǎ 

¶ /ƘƛƭŘ {ǳǇǇƻǊǘ ς LƴŎƻƳŜ ǊŜŎŜƛǾŜŘ ŦǊƻƳ ƻƴŜ ǇŀǊŜƴǘ ǘƻ ŀƴƻǘƘŜǊ ǘƻ ŎŀǊŜ ŦƻǊ ŎƘƛƭŘǊŜƴ 

¶ hǘƘŜǊ LƴŎƻƳŜ ς !ƴȅ ƛƴŎƻƳŜ ƴƻǘ ǇǊŜǾƛƻǳǎƭȅ ƭƛǎǘŜŘ 

 

 

Definitions of Non-Cash Benefits 

¶ CƻƻŘ {ǘŀƳǇǎκaƻƴŜȅ ŦƻǊ CƻƻŘ ƻƴ .ŜƴŜŦƛǘǎ /ŀǊŘ ς aƻƴǘƘƭȅ ǇŀȅƳŜƴǘǎ ƛǎǎǳŜŘ ōȅ ǘƘŜ ƎƻǾŜǊƴƳŜƴǘ ǘƻ 

ǇŜǊǎƻƴǎ ǿƛǘƘ ƭƻǿ ƛƴŎƻƳŜ ǘƘŀǘ Ŏŀƴ ōŜ ǊŜŘŜŜƳŜŘ ŦƻǊ ŦƻƻŘ ŀǘ ǎǘƻǊŜǎΦ 

¶ {ǇŜŎƛŀƭ {ǳǇǇƭŜƳŜƴǘŀƭ bǳǘǊƛǘƛƻƴ tǊƻƎǊŀƳ ŦƻǊ ²ƻƳŜƴΣ LƴŦŀƴǘǎ ŀƴŘ /ƘƛƭŘǊŜƴ ό²L/ύ ς ! ǇǊƻƎǊŀƳ ƎŜŀǊŜŘ 

ǘƻǿŀǊŘ ǎǳǇǇƭȅƛƴƎ ƴǳǘǊƛǘƛƻƴŀƭ ŦƻƻŘ ŦƻǊ ŀǘ Ǌƛǎƪ ǇǊŜƎƴŀƴǘ ǿƻƳŜƴ ŀƴŘ ǘƘŜƛǊ ŦŀƳƛƭƛŜǎΦ 

¶ ¢!bC /ƘƛƭŘ /ŀǊŜ {ŜǊǾƛŎŜǎ ς /ƘƛƭŘŎŀǊŜ ŦǳƴŘƛƴƎ ŀǎǎƛǎǘŀƴŎŜ 

¶ ¢!bC ¢ǊŀƴǎǇƻǊǘŀǘƛƻƴ {ŜǊǾƛŎŜǎ ς ¢ǊŀƴǎǇƻǊǘŀǘƛƻƴ ŦǳƴŘƛƴƎ ŀǎǎƛǎǘŀƴŎŜ 

¶ hǘƘŜǊ ¢!bC CǳƴŘŜŘ {ŜǊǾƛŎŜǎ  

¶ hǘƘŜǊ {ƻǳǊŎŜ ς !ƴȅ ǎƻǳǊŎŜ ƴƻǘ ǇǊŜǾƛƻǳǎƭȅ ƭƛǎǘŜŘ  

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 

ŎƘƛƭŘΩǎ ŀǎǎŜǎǎƳŜƴǘ ŘƻŜǎ ƴƻǘ ǊŜǉǳƛǊŜ ŀǎ ƳǳŎƘ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ǘƘŜ ŀŘǳƭǘΩǎ ŀǎǎŜǎǎƳŜƴǘΦ /ƭƛŎƪ ά{ŀǾŜέ when finished 

with the assessment to continue in the workflow. 



IHCDA 

Rev. January 

2023  

HMIS User Manual 34 

 

 

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 ά.ŀǊǊƛŜǊǎ tǊŜǎŜƴǘέ status as άbƻέ and click ά{ŀǾŜ ϧ /ƭƻǎŜΦέ 

 

COMPLETING THE INTAKE WORKFLOW 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ǊŜǉǳƛǊŜŘ ŜƴǘǊȅ ŀǎǎŜǎǎƳŜƴǘǎ ŦƻǊ ȅƻǳǊ ŎƭƛŜƴǘ ŀƴŘ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊǎΣ ȅƻǳ ǿƛƭƭ ōŜ 

ǇǊƻƳǇǘŜŘ ǘƻ άCƛƴƛǎƘέ ǘƘŜ ǿƻǊƪŦƭƻǿΦ LŦ ǘƘŜ ǿƻǊƪŦƭƻǿ ƛǎ ŎƻƳǇƭŜǘŜΣ ǘƘŜƴ ŎƭƛŎƪ άCƛƴƛǎƘΦέ ̧ƻǳ ǿƛƭƭ ǘƘŜƴ ōŜ ŘƛǊŜŎǘŜŘ ōŀŎƪ 

ǘƻ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ ŎƭƛŜƴǘ ŘŀǎƘōƻŀǊŘΣ ŀƴŘ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ ƴŜǿ ǇǊƻƎǊŀƳ ŜƴǊƻƭƭƳŜƴǘ ǳƴŘŜǊ ά9ƴǊƻƭƭƳŜƴǘǎέ ƻƴ 

ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘΦ  
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LŦ ȅƻǳ ƴŜŜŘ ǘƻ Ǝƻ ōŀŎƪ ŀƴŘ ŎƘŀƴƎŜ ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ ǇǊƛƻǊ ǘƻ ŦƛƴƛǎƘƛƴƎΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ 

ǎǇŜŎƛŦƛŎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǿƻǊƪŦƭƻǿ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜǘǳǊƴ ǘƻ ƛƴ ǘƘŜ ǿƻǊƪŦƭƻǿ ǿƛƴŘƻǿ ǘƘŀǘ ŀǇǇŜŀǊǎ ƻƴ ǘƘŜ ƭŜŦǘπƘŀƴŘ ǎƛŘŜ ƻŦ 

ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘ όƻǳǘƭƛƴŜŘ ƛƴ ǊŜŘ ŀōƻǾŜύΦ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƭƛƴƪ ōŜǎƛŘŜ ǘƘŜ ƎǊŜŜƴ Řƻǘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŀǘ ǎǇŜŎƛŦƛŎ 

ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǿƻǊƪŦƭƻǿ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŜŘƛǘ ƛƴŦƻǊƳŀǘƛƻƴΦ  

PAUSING A WORKFLOW 

¸ƻǳ Ƴŀȅ ŀƭǎƻ άtŀǳǎŜέ ŀ ǿƻǊƪŦƭƻǿ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǇŀǳǎŜ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ƭƻǿŜǊ ƭŜŦǘπƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ 

ǿƻǊƪŦƭƻǿ ǿƛƴŘƻǿ ōŜǎƛŘŜ ǘƘŜ ōƭŀŎƪ ά·έΦ ¢ƘŜ ōƭŀŎƪ ά·έ ǿƛƭƭ ŎŀƴŎŜƭ ǘƘŜ ǿƻǊƪŦƭƻǿΦ ¢ƘŜ ǇŀǳǎŜ ŦŜŀǘǳǊŜ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ 

ǇŀǳǎŜ ǘƘŜ ǿƻǊƪŦƭƻǿ ŀǘ ŀƴȅ ǘƛƳŜ ǎƻ ȅƻǳ Ŏŀƴ ǊŜǘǳǊƴ ǘƻ ƛǘ ƭŀǘŜǊΦ  

 

¢ƻ ǊŜǎǳƳŜ ŀ ǇŀǳǎŜŘ ǿƻǊƪŦƭƻǿΣ ŎƭƛŎƪ ƻƴ άtŀǳǎŜŘ ²ƻǊƪŦƭƻǿǎέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ƭƛǎǘ /ƭƛŜƴǘ tǊƻŦƛƭŜ ŎƘƻƛŎŜǎ ƭƻŎŀǘŜŘ 

ƻƴ ǘƘŜ ƭŜŦǘπƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ   ōŜǎƛŘŜ ȅƻǳǊ ǇŀǳǎŜŘ ǿƻǊƪŦƭƻǿ ǘƻ ǎŜƭŜŎǘ άwŜǎǳƳŜέ 

ƛƴ ǘƘŜ ŘǊƻǇ ŘƻǿƴΦ ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ōŀŎƪ ǘƻ ǿƘŜǊŜ ȅƻǳ ǇŀǳǎŜŘ ǘƘŜ ǿƻǊƪŦƭƻǿΣ ŀƴŘ ȅƻǳ Ŏŀƴ ŦƛƴƛǎƘ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘǎ 

ŦƻǊ ǘƘŜ ǇǊƻƎǊŀƳ ŜƴǊƻƭƭƳŜƴǘΦ  
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UNIQUE PROGRAM REQUIREMENTS AT ENTRY 

¢ƘŜǊŜ ŀǊŜ ǾŀǊƛŀǘƛƻƴǎ ƛƴ Řŀǘŀ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ŘƛŦŦŜǊŜƴǘ ǇǊƻƎǊŀƳ ŜƴǊƻƭƭƳŜƴǘǎΦ Lƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜŎǘƛƻƴ ŀǊŜ 

ŘŜǎŎǊƛǇǘƛƻƴǎ ƻŦ ǘƘŜƛǊ ǳƴƛǉǳŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ŘǳǊƛƴƎ ǘƘŜ LƴǘŀƪŜ ǿƻǊƪŦƭƻǿ ŦƻǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇǊƻƎǊŀƳǎΥ 

1. {{±C 

2. t!¢I 

3. Iht²! 

4. wI  ̧

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 

ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ ŀ ŎƭƛŜƴǘΩǎ 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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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. 

 

SSVF also requires completion of the Veteran Information:  Branch and Discharge Status, Military Service Dates and 

Selection of the ά¢ƘŜŀǘǊŜόǎύ ƻŦ hǇŜǊŀǘƛƻƴǎέ 
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SSVF clients enrolling in the Prevention program will also be required to complete a Homeless Prevention 

Assessment as seen below. 
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PROJECTSS FOR ASSISTANCE IN TRANSITION FROM HOMELESSNESS (PATH) ENROLLMENT AT INTAKE 

¢ƻ ƳŀƴŀƎŜ ȅƻǳǊ t!¢I ǇǊƻƎǊŀƳ ŀƴŘ ŎƭƛŜƴǘǎ ƛƴ /ƭƛŜƴǘ¢ǊŀŎƪΣ ōŜ ǎǳǊŜ ǘƻ ƭƻƎ ƛƴǘƻ ǘƘŜ άнлнл IaL{έ ǿƻǊƪƎǊƻǳǇΦ Lƴ 
ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ŜƴǘǊȅ ŀǎǎŜǎǎƳŜƴǘǎ ƻǳǘƭƛƴŜŘ ŜŀǊƭƛŜǊ ƛƴ ǘƘƛǎ ƳŀƴǳŀƭΣ ǘƘŜ t!¢I ǇǊƻƧŜŎǘ ŜƴǊƻƭƭƳŜƴǘ ǿƛƭƭ ǊŜǉǳƛǊŜ ȅƻǳ ǘƻ 
ŘƻŎǳƳŜƴǘΥ  
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¶ 5ŀǘŜ ƻŦ 9ƴƎŀƎŜƳŜƴǘ π 5ŀǘŜ ƻŦ 9ƴƎŀƎŜƳŜƴǘ ƛǎ ŘŜŦƛƴŜŘ ŀǎ ǘƘŜ ŘŀǘŜ ƻƴ ǿƘƛŎƘ ŀƴ ƛƴǘŜǊŀŎǘƛǾŜ ŎƭƛŜƴǘ 

ǊŜƭŀǘƛƻƴǎƘƛǇ ǊŜǎǳƭǘǎ ƛƴ ŀ ŘŜƭƛōŜǊŀǘŜ ŎƭƛŜƴǘ ŀǎǎŜǎǎƳŜƴǘ ƻǊ ōŜƎƛƴƴƛƴƎ ƻŦ ŀ ŎŀǎŜ ǇƭŀƴΦ  

¶ 5ŀǘŜ t!¢I {ǘŀǘǳǎ 5ŜǘŜǊƳƛƴŜŘ ς 5ŀǘŜ ŎƭƛŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘ ƛƴ t!¢I ƛǎ ŘŜǘŜǊƳƛƴŜŘΦ  

¶ /ƭƛŜƴǘ .ŜŎŀƳŜ 9ƴǊƻƭƭŜŘ ƛƴ t!¢I π ! t!¢I ŜƴǊƻƭƭƳŜƴǘ ƻŎŎǳǊǎ ŀǘ ǘƘŜ Ǉƻƛƴǘ ǿƘŜƴ ŀ ŎƭƛŜƴǘ Ƙŀǎ 

ŦƻǊƳŀƭƭȅ ŎƻƴǎŜƴǘŜŘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǎŜǊǾƛŎŜǎ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ t!¢I ǇǊƻƧŜŎǘΦ ¢Ƙƛǎ ŘƻŜǎ ƴƻǘ ƳŜŀƴ 

ǘƘŜ ǘƛƳŜ ŀǘ ǿƘƛŎƘ ǘƘŜ ŎƭƛŜƴǘ ŦƻǊƳŀƭƭȅ ŎƻƴǎŜƴǘǎ ǘƻ ǎŜǊǾƛŎŜǎ ōȅ ŀ ŎƻƳƳǳƴƛǘȅ ƳŜƴǘŀƭ ƘŜŀƭǘƘ ŎŜƴǘŜǊΦ 

¶ wŜŀǎƻƴ bƻǘ 9ƴǊƻƭƭŜŘ ƛƴ t!¢I ς /ƻƳǇƭŜǘŜ ǘƘƛǎ Řŀǘŀ ŦƛŜƭŘ ƛŦ ŎƭƛŜƴǘ ƛǎ ƴƻǘ ŜƴǊƻƭƭŜŘ ƛƴ t!¢IΦ  

 

 

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

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

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

 

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. 
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Use the drop-down box to change the status of each field to ά¸Ŝǎέ if the data is reported. After ά¸Ŝǎέ is selected 

for T-cell (CD4) Count Available or Viral Load Available, additional fields will populate in the blue table below 

where the specific counts can be entered.  Complete the Family Financial Evaluation 

 

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 ά2020 RHYέ to manage the RHY program and client information. Be sure to log in 

appropriately when working with RHY clients.  

¸ƻǳ ǿƛƭƭ ŀƭǎƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŀǎǎŜǎǎƳŜƴǘǎΥ 

¶ .ŀǎƛŎ /ŀǊŜ tǊƻƎǊŀƳ ό./tύ 9ƴǊƻƭƭƳŜƴǘ {ǘŀǘǳǎ !ǎǎŜǎǎƳŜƴǘ όǎŜŜ ŀōƻǾŜύ 

¶ 9ƳǇƭƻȅƳŜƴǘ !ǎǎŜǎǎƳŜƴǘ 

¶ IŜŀƭǘƘ !ǎǎŜǎǎƳŜƴǘ 

¶ /ƻƳƳŜǊŎƛŀƭ {ŜȄǳŀƭ 9ȄǇƭƻƛǘŀǘƛƻƴ ŀƴŘ /ƻƳƳŜǊŎƛŀƭ [ŀōƻǊ 9ȄǇƭƻƛǘŀǘƛƻƴ !ǎǎŜǎǎƳŜƴǘ 

¶ /ǊƛǘƛŎŀƭ LǎǎǳŜόǎύ !ǎǎŜǎǎƳŜƴǘ 
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¶ CƻǊƳŜǊƭȅ ²ŀǊŘ ƻŦ !ǎǎŜǎǎƳŜƴǘ 

 

Basic Care Program (BCP) Enrollment Status Assessment ς Complete the required data and click ά{ŀǾŜέ to 

continue. 

9ƳǇƭƻȅƳŜƴǘ !ǎǎŜǎǎƳŜƴǘ ς ¢ƘŜ ōǳƛƭǘπƛƴ ƭƻƎƛŎ ǿƛƭƭ ǊŜǉǳƛǊŜ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ 

ŜƳǇƭƻȅƳŜƴǘ ǎǘŀǘǳǎΦ /ƭƛŎƪ ά{ŀǾŜέ ǘƻ ŎƻƴǘƛƴǳŜΦ 

 

/ƘƛƭŘ 9ŘǳŎŀǘƛƻƴ !ǎǎŜǎǎƳŜƴǘ ς /ƻƳǇƭŜǘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ Řŀǘŀ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ ǘƻ ŎƻƴǘƛƴǳŜΦ 
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Health Assessment - Complete the required data and click ά{ŀǾŜέ to continue. 

 

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

Complete the required data and click ά{ŀǾŜέ to continue. 
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System Use Assessment ς Complete all the required data to move forward in the workflow. Be sure to check both 

ά{ȅǎǘŜƳǎέ and change the default status of ά/ƘƛƭŘ ²ŜƭŦŀǊŜκCƻǎǘŜǊ /ŀǊŜ !ƎŜƴŎȅέ and/or άWǳǾŜƴƛƭŜ WǳǎǘƛŎŜ {ȅǎǘŜƳέ 

to ά¸Ŝǎέ if the client reports being a ward of that system. Again, the built-in logic may require additional data 

ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǎǇƻƴǎŜǎΦ Click ά{ŀǾŜέ to continue. 

 

ADDING SERVICES 

After completing an enrollment for a client, you can document services associated with the program enrollment 

ǿƛǘƘ ǘƘŜ άClient Enrollment and Client Servicesέ ƭƛƴƪ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ƭƛǎǘ ƻŦ ŎŀǎŜ ƳŀƴŀƎŜƳŜƴǘ ǘƻƻƭǎ ƻƴ ǘƘŜ ƭŜŦǘ-hand 

side of the client record. To add a service, click ά{ŜǊǾƛŎŜǎέ and this will open the Services window where you can 

click on άAdd New Serviceέ to document a new service. 

 

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 

ōŜ ŎƻǾŜǊŜŘ ƭŀǘŜǊ ƛƴ ǘƘŜ ƳŀƴǳŀƭΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǎŜǊǾƛŎŜǎ Ŏŀƴ ōŜ ǘŀƛƭƻǊŜŘ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƴŜŜŘǎΦ LŦ ŀ ǎŜǊǾƛŎŜ 

does not ŀǇǇŜŀǊ ƛƴ ȅƻǳǊ ŀƎŜƴŎȅΩǎ ƻǇǘƛƻƴǎΣ ŎƻƴǘŀŎǘ ǘƘŜ ƘŜƭǇ ŘŜǎƪ ǘƻ ǊŜǉǳŜǎǘ ǘƘŀǘ ƛǘ ōŜ ŀŘŘŜŘΦ 
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²ƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ŘƻŎǳƳŜƴǘƛƴƎ ŀ ǎŜǊǾƛŎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ōŀŎƪ ǘƻ ǘƘŜ 

{ŜǊǾƛŎŜǎ ƘƻƳŜ ǎŎǊŜŜƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŜŘƛǘ ƻǊ ŘŜƭŜǘŜ ŀ ǎŜǊǾƛŎŜ ȅƻǳ ŎǊŜŀǘŜŘΦ  

CASE NOTES 

¢ƛƳŜƭȅ ŀƴŘ Ǌƻōǳǎǘ ŎŀǎŜ ƴƻǘŜǎ ŀǎǎƛǎǘ ȅƻǳ ŀƴŘ ƻǘƘŜǊ ŎŀǎŜ ƳŀƴŀƎŜǊǎ ŀǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ƛƴ ǎŜǊǾƛƴƎ ȅƻǳǊ ŎƭƛŜƴǘǎΦ  Lǘ ƛǎ 

ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ƳŜŜǘƛƴƎǎΣ ŎŀƭƭǎΣ ǎŜǊǾƛŎŜǎΣ ŀƴŘ ƻǘƘŜǊ ǊŜƭŜǾŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ȅƻǳǊ ŎƭƛŜƴǘ ŀǊŜ 

ǇǊƻǇŜǊƭȅ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ŎŀǎŜ ƴƻǘŜǎΦ 

¢ƻ ŀŘŘ ŎŀǎŜ ƴƻǘŜǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƭƛŜƴǘ tǊƻŦƛƭŜέ ƭƛƴƪ ƻƴ ǘƘŜ ƭŜŦǘπƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  bŜȄǘΣ ŎƭƛŎƪ ƻƴ ά/ŀǎŜ bƻǘŜǎέΦ 

/ƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘπƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ !ƴȅ ŎŀǎŜ ƴƻǘŜǎ ŎǊŜŀǘŜŘ ŦƻǊ ŀ ŎƭƛŜƴǘ ŀǊŜ 

ǊŜǎǘǊƛŎǘŜŘ ǘƻ ŎŀǎŜ ƳŀƴŀƎŜǊǎ ǿƛǘƘƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ bƻ ƻƴŜ ƻǳǘǎƛŘŜ ƻŦ ȅƻǳǊ ŀƎŜƴŎȅ Ŏŀƴ ǾƛŜǿ ȅƻǳǊ ŎŀǎŜ ƴƻǘŜǎΦ  
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hƴŎŜ ŀ ŎŀǎŜ ƴƻǘŜ ƛǎ ŎǊŜŀǘŜŘΣ ƛǘ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ŀ ƭƛǎǘ ƻŦ ŎŀǎŜ ƴƻǘŜǎ ƻƴ ǘƘŜ /ŀǎŜ bƻǘŜǎ ƘƻƳŜ ǎŎǊŜŜƴΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ 

ǘƘǊŜŜ Řƻǘǎ   ōŜǎƛŘŜ ǘƘŜ ŎŀǎŜ ƴƻǘŜ ǘƻΥ 

 
¶ ±ƛŜǿ /ŀǎŜ bƻǘŜ 

¶ 9Řƛǘ /ŀǎŜ bƻǘŜ 

¶ 5ŜƭŜǘŜ /ŀǎŜ bƻǘŜ 



IHCDA 

Rev. January 

2023  

HMIS User Manual 48 

 

 

¸ƻǳ Ŏŀƴ ŀƭǎƻ ǎŜƭŜŎǘ ŎŀǎŜ ƴƻǘŜǎ ǘƻ ǇǊƛƴǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άtǊƛƴǘέ ōƻȄ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ŦŀǊ ŎƻƭǳƳƴ ŀƴŘ ŎƭƛŎƪƛƴƎ  

ƻƴ ǘƘŜ άtǊƛƴǘ {ŜƭŜŎǘŜŘέ ōǳǘǘƻƴ ōŜǎƛŘŜ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ǇǊƛƴǘ ŀƭƭ ǘƘŜ άŎƘŜŎƪŜŘέ ŎŀǎŜ ƴƻǘŜǎΦ  

UPDATE/ANNUAL ASSESSMENT 

The most common data quality error, and data element with the highest error rate across the different project 

types, is Income and Sources at Annual Assessment. This How to guide will help you know how to identify this 

issue and correct it. You can also visit the HMIS Manual to review how to properly enter annual assessments thus 

ŀǾƻƛŘƛƴƎ ǘƘƛǎ Řŀǘŀ ǉǳŀƭƛǘȅ Řŀǘŀ ƛƴ ǘƘŜ ŦǳǘǳǊŜΦέ  

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

for collection at annual assessment must be entered with an Information Date of no more than 30 days before or 

ŀŦǘŜǊ ǘƘŜ ŀƴƴƛǾŜǊǎŀǊȅ ƻŦ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ tǊƻƧŜŎǘ {ǘŀrt Date, regardless of the date of the most recent 

ΨǳǇŘŀǘŜΩ ƻǊ ŀƴȅ ƻǘƘŜǊ Ψŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘΩΦ LƴŦƻǊƳŀǘƛƻƴ Ƴǳǎǘ ōŜ ŀŎŎǳǊŀǘŜ ŀǎ ƻŦ ǘƘŜ LƴŦƻǊƳŀǘƛƻƴ 5ŀǘŜΦ ¢ƘŜ Řŀǘŀ 

collection stage may not be inferred from the Information Date, although the field must have an Information Date 

recorded with it. To be considered reportable to HUD as an annual assessment, data must be stored with a Data 

/ƻƭƭŜŎǘƛƻƴ {ǘŀƎŜ ƻŦ Ψ!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘΩΦ ¢ƘŜ !ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘ Ƴǳǎǘ ƛƴŎƭǳŘŜ ǳǇŘŀǘƛƴƎ ōƻǘƘ ǘƘŜ ƘŜŀŘ ƻŦ 

ƘƻǳǎŜƘƻƭŘΩǎ ǊŜŎƻǊŘ ŀƴŘ ŀƴȅ ƻǘƘŜǊ ŦŀƳƛƭȅ ƳŜƳōŜǊǎ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜΦέ 

In our efforts to improve our data quality, we highly encourage HMIS end user to log an annual assessment 15 

days prior or 15 days after the anniversary of the project start date instead of the 60-day window mentioned 

above. This is to avoid confusion with months that are 31 days long and could negatively impact our data quality if 

end-users do not log the annual assessment 30 days prior or 30 days after the anniversary of the project start date.  

1. ¢ƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ƛǎǎǳŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƭƛŜƴǘǎέ ƛŎƻƴ ƻƴ ǘƘŜ ōƭǳŜ ƭŜŦǘπǎƛŘŜ ƳŜƴǳΣ ŦƛƴŘ ȅƻǳǊ ŎƭƛŜƴǘΣ ŀƴŘ ǿƘŜƴ ȅƻǳ 

ŀǊŜ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ŘŀǎƘōƻŀǊŘ ŎƭƛŎƪ ƻƴ ά/ƻƳƳƻƴ /ƭƛŜƴǘ !ǎǎŜǎǎƳŜƴǘǎέ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

https://files.hudexchange.info/resources/documents/FY-2022-HMIS-Data-Standards-Manual.pdf
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2. ! ŘǊƻǇπŘƻǿƴ ƳŜƴǳ ǿƛƭƭ ŀǇǇŜŀǊΦ /ƭƛŎƪ ƻƴ άaŀǎǘŜǊ !ǎǎŜǎǎƳŜƴǘǎέΦ 

 

 

3. [ƻŎŀǘŜ ǘƘŜ ŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘ όƛǘ ǎŀȅǎ ά!ƴƴǳŀƭέ ǳƴŘŜǊ ǘƘŜ ¢ȅǇŜ ŎƻƭǳƳƴύ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƘǊŜŜ Řƻǘǎ ƴŜȄǘ ǘƻ 

ƛǘΦ  
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4. /ƘƻƻǎŜ ά±ƛŜǿ wŜƭŀǘŜŘ 9ƴǊƻƭƭƳŜƴǘ ƻǊ !ǇǇƭƛŎŀǘƛƻƴǎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇπŘƻǿƴ ƭƛǎǘΦ 

 

5. LŦ ǘƘŜ ŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ ōȅ ŦƛƭƭƛƴƎ ƻǳǘ ǘƘŜ ƎǳƛŘŜƭƛƴŜǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ IaL{ ¦ǎŜǊ aŀƴǳŀƭΣ 

ǘƘŜƴ ǘƘŜ ŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘ ǿƛƭƭ ōŜ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŜƴǊƻƭƭƳŜƴǘ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ  
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6. LŦ ǘƘƛǎ ƛǎ ƴƻǘ ǘƘŜ ŎŀǎŜΣ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ƴƻǘ ǎŜŜ ǘƘƛǎ ŀƴŘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƻǊǊŜŎǘ ǘƘŜ ŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘΣ ƻƴƭȅ ƛŦ 

ƛǘ ƛǎ ǿƛǘƘƛƴ ǘƘŜ слπŘŀȅ ǿƛƴŘƻǿ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘ ǎǘŀǊǘ ŘŀǘŜΦ LŦ ȅƻǳ Ŏŀƴ ŎƻǊǊŜŎǘ ǘƘƛǎ ƛǎǎǳŜΣ ǇƭŜŀǎŜ ŎƻƳǇƭŜǘŜ ŀƴ 

ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ ōȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ŘƛǊŜŎǘƛƻƴǎ ƛƴ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ Ƴŀƴǳŀƭ ά!ŘŘ bŜǿ !ƴƴǳŀƭ 

!ǎǎŜǎǎƳŜƴǘέ 

7. LŦ ȅƻǳ ŀǊŜ ŀǘǘŜƳǇǘƛƴƎ ǘƻ ŜƴǘŜǊ ŀƴ ŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘ ƻǳǘǎƛŘŜ ǘƘŜ слπŘŀȅ ǿƛƴŘƻǿ ƳŀƴŘŀǘŜ ŦǊƻƳ I¦5Σ 

ƳŜŀƴƛƴƎΣ ол Řŀȅǎ ǇǊƛƻǊ ƻǊ ол Řŀȅǎ ŀŦǘŜǊ ǘƘŜ ŀƴƴƛǾŜǊǎŀǊȅ ƻŦ ǘƘŜ tǊƻƧŜŎǘ {ǘŀǊǘ 5ŀǘŜΣ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ 

ǿŀǊƴƛƴƎ ƳŜǎǎŀƎŜ ǘƘŀǘ ǊŜŀŘǎ ά¢ƘŜ ŀǎǎŜǎǎƳŜƴǘ Řŀǘŀ ƛǎ ƻǳǘ ƻŦ ǘƘŜ слπŘŀȅ ǿƛƴŘƻǿ ƻŦ ǘƘŜ ŀƴƴǳŀƭ 

ŀǎǎŜǎǎƳŜƴǘΣ DǳƳƳȅ .ŜŀǊΩǎ !ƴƴƛǾŜǊǎŀǊȅ ŘŀǘŜ ƛǎ ммκноΦ {ŜǘǘƛƴƎ ŀƴ ŀƴƴƛǾŜǊǎŀǊȅ ƻǳǘǎƛŘŜ ǘƘŜ слπŘŀȅ 

ǿƛƴŘƻǿ Ƴŀȅ ŎŀǳǎŜ Řŀǘŀ ǉǳŀƭƛǘȅ ŀƴŘ ǊŜǇƻǊǘƛƴƎ ŜǊǊƻǊǎέ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ  

 

ADD NEW ANNUAL ASSESSMENT 

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

for collection at annual assessment must be entered with an Information Date of no more than 30 days before or 

ŀŦǘŜǊ ǘƘŜ ŀƴƴƛǾŜǊǎŀǊȅ ƻŦ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ tǊƻƧŜŎǘ {ǘŀǊǘ 5ŀǘŜΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ 

ΨǳǇŘŀǘŜΩ ƻǊ ŀƴȅ ƻǘƘŜǊ Ψŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘΩΦ LƴŦƻǊƳŀǘƛƻƴ Ƴǳǎǘ ōŜ ŀŎŎǳǊŀǘŜ ŀǎ ƻŦ ǘƘŜ LƴŦƻǊƳŀǘƛƻƴ 5ŀǘŜΦ ¢ƘŜ Řŀǘŀ 

collection stage may not be inferred from the Information Date, although the field must have an Information Date 

recorded with it. To be considered reportable to HUD as an annual assessment, data must be stored with a Data 

https://files.hudexchange.info/resources/documents/FY-2022-HMIS-Data-Standards-Manual.pdf
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/ƻƭƭŜŎǘƛƻƴ {ǘŀƎŜ ƻŦ Ψ!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘΩΦ ¢ƘŜ !ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘ Ƴǳǎǘ ƛƴŎƭǳŘŜ ǳǇŘŀǘƛƴƎ ōƻǘƘ ǘƘŜ ƘŜŀŘ ƻŦ 

ƘƻǳǎŜƘƻƭŘΩǎ ǊŜŎƻǊŘ ŀƴŘ ŀƴȅ ƻǘƘŜǊ ŦŀƳƛƭȅ ƳŜƳōŜǊǎ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜΦέ 

In our efforts to improve our data quality, we highly encourage HMIS end user to log an annual assessment 15 

days prior or 15 days after the anniversary of the project start date instead of the 60-day window mentioned 

above. This is to avoid confusion with months that are 31 days long and could negatively impact our data quality if 

end-users do not log the annual assessment 30 days prior or 30 days after the anniversary of the project start date 

 

 

 

1. CǊƻƳ ǘƘŜ /ƭƛŜƴǘΩǎ 5ŀǎƘōƻŀǊŘ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƘǊŜŜ Řƻǘǎ όŀŎǘƛƻƴ ƛŎƻƴύ ƭƻŎŀǘŜŘ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ 

ŜƴǊƻƭƭƳŜƴǘ ȅƻǳ ŀǊŜ ŀŘŘƛƴƎ ǘƘŜ ŀƴƴǳŀƭ ŀǎǎŜǎǎƳŜƴǘ ǘƻΦ 

2. bŜȄǘΣ ǎŜƭŜŎǘ ά¦ǇŘŀǘŜκ!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέΦ 

 

3. ¢ƘŜ άI¦5 tǊƻƎǊŀƳ 9ƴǊƻƭƭƳŜƴǘέ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅΦ  {ŜƭŜŎǘ άbƻ /ƘŀƴƎŜǎέ ƛƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ 

ǘƘŜ ǎŎǊŜŜƴΦ 

4. bŜȄǘΣ ƛǎ ǘƘŜ ά¢ȅǇŜ ƻŦ !ǎǎŜǎǎƳŜƴǘέ ǎŎǊŜŜƴ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ǎŜƭŜŎǘ άbŜǿ !ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ 

 

5. /ƻƳǇƭŜǘŜ ǘƘŜ ά¦ƴƛǾŜǊǎŀƭ 5ŀǘŀ !ǎǎŜǎǎƳŜƴǘέ ǘƘŜƴ ǎŜƭŜŎǘ ά{ŀǾŜέ 
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6. /ƻƳǇƭŜǘŜ ǘƘŜ άLƴŎƻƳŜ ŀƴŘ {ƻǳǊŎŜǎΣ bƻƴπ/ŀǎƘ .ŜƴŜŦƛǘǎέ ŀǎǎŜǎǎƳŜƴǘ ǘƘŜƴ ǎŜƭŜŎǘ ά{ŀǾŜ ŀƴŘ /ƭƻǎŜέ 

 

7. ¢ƻ ŦƛƴƛǎƘ ǘƘŜ ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ ŎƭƛŎƪ ǘƘŜ άCƛƴƛǎƘέ ōƻȄ ŀǎ ǎŜŜƴ ōŜƭƻǿ 
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8. ¸ƻǳ ǿƛƭƭ ƴƻǿ ǎŜŜ ǘƘŜ ά!ƴƴǳŀƭ !ǎǎŜǎǎƳŜƴǘέ ǊŜŦƭŜŎǘŜŘ ǳƴŘŜǊ ά/ƻƳƳƻƴ /ƭƛŜƴǘ !ǎǎŜǎǎƳŜƴǘǎέκέ aŀǎǘŜǊ 

!ǎǎŜǎǎƳŜƴǘǎέ ƻƴ ǘƘŜ /ƭƛŜƴǘΩǎ 5ŀǎƘōƻŀǊŘΦ 

 

 

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

ŀǎǎŜǎǎƳŜƴǘǎ ŦƻǊ ŀƭƭ ŜƴǊƻƭƭŜŘ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊǎΦ ¢ƘŜ ŀŘǳƭǘ ŀǎǎŜǎǎƳŜƴǘǎ ǿƛƭƭ ƭƻƻƪ ƭƛƪŜ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ 

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

PROGRAM DISCHARGE 
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²ƘŜƴ ŀ ŎƭƛŜƴǘ Ƙŀǎ ǘǊŀƴǎƛǘƛƻƴŜŘ ŦǊƻƳ ȅƻǳǊ ǇǊƻƧŜŎǘ ƻǊ ƛǎ ƴƻ ƭƻƴƎŜǊ ǊŜŎŜƛǾƛƴƎ ǎŜǊǾƛŎŜǎ ŦƻǊ ŀƴȅ ǊŜŀǎƻƴΣ ȅƻǳ ǿƛƭƭ 

ŘƛǎŎƘŀǊƎŜ ǘƘŜ ŎƭƛŜƴǘ ŦǊƻƳ ȅƻǳǊ ǇǊƻƎǊŀƳ ƛƴ /ƭƛŜƴǘ¢ǊŀŎƪ ǿƛǘƘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎǘŜǇǎΥ 

¶ Dƻ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘΦ 

 

¶ hƴ ǘƘŜ /ƭƛŜƴǘΩǎ 5ŀǎƘōƻŀǊŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƘǊŜŜ Řƻǘǎ όŀŎǘƛƻƴ ƛŎƻƴύ ōŜǎƛŘŜ ȅƻǳǊ ǇǊƻƧŜŎǘ ŜƴǊƻƭƭƳŜƴǘΦ  {ŜƭŜŎǘ 

ά9Ȅƛǘ ǘƘŜ 9ƴǊƻƭƭƳŜƴǘέ ƛƴ ǘƘŜ ŘǊƻǇπŘƻǿƴ ƭƛǎǘ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ 9Ȅƛǘ ǿƻǊƪŦƭƻǿ ŀƴŘ ǎŀǾŜ 

ŀǎ ȅƻǳ ƎƻΦ 

On the first screen of the exit workflow, you will be asked for the ά9Ȅƛǘ 5ŀǘŜΣέ ά5ŜǎǘƛƴŀǘƛƻƴΣέ ά9Ȅƛǘ wŜŀǎƻƴΣέ and 

whether to ά9ƴŘ /ŀǎŜ !ǎǎƛƎƴƳŜƴǘΦέ Please note that all fields with an asterisk * are required. 

 

HMIS UNIVERSAL DATA ASSESSMENT FOR EXIT WORKFLOW 

/ƻƳǇƭŜǘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ ǘƻ ŎƻƴǘƛƴǳŜΦ  bh¢9Υ LŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ƴƻǘ ŎƘŀƴƎŜŘ 

ŘǳǊƛƴƎ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘ ǇŜǊƛƻŘΣ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŜŦŀǳƭǘ /ƭƛŜƴǘΩǎ [ŀǎǘ !ǎǎŜǎǎƳŜƴǘέ ōǳǘǘƻƴ ǿƘƛŎƘ ǿƛƭƭ ǇƻǇǳƭŀǘŜ 

ǘƘŜ ŦƛŜƭŘǎ ǿƛǘƘ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ ŎƭƛŜƴǘ ŀǎǎŜǎǎƳŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴΦ 
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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 ά{ŀǾŜ ϧ /ƭƻǎŜέ in the lower right-hand corner. 

 

INCOME AND SOURCES, NON-CASH BENEFITS FOR EXIT WORKFLOW 

/ƻƳǇƭŜǘŜ ǘƘŜ CƛƴŀƴŎƛŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘ ŀǘ ŜȄƛǘ ŀƴŘ ŘƻŎǳƳŜƴǘ ŀƴȅ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ƘƻǳǎŜƘƻƭŘ 

ƛƴŎƻƳŜΦ .Ŝ ǎǳǊŜ ǘƻ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ŎƻƳǇƭŜǘŜ bƻƴπ/ŀǎƘ .ŜƴŜŦƛǘǎ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ /ƭƻǎŜέ ǿƘŜƴ ŦƛƴƛǎƘŜŘΦ 
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Definitions of Sources of Income 

¶ 9ŀǊƴŜŘ LƴŎƻƳŜ ς 9ƳǇƭƻȅƳŜƴǘ ƛƴŎƻƳŜ 

¶ {ŜƭŦπ9ƳǇƭƻȅƳŜƴǘ 

¶ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ ς LƴŎƻƳŜ ŦƻǊ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǿƘƻ Ƙŀǎ ōŜŜƴ ƛƴƧǳǊŜŘ ƻƴ ǘƘŜ Ƨƻō 
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¶ ¦ƴŜƳǇƭƻȅƳŜƴǘ LƴǎǳǊŀƴŎŜ ς ¦ƴŜƳǇƭƻȅƳŜƴǘ ōŜƴŜŦƛǘǎ ŦǊƻƳ ǘƘŜ {ǘŀǘŜ 

¶ hǘƘŜǊ tŜƴǎƛƻƴς LƴŎƻƳŜ ŦǊƻƳ ŀ ǇǊƛǾŀǘŜ ŜƳǇƭƻȅŜǊ ƻǊ ƳƛƭƛǘŀǊȅ ǊŜǘƛǊŜƳŜƴǘ Ǉŀȅ 

¶ {ǳǇǇƭŜƳŜƴǘŀƭ {ŜŎǳǊƛǘȅ LƴŎƻƳŜ ς ! ŦŜŘŜǊŀƭ ǇǊƻƎǊŀƳ ǇǊƻǾƛŘƛƴƎ ŀŘŘƛǘƛƻƴŀƭ ƛƴŎƻƳŜ ŦƻǊ ƻƭŘŜǊ ŀƴŘ ŘƛǎŀōƭŜŘ 

ƛƴŘƛǾƛŘǳŀƭǎ ǿƛǘƘ ƭƛǘǘƭŜ ǘƻ ƴƻ ƛƴŎƻƳŜ ǎǘǊŜŀƳ 

¶ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ 5ƛǎŀōƛƭƛǘȅ LƴŎƻƳŜ ς ! ƳƻƴǘƘƭȅ ŎƻƳǇŜƴǎŀǘƛƻƴ ǘƻ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ Ŏŀƴ ƴƻ ƭƻƴƎŜǊ ǿƻǊƪ ŘǳŜ ǘƻ 

ǘƘŜƛǊ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴǎ 

¶ wŜǘƛǊŜƳŜƴǘ ό{ƻŎƛŀƭ {ŜŎǳǊƛǘȅύ ς LƴŎƻƳŜ ǇŀȅƳŜƴǘ ǇǊƻǾƛŘŜŘ ōȅ ƎƻǾŜǊƴƳŜƴǘ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ ǉǳŀƭƛŦȅ 

¶ ±ŜǘŜǊŀƴΩǎ tŜƴǎƛƻƴ 

¶ ±ŜǘŜǊŀƴΩǎ 5ƛǎŀōƛƭƛǘȅ tŀȅƳŜƴǘ 

¶ ¢!bC ς¢ŜƳǇƻǊŀǊȅ !ǎǎƛǎǘŀƴŎŜ ŦƻǊ bŜŜŘȅ CŀƳƛƭƛŜǎ 

¶ /ƘƛƭŘ {ǳǇǇƻǊǘ ς LƴŎƻƳŜ ǊŜŎŜƛǾŜŘ ŦǊƻƳ ƻƴŜ ǇŀǊŜƴǘ ǘƻ ŀƴƻǘƘŜǊ ǘƻ ŎŀǊŜ ŦƻǊ ŎƘƛƭŘǊŜƴ 

¶ hǘƘŜǊ LƴŎƻƳŜ ς !ƴȅ ƛƴŎƻƳŜ ƴƻǘ ǇǊŜǾƛƻǳǎƭȅ ƭƛǎǘŜŘ 

 

Definitions of Non-Cash Benefits 

¶ CƻƻŘ {ǘŀƳǇǎκaƻƴŜȅ ŦƻǊ CƻƻŘ ƻƴ .ŜƴŜŦƛǘǎ /ŀǊŘ ς aƻƴǘƘƭȅ ǇŀȅƳŜƴǘǎ ƛǎǎǳŜŘ ōȅ ǘƘŜ ƎƻǾŜǊƴƳŜƴǘ ǘƻ 

ǇŜǊǎƻƴǎ ǿƛǘƘ ƭƻǿ ƛƴŎƻƳŜ ǘƘŀǘ Ŏŀƴ ōŜ ǊŜŘŜŜƳŜŘ ŦƻǊ ŦƻƻŘ ŀǘ ǎǘƻǊŜǎΦ 

¶ {ǇŜŎƛŀƭ {ǳǇǇƭŜƳŜƴǘŀƭ bǳǘǊƛǘƛƻƴ tǊƻƎǊŀƳ ŦƻǊ ²ƻƳŜƴΣ LƴŦŀƴǘǎ ŀƴŘ /ƘƛƭŘǊŜƴ ό²L/ύ ς ! ǇǊƻƎǊŀƳ ƎŜŀǊŜŘ 

ǘƻǿŀǊŘ ǎǳǇǇƭȅƛƴƎ ƴǳǘǊƛǘƛƻƴŀƭ ŦƻƻŘ ŦƻǊ ŀǘ Ǌƛǎƪ ǇǊŜƎƴŀƴǘ ǿƻƳŜƴ ŀƴŘ ǘƘŜƛǊ ŦŀƳƛƭƛŜǎΦ 

¶ ¢!bC /ƘƛƭŘ /ŀǊŜ {ŜǊǾƛŎŜǎ ς /ƘƛƭŘŎŀǊŜ ŦǳƴŘƛƴƎ ŀǎǎƛǎǘŀƴŎŜ 

¶ hǘƘŜǊ ¢!bC CǳƴŘŜŘ {ŜǊǾƛŎŜǎ 

¶ hǘƘŜǊ {ƻǳǊŎŜ ς !ƴȅ ǎƻǳǊŎŜ ƴƻǘ ǇǊŜǾƛƻǳǎƭȅ ƭƛǎǘŜŘ  

HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT EXIT 

/ƻƳǇƭŜǘŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ IaL{ ¦ƴƛǾŜǊǎŀƭ 5ŀǘŀ !ǎǎŜǎǎƳŜƴǘ ŀǘ ŜȄƛǘ ŦƻǊ ǘƘŜ ŎƘƛƭŘ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ ǘƻ 

ŎƻƴǘƛƴǳŜ 
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HMIS BARRIERS ASSESSMENT FOR CHILD AT EXIT 

Complete the Barriers Assessment for the child at exit. If no barriers are reported, click ά{ŀǾŜ ϧ /ƭƻǎŜέ to continue 

in the workflow. 

 

COMPLETING THE EXIT WORKFLOW 

²ƘŜƴ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ŀƭƭ ŜȄƛǘ ŀǎǎŜǎǎƳŜƴǘ ŦƻǊ ŀƭƭ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊǎΣ ȅƻǳ ǿƛƭƭ ōŜ ŀǎƪŜŘ ǘƻ ŦƛƴƛǎƘ ǘƘŜ ŜȄƛǘ 

ǿƻǊƪŦƭƻǿΦ /ƭƛŎƪ άCƛƴƛǎƘέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŘƛǎŎƘŀǊƎŜ ŦƻǊ ȅƻǳǊ ŎƭƛŜƴǘǎΦ  
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¸ƻǳ ǿƛƭƭ ǘƘŜƴ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ŘŀǎƘōƻŀǊŘ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ ǇǊƻƧŜŎǘ ŜȄƛǘ ŘŀǘŜǎ ŀǎ ǎŜŜƴ ōŜƭƻǿΦ  LŦ ȅƻǳ ŀƭǎƻ 

ǎŜƭŜŎǘŜŘ ά9ƴŘ /ŀǎŜ !ǎǎƛƎƴƳŜƴǘέ ƻƴ ǘƘŜ ŜȄƛǘ ǿƻǊƪŦƭƻǿΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŀǘ ȅƻǳǊ ǎǘŀǘǳǎ Ƙŀǎ ŎƘŀƴƎŜŘ ǘƻ άLƴŀŎǘƛǾŜέ ƻƴ 

ǘƘŜ ŎƭƛŜƴǘ ŘŀǎƘōƻŀǊŘ ǳƴŘŜǊ ά/ŀǎŜ aŀƴŀƎŜǊ !ǎǎƛƎƴƳŜƴǘǎΦέ  LŦ ȅƻǳ ŦƻǊƎƻǘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ōƻȄ ōŜǎƛŘŜ ά9ƴŘ /ŀǎŜ 

!ǎǎƛƎƴƳŜƴǘέ ŘǳǊƛƴƎ ǘƘŜ ŜȄƛǘ ǿƻǊƪŦƭƻǿΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƘǊŜŜ Řƻǘǎ όŀŎǘƛƻƴ ƛŎƻƴύ ōŜǎƛŘŜ ȅƻǳǊ ƴŀƳŜ ǳƴŘŜǊ ά/ŀǎŜ 

aŀƴŀƎŜǊέ ǘƻ ŜŘƛǘ ȅƻǳǊ ǎǘŀǘǳǎ ǘƻ άLƴŀŎǘƛǾŜέ ǘƻ ǊŜƳƻǾŜ ǘƘŜ ŘƛǎŎƘŀǊƎŜŘ ŎƭƛŜƴǘ ŦǊƻƳ ȅƻǳǊ ŎŀǎŜ ƭƻŀŘΦ 

 

  

 

Unique Program Requirements at Exit 

¢ƘŜǊŜ ŀǊŜ ǾŀǊƛŀǘƛƻƴǎ ƛƴ Řŀǘŀ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ŘƛŦŦŜǊŜƴǘ ǇǊƻƎǊŀƳ ŜȄƛǘǎΦ .Ŝƭƻǿ ŀǊŜ ǎŎǊŜŜƴǎƘƻǘǎ ƻŦ ǘƘŜ ǳƴƛǉǳŜ 

ŘƛǎŎƘŀǊƎŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ŘǳǊƛƴƎ ǘƘŜ ŜȄƛǘ ǿƻǊƪŦƭƻǿ ŦƻǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇǊƻƎǊŀƳǎΥ 
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1. t!¢I  

2. Iht²! 

3. wI¸ 

PATH AT EXIT 

¢ƘŜ ŎƭƛŜƴǘΩǎ Connection with SOAR will be asked again at exit. Complete the information and click ά{ŀǾŜέ to 

continue in the exit workflow. 

 

Enter the Current Living Situation information for the client and click ά{ŀǾŜέ to proceed in the exit workflow. This 

will conclude the PATH specific data requirements for a client at exit.  

 

HOPWA AT EXIT 

A completed άHOPWA Medical Assistance Assessmentέ will be required at exit for HOPWA. 








































































































