How to Guide for Accessing Coordinated Entry Reports

December 2019

VI-SPDAT

1.

Log in to HMIS using the “2020 Coordinated Entry” workgroup and your “Coordinated Entry
Region #” as the organization.

From the “Home” workspace, locate the “HMIS Reports” function in the menu on the left-hand
side of the screen.

Click on “HMIS Reports” to expand the menu.
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After the menu expands beneath “HMIS Reports”, hover your cursor over “VISPDAT and SPDAT
Assessments” then move your cursor to the right and click on “VISPDAT (Single adults) or VI-F-
SPDAT (Families)”. PLEASE NOTE: The “SPDAT and F-SPDAT” options are not functional since
the IN BoS CoC does not utilize the full SPDAT tools.

During this tutorial, we will choose the “VISPDAT”.

A report will display with Client information, Assessment Date, Assessor, Total Score, and
Category Scores.

To view a specific Client record, click on the little blue button to the left of the Client’s name,
then click “Select Client” in the pop-up menu (this will take you to the Client’s dashboard).

To view the VI-SPDAT assessment, click “Edit/View Single Adult” in the pop-up menu (this will
take you to the actual completed VI-SPDAT for the Client).
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Prioritization List

1. From the “Home” workspace, locate the “Prioritization List” function in the menu on the left-
hand side of the screen.

2. Click on “Prioritization Lists”. The menu will expand below, click on “Prioritization List” to open
the report.
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3. Choose your “Coordinated Entry Region #” from the “Program” drop down menu.
a. You can also sort by Family Type, VISPDAT Range, Referred, Days Homeless and/or
Veteran Status by clicking on the corresponding drop-down menu then clicking on the
sort choice you want to see in the report.
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4. All columns with aA displayed in the heading can be sorted by clicking on theA
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5. Inthe screenshot below, we will sort the “Days Since Last VISPDAT” column by clicking on the
triangle, the clicking on “Sort Descending” in the pop-up menu.
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6. The list will sort and display the highest number of “Days Since Last VISPDAT” starting at the
top. This sort tool is helpful when monitoring your Prioritization List for Clients which require a
new VI-SPDAT. (All Coordinated Entry Clients are required to complete a new VI-SPDAT every
90 days to ensure we have their current information.)

7. Export the “Prioritization List’ by clicking on the “Excel Data Export” icon located at the top
right corner of the page. The icons can be identified by hovering your cursor over each choice.
A small pop-up window will appear with the identifying information for each icon.
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CE Length of Stay Report (Detail and Summary)

8. From the “Home” workspace, locate the “Coordinated Entry Reports” function in the menu on
the left-hand side of the screen.

9. Click on “Coordinated Entry Reports”. The menu will expand below, click on “CE Length of Stay
Report-Detail” to open the report.

10. Type in the “From Date” and “To Date”, select the “Program”, then click “Report” located in
the bottom right corner.
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11. The report will appear as seen below. You can export the report into Excel Data, PDF or Word
by clicking on the small disc icon located at the top of the report.
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12. “CE Length of Stay Report Summary” - From the “Home” workspace, locate the “Coordinated
Entry Reports” function in the menu on the left-hand side of the screen.

13. Click on “Coordinated Entry Reports”. The menu will expand below, click on “CE Length of Stay
Report Summary” to open the report.

14. Type in the “From Date” and “To Date”, select the “Program”, then click “Report” located in
the bottom right corner.
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15. The report will appear as seen below. You can export the report into Excel Data, PDF or Word
by clicking on the small disc icon located at the top of the report.
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Summary Count
Active Enrollments 123

New Enrollments 15
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Avg Length of Stay (Stayers) 716
Avg Length of Stay (Leavers) 288

D.

Emergency shelter.including hotel or motel paid for with emergency

shelter voucher. or RHY-funded Host Home shelter

Permanent housing (other than RRH) for formerly homeless persons

Place not meant for habitation (2 g a vehicle, an abandoned building.
i i outside)

Staying or living with family. permanent tenure

12/26/2019 8:14:11 AM
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16. “Open CE Enroliments with Housing Move In” - From the “Home” workspace, locate the
“Coordinated Entry Reports” function in the menu on the left-hand side of the screen.
17. Click on “Coordinated Entry Reports”. The menu will expand below, click on “Open CE

Enrollments with Housing Move In” to open the report.

18. Select the “Program”, then click “Report” located in the bottom right corner.

B JiclientTrack | - B

Lori Wood

G = o § Open CE Enroliments with Housing Move In
Standard Reports < Micp i

Retums a list of clicnts who have an open Coordinated Entry Enroliment and a Move In Date on a subsequent enrollment
My ClientTrack & ¥ .

Saved Report Settings

saved Repont Sottings seLecT

Program: [y Fake IMCDA Coordinated Entry (1) 7 | _

B <L 0o 86

sired settings description. To save the current report Setings, select Save Settings, type a description of the SeTNgs In the Save As field, select the report criteria, and nun te repert. The saved settings wiil

Schedule Report || X Cancel

19. The report will appear as seen below. You can export the report into Excel Data, PDF or Word
by clicking on the small disc icon located at the top of the report.

XClientTrack o |

Lori Wood

My Fake 014 ™ open CE Enroliments with Housing Move In

Find | Next @ = @

Open CE Enrollments With Housing Move-In
Criteria

‘ CE Program : My Fake IHCDA Coordinated Entry (R1)

CE Enrollment | Case Manager CE Exit |Project Start
Client ID Name Date For CE ate Date

Program

Move In
Date

3208 Brown, Danny 6/14/2018 Training 01 8/21/2018

Potter, Harry 712412017 Ken Davidson 7/26/2017

StateFarm, Jake 711242017 Ken Davidson 7/26/2017

My Fake Organization PH
CoG-R10

My Fake Organization PH
(CoC-R10)

My Fake Organization PH
(CoC-R10)

8/21/2018

7/26/2017

7/26/2017

12/26/2019 8:21:09 AM

report criteria

20. The clients listed on this report have a “Housing Move In Date” but have NOT been exited from
“Coordinated Entry”. Please find the Client’s CE HMIS record and exit the Client from their open

“Coordinated Entry” enrollment as of their “Housing Move In Date”.
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21. “CE Enrollments and PH Report” - From the “Home” workspace, locate the “Coordinated Entry
Reports” function in the menu on the left-hand side of the screen.

22. Click on “Coordinated Entry Reports”. The menu will expand below, click on “CE Enroliments
and PH Report” to open the report.

23. Enter the “Enroll From Date” and “Enroll To Date”, choose the “Organization” from the list or
Organizations displayed, choose the “Program(s)” you wish to view, then click “Report” located
in the bottom right corner.
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& e "
Program(s) ot ke i 45
T gram (Re

o
Project (S50-812)
[ LELHN B schecule Report | X cancel

x );’Cl{enLTr.!ck ERY - M Lori Wood (Training

Lori Wood
My Fake Organizatior

< 7 BCE Enron‘1 i) =

Saved Report Sef

To use provicusly saved report. The saved settings will appear in the

CE Enrollments & Permanent Housing Flow

Criteria
Date Range Date Range : From - 12262012 To o 12282010
Organization :
ndicate the time period f
Program :
Permanent
|
caso CE Enronl Project | Move-in
Chient ID|Name Members | Children | Date | CEExit start Date | Project Exit | Organization
1o 1 1212672019 8:59:45 AM

Organization(s)

Program(s)

Check the box to limit rzp cting each program separately. or click the Iconto se

24. The report will display as shown above. This is a helpful tool to track the length of time between
enrollment in Coordinated Entry and the Housing Move In Date. Again, the report can be
exported to Excel Data, PDF or Word.

8|Page



How to Guide for Accessing Coordinated Entry Reports
December 2019

25. “Diversion Extract Report” - From the “Home” workspace, locate the “Coordinated Entry
Reports” function in the menu on the left-hand side of the screen.
26. Click on “Coordinated Entry Reports”. The menu will expand below, click on “Diversion Extract
Report” to open the report.
27. Choose the “Organization(s)” from the list or Organizations displayed, choose the “Region” you
wish to view, then click “Report” located in the bottom right corner.
Home B JiclientTrack

[0 user bashboard Lor Wood

Global Administration

B CE Diversion Extract as o 56
Standard Reporis <'r| I CE Diveréion E¥a

My ClientTrack
HMIS Reports

Prioritization Lists

Coordinated En

ekdy
Monitoring Report

LLERY B schedule Report | x Cancel

28. The report will display as shown above. This tool is helpful in reviewing the success of Diversion.
The report can be exported to Excel Data or PDF.

CE Diversion Extract — [

CE Diversion Extract - Export to Excel for Full Data Set

12/26/2012 9:30 AM ClientTrack™

Report Criteria:

Region: 1
Org 1D My Fake Organization, My Sample Organization
a/29/2018 1 My Fake Organization
1/22r2018 1 My Fake Organization
12272018 1 My Fake Organization
372018 1 My Fake Organization
3/8/2018 1 My Fake Organization
3/M1372018 1 My Fake Organization
3/29/2018 1 My Fake Organization
B/26/2018 1 My Fake Organization
5/2/2018 1 My Fake Organization
6/1472018 1 My Fake Organization
6/26/2018 1 My Fake Organization
B/27/2018 1 My Fake Organization
62872018 1 My Fake Organization
6/28/2018 1 My Fake Organization
10/30/2018 1 My Fake Organization
10/30/2018 1 My Fake Organization
1/23/2019 1 My Fake Organization
1/22r2019 1 My Fake Organization
202772019 1 My Fake Organization
Lori Wood
ClientTrack™ Reporis 12/26/2019 9:30 AM

29. Once exported to Excel, a zero (0) indicates “No” and a one (1) indicates “Yes”.
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Fle Home Insert Draw Pagelajout Formulas Data  Review View Help  Acrobat /& Share 2 Comments
[ ko i Ji KK 9o Bugit | [ S E B e s Good  Neu &8 w2 by O
g 1S BIU. T o § ooy gy Conton Fomatas Explandtory . linkedcell [Note | it Dot Fomat | 2P Sotd Find&
< Format Pinter 87k rge & Center 07 W0 matting Table v : - TP e v | Qe Firere Seeav
Clipboard & Font & Alignment ] Number ) Styles Cells Editing
Al - £ | clientip
A B c ) £ F G H 1 ) K L M N o P Q R s T u v w X ¥ z A A
1 [clientD JName  Assessmentbate  Region  OrganizatiCaseMana Cisis_Lan Crsis_RerCrisis_EvicCriss_For Cisis_Cor Crisis_Car Crisis_Ove risis_Vio Cisis_Otf Diversion Diversion, Diversion Assistiec AsistCon AssistRer AssistRen AssistRen AssstUtiiAssitutil AssistUtil AssistOthAssistOth
2 2697 Butler,Re 8/29/201812:00AM 1 My Fake CMichelle Milliken 1 0 0
3| 3164 sands, Gig 1/22/201812:00AM:1 My Fake C Lori Wooc 0 0 0 0 0 1 0 0 0
4 3165 Newton, I 1/22/2018 12:00AM 1 My Fake CLori Wood 1 [} [} 0
5| 3169TestTest 3/7/20181200AM1 My Fake CKen David 1 1 1 1 1 1 1 P 1
6| 3169 Test,Test  3/8/20181200AM1 My Fake CKen Davidsen 0 0 0
7 3170 Monty, M 3/13/20181200AM 1 My Fake C Lori Wood 1 1 1
8| 3070 Monty, M, 3/29/2018 12:00AM 1 My Fake C Lori Wood 1 0 0
9| 3170 Monty,M; 6/26/2018 12:00AM:1 My Fake CJeff Murpl 1 1 1 1 1 1 1 1 1 1 1 1 0
0] 377MFDIL 5/2/20181200AM 1 My Fake C Lori Wood 1 0 0
1] 3197 Murdock, 6/14/2018 12:00AM 1 My Fake CTraining 0 1 0 0 0 0 0 0 0 0 1 0 0
12| 323 EffTest, C 6/26/2018 1200AM 1 My Fake Cleff Murpl 1 1 1 1 1 1 1 1 0 0 0 1
13) 3225 Test,CEW 6/27/2018 1200AM 1 My Fake Cleff Murpl 1 0 1 0 1 0 1 0 1 0 0 1 1 1 0 0
14| 3227 Test,CEin ﬁ/z&/zomu:oo;\mé My Fake Cleff Murpl 1 0 0 0 0 0 0 0 0 1 1 1 1 0 0 0 0
15| 3229 Test, CEln 6/28/2018 1200AM 1 My Fake Cleff Murpl 0 0 0 0 0 1 0 1 0 0 0 0
16| 3283 Winds, Hif 10/30/2018 1200 AM 1 My Fake CLori Wooc 0 0 1 0 0
17| 3285 Frog Kern 10/30/2018 1200AM 1 My Fake CTraining O 0 0 1 0 0
18] 3297 Wonka, W 1/23/2019 1200AM 1 My Fake CAutumn G 1 1 1 1 1 1 0 0 0 0 0 0
19 3303Laglet  1/22/20131200AM1 My Fake CLori Wood 1 0 0
20| 3306 Blue, Viol 2/27/2013 12:00AM 1 My Fake C Lori Wood 0 0 0
2
2|
3|
% |
&)
% |
77|
)

30. “Prioritization List Weekly Monitoring Report” - From the “Home” workspace, locate the
“Coordinated Entry Reports” function in the menu on the left-hand side of the screen.

31. Click on “Coordinated Entry Reports”. The menu will expand below, click on “Prioritization List
Weekly Monitoring Report” to open the report.

32. All regions are included in this report. This tool is helpful in monitoring your region’s CE
enrollments for Clients with VI-SPDAT assessments older than 90 days.

CE Prioritization List Weekly Monitoring

Thnursday. December 26, 2019

VISPDAT # HOUSEHOLDS

# TOTAL ASSESSMENT ASSESSMENT VISPDAT SCORE 4-18 or  WVISPDAT SCORE
DATE REGION HOUSEHOLDS > 90 DAYS < 90 DAYS SCORE 0 -3 Unknown MISSING
12/26/2019 1 17 oF 1 15 102 19
12/26/2019 18 ) o o o o o
12/26/2019 2 o ] o o o o
12/26/2019 24 ) ] o o o o
12/26/2019 3 ) ] o o o o
12/26/2019 4 o ] o o o o
12/26/2019 5 o ] o o o o
12/26/2019 5 o ] o o o o
12/26/2019 ks o ] o o o o
12/26/2019 E3 o o o o o o
12/26/2019 o o o o o o o
12/26/2019 10 o o o o o o
A2/26/2019 11 o L] o o o o
A2/26/2019 1z o [:] o [ [ o
12/26/2019 13 o o o o o o
12/26/2019 14 ) o o o o o
TOTAL 17 oF El 15 102
S 100% 83% 1% 13% a87%
Assessment Age VISPDAT Score
= 50 Days — 0.3
=90 Days 418 or Unknown

4

12/26/2019 9:42:47 AM

Please contact the HMISHelpDesk@ihcda.in.gov if you have questions or need additional information.
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