How to Guide: HMIS Coordinated Entry Exit

December 2019

Log in using the “2020 Coordinated Entry” workgroup and the “Coordinated Entry Region #” for your

Region as the organization.

1. On the “Clients” workspace, click on “Find Client” located in the menu on the left-hand side of
the screen. Enter the first two letters of the Client’s first name in the “First Name” box then
enter the first two letters of the Client’s last name in the “Last Name” box then click “Search”.
You can also search by SSN, DOB or the Client ID#.
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2. Select the Client from the search list. If you searched by Client ID#, the system will take you
directly to the Client Dashboard.
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3. From the “Client Dashboard”, click on the blue button to the left of the Client’s “Coordinated
Entry” enroliment. Next, click “Exit the Enrollment” option to launch the “Exit” workflow.
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4. The “Exit Date” is prefilled with the current date. To change the date, enter the correct date in
the text box.

5. Next, click on the “Destination” drop down arrow and select the Client’s destination. “Exit
Reason” is not a required field, however, please complete if possible. Click the “End Case
Assignment” button, then click “Save” in the bottom right-hand corner.
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To exit the client from the Enrollment, enter,

ExitDate: * 12/19/2019
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PLEASE NOTE: When choosing the EXIT Destination, it is important to choose the housing type the
Client is moving to. Pay special attention to whether it is “Temporary Tenure” or “Permanent Tenure”
when Client is moving in with Family or Friends. This will affect “Positive Housing Outcomes” for
reporting. “Temporary Tenure” is a Negative Outcome and “Permanent Tenure” is a Positive Outcome.

6. Complete the “Universal Data Assessment”, (for the “Health Insurance” portion, if the Client’s
information has not changed since their most recent assessment, click on “Default Last
Insurance Status” and the previous assessment information will prefill. Next, click “Save” in the
bottom right corner of the screen.

)rChentTI”aCk EEarEh n ‘ Lari Wood (Training) | Help | SignOut
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4 Universal Data Assessment folice
HUD Program
Exit Complete the information below related to the selected client's housing status and other relevant information
nox
Exit Enrollment fote
Exit Assessments ﬁ « Because 3.917 reflects real time data entry as described in the Data Dictionary, the Default Last Assessment butten 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:  * 12/19/2019

Age at Assessment 3

Assessment Type:  * | Exit v
Assessor. *  Lori Wood Q
Program My Fake IHCDA Coordinated Entry (R1)

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:  * |- SELECT - v
Type & Status & Reason No @ & Other Coverage &
Private ~SELECT- v| |-SELECT- v
Driuata . Emnlauar ~CEIECNT _ v ~CQEIELT v
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ee Today Tomorrow CLIENTID
12/1/1988  311-257898 201 ‘

HUD Program <+ Universal Data Assessment

Exit et oo

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.

I Exit Enrollment
Exit Assessments Default Last Insurance Status

Covered by Health Insurance: * |- SELECT - v
] Typea Status & Reason No @
Private — SELECT - v| |- SELECT-
Private - Employer —~SELECT - v| |-SELECT-
Private - Individual - SELECT - v| |-SELECT-
Medicare —~SELECT - v| |-SELECT-
Medicaid - SELECT - v| |—-SELECT -
‘State Children's Health Insurance Program S-CHIP —~SELECT - v| |—-SELECT -
Military Insurance —~SELECT - v| |-SELECT-
Other Public - SELECT - v| |-SELECT -
State Funded — SELECT - v| |- SELECT-

‘Combined Children’s Health Insurance / Medicaid Program | - SELECT - v | | —SELECT -

Indian Health Service (IHS) ZSELECT- v| [-SELECT-
Other ~SELECT - v| [~ SELECT-
Health Insurance obtained through COBRA ~SELECT - v| [~ SELECT-
Restrict to Organization (2]
Restriction

®) Restrict to MOU/InfoRelease

Other Coverage «

s e igde

@ Save

7. Income and Sources, Non-Cash Benefits: If the Client’s information has not changed since their
most recent income assessment, click on “Default Last Assessment” and the previous
assessment information will prefill. Otherwise, complete the information by clicking on the

drop-down boxes

Today Tomorrow CLIENTID
12/1/1988 311257898 01 ‘

Income and Sources, Non-Cash Benefits
HUD Program + '
Exit Indicate below the client’s sources of monthly income, non-cash benefits and expenses.

The following instructions are quoted from the HMIS Data Manual:
Exit Enrollment

a<Leoe 586

« 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

Exit Assessments  ~ « 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 household and adult household members. Projects may choose to collect this information for all household members including minor children, as long as
Barriers / Special Needs 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 + 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)

I Default Last Assessment I

Assessment Active

Assessment Date:  *  12/19/2019

Income from Any Source; * |~ SELECT — 0
Non-Cash Benefits from Any Source:  * |- SELECT — M 6
Expenses: ~ SELECT - 0
* () Restrict to Organization (2]
Restriction:

(®) Restrict to MOU/InfoRelease

@ Save and Close | > Skip
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8. If the Client answered “Yes” to “Income from any Source” and/or “Non-Cash Benefits from any
Source”, a corresponding source must be entered.

[# Income and Sources, Non-Cash Benefits

Income

o Type &
(] Earned Income
(] Self Employment
(] Worker's Compensation
O Unemployment Insurance
(] Other Pension
v X Supplemental Security Income
(] Social Security Disability Income
(] Retirement (Social Security)
(] Veteran's Pension
(] Veteran's Disability Payment
= TANF
(] Child Support

[l Other Income:

I Non-Cash Benefits I

L Type &

v X Food Stamps/Money for food on benefits card

Description &

o Special Supplemental Nutrition Program for Women, Infants, and Children

O TANF Child Care Services
(] TANF Transportation Services
(] Other TANF-funded Services

o Other Source

Restriction:

9. Click “Save and Close”.

*

Count/Total Monthly Income:

(0 Restrict to Organization
(®) Restrict to MOU/InfoRelease

Description &

(2]

Monthly
Amount &

$795.00

s e 8 8E

Restriction @* «

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease ¥

«

Restrict to MOU/InfoRelease

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease

«

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease

«

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease ¥

Restrict to MOU/InfoRelease

«

Restrict to MOU/InfoRelease v

Am’l\i?;::thlj Restriction @* ~

$80.00 | Restrict to MOU/InfoRelease v
Restrict to MOU/InfoRelease ¥
Restrict to MOU/InfoRelease v
Restrict to MOU/InfoRelease v
Restrict to MOU/InfoRelease ¥
Restrict to MOU/InfoRelease v

$89.00

@ Save and Close | + No Changes
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10. Quick Referral: Complete the “Enrollment” box by choosing the “Coordinated Entry” option.
11. If referring a Client to another Provider, complete the “Service”, “Refer to Provider” and
“Restriction” fields. Next, click “Save and Close” located in the bottom right corner.

[E Quick Referrals Lo i@ B8O

Use this form to identify multiple referrals for a client, quickly. Change the Referral Screen to filter pre-defined referrals available. To add additional referrals that are not listed, add new rows to the bottom of the form
Choose a service that the client needs and the list of providers will show all providers that provide that service.

Referral Date: *  12/19/2019
Enroliment:  * | 06/14/2018 - 12/19/2019 - My Fake IHCDA Coordinated Entry (R1) v _
Referring Provider Name: My Fake Organization Q

Referring User: Lori Wood Q
Q, search
+ el 2
Service* a Refer to Providers & Result & Result Date & Restriction @@* &
| CE - Case Management v AAFind Q —SELECT - v Restrict to MOU/InfoRelease v i)
v S

B Save | @ Save &Close = » Skip

12. Housing Assessment: Complete the “Housing Assessment Disposition” by clicking on the drop-
down menu and then clicking on the appropriate answer. Next, click “Save” in the bottom right
corner.

<4 Housing Assessment B < 0 &5 BB O

Use this form to collect the client's housing assessment disposition. HUD provides the following explanation of this data element in the HMIS Data Manual
To track client disposition following a brief assessment of critical housing needs. This data element may be used as part of a coordinated assessment system. The disposition response categories represent the different
types of continuum projects or other community assistance to which a client may be referred upon presenting to a coordinated assessment project or related point of contact with a request for assistance to address a

housing a crisis
Assessment Date:  * | 12/19/2019
Housing Assessment Disposition Applicant terminated prior to i v
* Restrict to Organization (=]

Restriction
®) Restrict to MOU/InfoRelease

Assessment Active
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13. To complete the “Exit” workflow, click “Finish”.
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Please contact the HMIS Help Desk at: HMISHelpDesk@ihcda.in.gov with additional questions.
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