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HMIS USER GUIDE

HMIS — Homeless Management Information System

A Homeless Management Information System (HMIS) is a locally administered data
system that stores client-level information about clients who are homeless or at risk
of becoming homeless in our Continuum of Care (CoC). An HMIS has the capacity to
integrate and unduplicate data across programs within a CoC. Aggregate data is
used to understand the size, characteristics and needs of the community at the local,
state and national level. The HMIS also enables agencies to improve case
management by collecting information about client needs, goals and service
outcomes.

HMIS Data Quality

In order to draw reasonable conclusions about the
extent of homelessness and the impact of homeless
services, flata §hould be accurate, consistent and For more information
recorded in a timely manner. Complete and accurate
data for the month must be entered into the HMIS

by the fifth working day of the following month. please refer to the

All computers accessing the HMIS must be private ngs/Tule?re HMIS
and secure and be password protected. Virus and Data Quality Plan
firewall protection must be updated regularly.

regarding Data Quality

The Privacy Policy must be displayed at all intake

areas and must be able to provide a copy to clients upon request. All clients are
required to complete the Client Consent form before entered into ClientTrack. This
form must be kept on file.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 2 @
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Logging In

ClientTrack is a web based system which requires to use either Internet Explorer
7.0 or higher or Firefox 3.0 or higher. The system url is as follows:

https://www.clienttrack.net/ktcoc

Enter your assigned username and
password and click Sign In. You will be
asked to change your password as soon as

Use this space to jot down you are logged in. You will have the option
you username and to set up a security question in order to re-
password... just remember set your password in case you can’t

remember it in the future.

You can also contact support at
yvetteo@kingsunitedway.org to have it re-
set by an administrator.

You may need to turn off your pop-up

blockers for this site. If you see a message

to keep this secure

Username:

Password: indicating that the application window did
) not open, click on the “click here to launch
it” link to open ClientTrack.

{= http:IAwww.clienttrack. net/kicocl - Microsoft Internet Explorer provided by Kings United Way
—_—
o [&] retmui
J Fle Edt View Favorites Tools  Help

W s Favorites | 95

awes clienktrack, et koo

=

9 — -
q ‘gg -\@httpﬂwww dienttrack.n... * ‘.;‘_'Gaugb ‘ | & - 7 fm - Pagev Safety~ Took+ @
== 2
1 Help [
What's New
.(
" Appreciation far the miracle of ordinary days
A ClientTrack~
Version 2010 SPL Ne\‘f WA and HUD grant opportunities; application deadlines
in March, 2011
Sign In to ClientTrack 215P01L
NTEN's Nonprofit Technology Canference 2011
Invalid user name or password. You have & more 2/9/2011
attempts before being locked out for 2 hours.
< Signin
Cilamoivicni'riDE
Visit www.clienttrack.com for more information. Copyright © 1983-2011 Data Systems International - All Rights Reserved.
Done €D Internet da - Bi0n v
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Searching for an Existing Client

On the Clients Tab, click on the Find Client menu item to find an existing client in

the database.

Enter your search criteria and click on Search at the bottom right corner. Partial

information is permitted.

All records for that search criteria will display. Click on the record.

F oy ———— V. 13
|_JiClientTrack Home  Clients | -

— - ~ i )
| v.ﬂ Dolores Brown gg“dg’,,?‘ﬂ Eéﬁégﬂ ‘—1&
{5 Find Client

. d i Jpe
CASE MANAGEMENT <« | Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social
T Security Number and Birth Date are the best fields to narrow your search.
[ a Edit Client
&k Family Members Eirst Name: l:l
> 5 A sthame: [ ]
[ Enroliments Middle Name: I:I
» 3 Services Full Name (Last, First): l:l
> Referais Social Security Number: I:HIH:I
e Birth Date: 4

Once the client is selected the client dashboard will be displayed which includes

client’s demographics, enrollments, services and picture (if available). The

information displayed on the top tool bar is the selected client, all information
entered from this point forward while on the clients tab will be associated with the

client selected.

)7 https://app.clienttrack.net/2013.1/MainPage.aspx?Inline=false8InitialPage=28&1Initial Content=https%3A//app.clienttrack.net/2

‘Welcome Lucia Orozco (Training)

., . |
=1 I
Birth Date: 8/8/1978

r v:‘ﬂ Dolores Brown . g Femaie Cllent TOO} BaI‘ [
I ———

o“ Settings | Hele
)aCIlentTrack

R Search Menu

(% Find Client

ks

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536
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Intake Workflow

The Intake workflow has been designed to capture the essential data to satisfy all program
requirements for every grant and funding type. Please refer to appendix A for workgroups
available for your program type.

On the Clients Tab click on Program Intake. The workflow begins by asking the user
whether they would like to add a new client, use the current client, or search for another
existing client.

| JClientTrack .

(0 Search Menu
L4 Find Client ' It is important not to
&J Program Intake duplicate a client in the

system. Please email client
ID’s of duplicates to
YvetteO@kingsunitedway.org

Coordinated Assessment

for merging

CLIENT MANAGEMENT

Step 1: Searching Existing Clients. Begin by entering the first and last name of the
new client along with their social security number and date of birth if available. The
database will automatically check the system for duplicate clients.

Step 2: If no existing clients were found, step 2 prompts you to complete a client
intake.

Step 3: Enter all available demographics specific to the client.

Step 4: Every client must be associated with a family account. Click on the
magnifying glass to add a new family account. When the new window opens click on
Add New Family at the top right corner. Click Save.

To search existing family records, search for 3 member of the family. Selecting the
member will assoniate the member's family 1o the current chent.
To select a record from the search results, click on the row.

To create a new family record. click Add New Family.

Lt Namecs [MeBay

Farst Mame

Family Address:
Famidy Zip Code: e

Family City:

Only show “Current” family =
members:

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 5 @
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Step 5: Enroll the client by selecting the program and recording the entry date. To
add case members check off the box next to each family member that is entering the
program with the Head of Household.

Fome  Clients
UK ) i ey S
&' . HUD Program Enroliment
3 | Select the Program you are enrolling the dient inte. CliantTrack wil display 2 st of lients in the chents family. Slease select a1 the

chant you are anralling. Grant iS no

frogram;® COFCC Emergency Shelter Homeless v % 1
Enrollment Date: | (972212014 5] Onger
Household - Excarpt from the HMIS Data Standards Manual "A heusehald s 2 single indnidual ar a group of persons wha apaly - d
g together to a continuum project for assistance and who Bva together in one dwelling wnit (oo, for persons who are not housed, who requlre

woald live tegether in ome dwelling unit if they were housed).”

when

1 Hame s Gender « Age a Relationship to Head of Household®

! McEay, Linda Female

enrolling a
client

Step 6: Complete all individual assessments. The Intake workflow cycles through
each case member to collect assessment data. The system uses conditional logic to
determine which assessment to include based on certain responses or age of the
member.

Here you will find a complete list of all available assessments. Workflows use conditional logic
to show or hide assessments required for each program type.

md Universal Data ———
m Barriers S
md Domestic Violence —
ml Income S
ml Veteran Assessment e
ml AMI Assessment S

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 6 @
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Coordinated Assessment Workflow

The Coordinated Homeless Assessment workflow should be used to collect information on
individuals (and families) presenting themselves for services as indicated in the Every Door
Open, Coordinated Entry Strategy. Housing providers within the region should use the
same assessment tool, policies on eligibility verification, and data collection forms.

The Goals of this workflow include:

Match the right resources with the right individuals most appropriately

Prevent unnecessary burden on individuals and families

Prioritize and target resources

Increase community-wide coordination and collaboration

Meet HUD's requirements for CoCs (Homeless Emergency Assistance and Rapid
Transition to Housing: Emergency Solutions Grants Program and Consolidated Plan
Conforming Amendments - 24 CFR Parts 91and 576)

The Coordinated Assessment includes the Vulnerability Index — Service Prioritization
Decision Assistance Tool (VI-SPDAT). The VI-SPDAT is a pre-screening tool used to assess
the health and social needs of homeless persons to determine whether a client has high,
moderate, or low acuity. The tool is used to prioritize who to serve next and why in a
transparent manner.

This guide will help you complete the Coordinated Homeless Assessment workflow in
ClientTrack and walk you through, step by step, to record and determine each client’s level of
acuity.

Step 1: The Coordinated Homeless Assessment is found in the Clients tab favorite’s area.
Click on the Coordinated Assessment workflow to start the assessment.

| AClientTrack™ B Ho
(0 Search Menu ) |
5 Find Client —'

o Program Intake

0 Coordinated Assessment

7 vsppAT

d Client Photo

CLIENT MANAGEMENT =] «1 ’

Step 2: Select Add New Client to enter information for a new client or click on Selected Client
to continue with the client identified in the tool bar.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 7 @
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0. Select Client

Please choose if you would like to assess the selected client, find an existing client, or add a new client.

@ Add New Client

Selected Client

':'“Searr:h for Client

The workflow begins by searching existing clients. Enter the required information and

select Search.

If no existing clients were found, continue to complete a Client Intake. If the search
identified a duplicate and it is determined to be the same client, select the client and verify
the information by confirming the accuracy and completeness of the data. When completed

select Finished.

Step 3: Add family members if applicable, otherwise select Save and Close.

é i Family Members

them with this family.

2 records found.

This workflow will allow you to enroll all family members or select which family members you want to enroll.

The selected client's family members are displayed below. You may search for existing clients to add to this family or add new clients to the database and associate

It's important to note that family members are the people who the client is related to. Family isn't always the same as a client's household. According to HUD "[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
persans who are not housed, who would live together in one dwelling unit if they were housed.” (Data Manual)

First Middle Last - Other Gender,
O Name o Name «  Name a (T C IR please specify a
Gomez ‘Ful\ name reported V‘ \Female v|
Gomez ‘Ful\ name reported V‘ ‘Male V|
‘4 [-- SELECT - ~] [= SELECT - v|

& Add Lines E|

<

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536

= Save & Save & Close
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Step 4: Create the enrollment by selecting Every Door Open in the Program drop down field.
Record the enrollment entry date for every family member. Confirm the relationship to head
of household and click Save.

Genue e

é ' HUD Program Enrollment

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

e

Pragram:* |Every Door Open v

Case M . |LwciaOrozco 4@

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).”

Date PATH Client became
Status enrolled in PATH Reason not enrolled in PATH &
Determined « = &

S NI 100612015 T (Seff V] |- SELECT — /|
Brenda
Gome:

ﬂ R . e ﬁ _---

< >

Name |Gender Age Enrollment Relationship to Head of  Date of
a ‘a
a Date a Household Engagement a

Step 5: After recording the enrollment, the workflow will proceed to the Universal Data
Assessment for each family member. Complete the assessment and click Save. The
workflow is now completed.

Step 6: The next step is to complete the VI-SPDAT. The assessment can be found in the
favorite’s area, at the top left corner of your screen.

| JiClientTrack H_I-T_

(P Search Menu
Lﬂ Find Client

o Program Intake

Ak

o Coordinated Assessment

' vi-sPDAT

CLIENT MANAGEMENT Bl «

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 9 @
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Step 7: Select the appropriate assessment depending on their family type Single Adult or
Family. Record the information as completed on the form. When finished, click Save.

€ l Vulnerability Inds d Service Prioritization Decision Assistance Tool (SPDAT)

OrgCode Consulting Inc. and Community Solutions are the authors of the VI-SPDAT and F-VI- SPDAT. ClientTrack Inc. is licensed to include these tools within ClientTrack. The
terms of this license require that users must be trained on the use and implementation of the tool by OrgCode Consulting, Inc. or an approved and certified trainer of Licensor. It
s not permissible to alter the wording or scoring of the VI-SPDAT or F-VI-SPDAT forms without permission and written consent from Community Solutions and/or Org
'1 Consulting, Inc.
|
| Administeation

Interviewer Name:  |Lucia Orozco Agency: O Team O Staff O Volunteer

Date/Time:* |07/14/2015 =|03-Uﬁﬁ Interview Location: ]

Basic Information

Name:  Stockton, Melody
In what language do you feel best able to express yourself?: Soc Sec No:
Age at Assessment: 0 Birthdate: Has Consented to Participate: O Yes O No O Refused

If 60 years or older, then score 1: 0
A. History of Housing & Homelessness

1. Where do you sleep most frequently? (check one): O Shelter (O Transitional Housing (O Safe Haven (O Outdoors (O Other (specify) O Refused

IF THE PERSON ANSWERS ANYTHING OTHER THAN
“SHELTER", “TRANSITIONAL HOUSING",OR “SAFE 0
HAVEN", THEN SCORE 1.:
2. How long has it been since you lived in permanent stable El
housing? # of Years:

Refused: O Refused

#of Months: [0
3.1n the last three years, how many times have you been  [5—
homeless?: I—“
Refused: (O Refused
IF THE PERSON HAS EXPERIENCED 1 OR MORE
CONSECUTIVE YEARS
OF HOMELESSNESS,AND/OR 4+ EPISODES OF 0
HOMELESSNESS,
THEN SCORE 1.
A History of Housing & Homelessness Score: 0

B. Risks

4. In the past six months, how many times have you... |
2) Received health care at an emergency department/room?:

.

Step 8: Upload a Photo

Continue by uploading a client photo, if the client has consented to taking a picture. Select
Client Photo from the top favorite’s area. To upload a photo, click Browse. A new window
will open which gives you access to all computer files.

e E Client Photo D E! g i @

The primary image displayed for the client can be managed from this link. Use the browse button to upload a new primary image.

Current Photo:
No Image

Upload File: Browse...

o No Changes

Select the appropriate client photo file and click Open. Select Save. If there is another adult
in the household, click Find Client, search and select the family member and complete step 8
to upload the photo for that adult member.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 10 @
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To Edit a VI-SPDAT Assessment: O ke |

o Coordinated Homeless Assessment |

Expand Assessments in the left Navigation panel and scroll down to CA: DO EE 9
the green flag that reads VI-SPDAT. > 5E:in;2:s.hbm

bﬂ Family Members
¥ = Assessments
42 Universal Data
ﬁ Barriers
& Domestic Violence
%+ Financial
7 VI-SPDAT >
% sPoaT

lﬁ Enrollments

Click on the action gear next to the assessment you need to edit and p
> Services
click on Edit/View Single Adult or Edit/View Family. » 38 Reterrals

S S
Score =

v rr v m—————

Type ~ dex General
P Assessment =
Date &
e Single  07/14/2015
Addalte 2:-A9DAA 0

[ Edit / View Single Adult

Lo

% Delete Assessment

Make the appropriate changes and click Save at the bottom right corner.

To change the status of the VI-SPDAT, edit the assessment and change the Status field, click
Save. VI-SPDAT assessment options are as follows:

1. Open — defaults and remains open until client is referred or housed.
2. Closed — assessment is changed to closed when the client no longer needs housing.
3. Referred — When Housing Navigator has referred client to appropriate housing program.

To add a Housing Note:

e
Housing Notes are available and can be accessed by all 4 2 Assessments
B |2 Universal Data
users.
ﬂ Barriers 0 rec

E Domestic Viclence

To add a housing note related to the housing priority list, s @ Franc T{p
click on Housing Notes located under VI-SPDAT. Type “;,W_SPDAT

in a title and case note and click Save at the bottom of T

the screen. 7 spoat

Y Veteran Assessments

Note: Client case notes directly relating to case management should not be recorded using
Housing Notes as they are visible to all HMIS users. To enter restricted case notes, see page 24,
CASE NOTES.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 11 @
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Shelter Check In

The shelter check in functionality is specifically designed for emergency shelter programs
that track clients night by night. The night by night method track’s “bed nights” for shelters
which allow clients to enter and exit in an irregular basis and do not require a continuous

stay.

Step 1: On the Shelter tab, click on the ONG Check In found in the
favorites area of the navigation panel.

IAchentirack [ Home | Clients | Sheiter [N

(P search Menu ) ﬁ ONG Shelter Associated Program: Of

|5 Find Facility .

& NG Checi > K3 . ONG Shelter Batch Ch
HOUSING « |Use Batch Check In to quickly check ir

@ it Mchiardd selected, verify the client based on ph

Step 2: Type in the Client ID or Client’s first and last name and click
on the magnifying glass. (partial names are permitted)

Step 3: Select the enrollment at the bottom of the page; confirm the
check in from date, enter the checkout date, select the Room and Bed
(optional) and click Save at the bottom right corner.

If you find the client in step 1 above, but have no option under Enrollments, follow these next

steps:

Click on Add Enrollment.

_Add Enroliment |

Enroliment:* |~ SELECT — Yo
Checked in from:* |U4f071'2[114 to ‘ Eﬂ
Room: | Option not in the list v

Bed: |--SELECT - v

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 12 @
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Record enrollment and Universal Data by selecting ONG Shelter for the Program field and
complete the additional information. Click Save at the bottom right corner.

[ZEER  ONG Sheiter B
Envoliment Date: *[04/07/2014 [

Prior Residence: [Place not meant for habitation (e..a vehicle, an abandoned bulding y irpori OF anywhere oulside) v
w

Length Of Stay:*[One week or less 2

Prior Zip Code:

Prior Zip Code Quality:* O Full or Partial Zip Code Recorded
® Don't Know
O Refused
Housing Status at Entry:* [Literally Homeless Ve

Enroliment Exit - The following fields need anly to be filled out when exiting members of this case from their enroliments.

Exit Date: i

Case Members - Identify which family members are included in this case below.

Veteran Disabling
O Client Name Age sl Fie
% [Gomez Alfedo CR—
v
# of Case Members: _[1/%

Finish checking in the client by following step 3 of the Shelter Check In above.

Exiting a Client

The exit workflow collects program-specific data that is required upon exit of the program.
The difference between the entry and exit assessment demonstrates quantifiable changes
that can help identify whether working with the client had a substantial effect on their
situation. Regardless of the date the information was collected, the exit data must
accurately reflect the client’s response or circumstance as of the date of program exit. The
exit assessment date must also correspond with the program exit date.

Step 1: On the Clients tab click on Find Client, search for the applicable client and
click on the record.

Step 2: On the client’s dashboard, click on the action gear next to the program the
client is exiting. From the drop down, click on Exit the Enrollment.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 13 @
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h Derte: T/8/1661
Famale

der;

MName: G\ tisrrez, Helen Bith Date:  5/mr1981 AgE g3
Gender: Disabaling Veteran:
Female Condition:  yes Client doesn't know
ExfieNcay: Hispanic/Latino R2CE \yhite

Helen's Enroliments

Last Assessment

Enrgilment ase
roll it D O zat
Cresaription Members i p RN Completed
Nrrent
e CFCC Emergency Shelter Homebss 2 09/22/2014 Central Califomia Family Crisis Center 09/22/2014
5] Edit Enroliment Workflow 1 DE/22/2017 Kings United Way

| view Case Members

2 IDE/22/2012 06/23/2012 [Kings Uniled Way 06/22/2012

Dale Service Linits § Total Organization

Step 3: Complete the exit information. Check off the End Case Assignment box to
deactivate the associated case manager assignment.

:
A kGt 55 —

'6 cCFCC Emergency Shefter Homeless ¢ [ Enroliment Exit

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

Destination: \,mliem other [mon-ASH) ongeing housing subsidy W
E e | Completid Program

Case Manager Assignment:

End Case Assignment: o1 @

Step 4: If applicable, record any services the client received during the enrollment

period.

Step 5: Complete the exit assessments based on the client’s status at time of exit.
The workflow cycles through each case member to collect assessment data. The
system uses conditional logic to determine which assessment to include based on
certain responses or age of the member.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 14 @
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Exit Assessments available. Workflows use conditional logic to show or hide assessments

required for each program type.

= Universal Data

=l Barriers
=1 Domestic Violence

md Income

m AMI Assessment —

To view individual assessments for each Master assessment, click on Assessments on the left

navigation panel. Next to the appropriate assessment, click on the action gear and select

View Related Assessments. You can also view related enrollments for each Master

Assessment.

FRAL

Cllents
U 97 Jenny Gutierrez BT D A

1| Below is 3 list of Master Assessments that have been crested for this client. Please use the HMIS workflows to add or edit assessments,

T records found.
Date = Type & Program & ASSES50T & Comments &
0 22/2014 During Program Enroliment CCFCE Emergency Shelter Homeless Lucia Orozco

(G View Related Assessments Hemeless Prevention Lucia Orozeo  Auto-created assessment
h Wiew Related Enroliment or Applications b e

° 22,2012 Entry Homeless Prevention Lucia Orozco

Q /2012 Entry HMIS Lucia Orozco

(7] 212 Bt HMIS Lucia Orozco

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536
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Annual Assessment

The annual assessment is to be recorded no more than 30 days before or after the
anniversary of the client’s entry date, regardless of the date of the most recent ‘update’ or
‘annual assessment’, if any. Information must be accurate as of the Information Date.

Step 1: On the Clients tab click on Find Client, search for the applicable client and
click on the record.

Step 2: On the client’s dashboard, click on the action gear next to the appropriate
program. From the drop down, click on Update/Annual Assessment.

S - S Iv.13
Hame  Clents

¥ Heten Guemez £ 15

ral ':kl

MamE o iarrez Helen rthDate: 55 ag) Age: 3y
Gendder: Disabling Veteran:
Female Condition:  yeg Client doesnt know
EATRCIY: Hispanic/Lating A ywhite

Helems Enrol

Enro ase

Cas Lasi Assessment
i £ Enroll Date Exit Date  Organization
Desaription Members -

Completed
j 2 osparona Central Calfomia Family Crisis Center 03/22/2014
N (5] B E ' 1 |pezasa0iz Kings United Way

= DB/22/2012 06/23/2012 Kings United Way 06/22/2012

Date Service Linits

$ Total Organezation

Step 3: Complete the assessments according to information at time of program
anniversary.

Annual Assessments need
to be completed for each
family member. Updates
are required for persons
aging into adulthood.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 16 @
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Edit a Client

Search for a client by clicking on Find Client. Once you have selected the client, click on Edit
Client in the Case Management menu. You can also view, edit or delete (if user level
permits) assessments and enrollments. These options are in the Case Management Menu.

Once appropriate changes are made, simply select Save at the bottom right corner of the
form.

)TCI ientTrack

I:P Search Menu )
5y Find Client
&J Intake
|
CASE MAMNAGEMENT “
T e —
= ﬁ Edit Client
=) Family Members
» 3 Assessments Add a client photo:
= Enroliments Click on Client
» 55 Services Photo under Edit
> 3% Referrals Client and upload
| Case Notes the image.
What a great way
to track your
clients...

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 17 @
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Recording Services

To record services, on the Clients tab, click on Services. On this page click on Add New to
record one service at a time. Click on Quick Services to record multiple services at one time.

)TCI ientTrack

(R Search Menu )
L5y Find Client

J Intake

CASE MAMNAGEMENT 4
@9 Client Dashboard

- i Edit Client

hﬂ Farnily Members

> § Azzessments
[=) Enroliments

» 3 Services

>3 Referals
e Case Motes

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 18 @
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Step 1. On the Client Services page, click Quick Service.

é 9\Client Services ErC goev:

The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick
Services. To edit or view an existing service, click Edit next to the record.

dh Add New -s Add with Billing

Date ¥ Service & Units & $ Total & Organization &

0 records found.

ENO Results Found

Step 2. On the Quick Services page, select the appropriate Screen filter and Grant from
the dropdown menus.

Step 3. Record each Service provided to the client by checking the checkbox next to the
particular Service.

Step 4. Type the number of service Units provided to the client, the unit cost, and
S/Unit. Depending on your organization’s setup, the unit cost may appear

automatically.

Step 5. When finished recording services corresponding to the parameters entered at
the top of the page, click Save Selections.

Step 6. To record Services provided under a different set of parameters, repeat steps 2-
5.

Step 7. When finished recording Services, click Save & Close.

é Client Services b ﬁQuiCk Service

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

Service Screen:” | Direct Services [=]

Family Income:
Mo Rec:

ncome

Family Members: | 1
Poverty Level: | $907.50

m

Date:* 1211372012 [
Grant: |~ SELECT --E

Provider Name: ‘Jg
Enroliment* |~ SELECT —
User Performing the Service(s): ~ Data Systems A
Location; | Training [=]
10 records found. =
[[] service* Unit Type & Units® & Unit Value® & Tmi‘ Hflp Restriction @ &
4 [ Assessments (0)
] :Financlal Assessment | Minutes E‘ 1.00 5100 s100 Restrict to Organiza'{iunlﬂ
4 [[]Basic Needs (0}
[0 clothing Count [=] 1.00 §1.00 s100 Unrestricted [=]
4 [Tl Case Management (0}
] case Management | Hours [=] 100 §0.00 3000 Unrestricted [=]
0.00 $0.00 £0.00 bl

i 'l &, Save & Close

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 19 @
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Services can be viewed, edited or deleted on the client’s dashboard. Click on the title
Services from the dashboard to go to Client’s Services.

"T* Hispanic/Lating =T White

Jenny's Enrollments

R, e Enroll Date Exit Date  Organization el Acsanment
« Current
0 CCFCC Emergency Shelter Homeless 2 D8/22/2014 Central California Family Crisis Center 09/22/2014
4 Previous
(7] Kings United Way - HMIS i 06/22/20123 10/16/2012 |Kings United Way 06/22/2012
0 prp - Homeless Pravention 2 DE/22/2012 06/23/2012 [Kings United Way D6/22/2012

§ Total Qrganization

¥’ B prce Umits
No#ﬂ(lﬂﬁm

Click on the edit icon to edit a record. Click on the delete icon to delete a record.

= i .
G &, Client Services

The client’s service history displays below. To rec
Services. Te edit or view an existing service, click

2 records found.
Date & Service &

2/14/2012 ase Manageme

12/14/2012 Occupational Trz

20©
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Recording Referrals

To access referrals, on the Clients Tab in the Case Management section, click Referrals.

CASE MANAGEMENT « | Below is a list of all existing referrals for the selected client. To add a new referral for the dlient, click the Add New button. To view or edit a record displaying r
in the list, click Edit next to the desired record. To get directions from the client's address to the provider, click the on the provider's name. To print a referral

Client Dashboard
" S B voucher, click Referral Voucher next to the desired record.

» é Edit Client

»&il, Family Memb i i
MECIENECIDEE i Add New | | 2 Quick Referrals | | g Incoming Referral

P [ Assessments
0 records found.
I Enroliments N
Approx
» 3 Senvices Status = Service & Provider & Date = Incoming Distance
» 8% Referrals > {in mi.)

Mo Results Found

Step 1. On the Client Referrals page, click Add New.

G, Qxclient Referrals

Below 15 a list of all existing referrals for the selected client. To add a new referral for the client, click the Add New button. To
view or edit a record displaying in the list, click Edit next to the desired record. Click Services next to a referral record in order
to view or add services that reference the referral. To get directions from the client's address to the provider, click the Get
Directions option. To print a referral voucher, click Referral Voucher next to the desired record.

op Add New | | Jg Quick Referrals | | ¢ Refer by AIRS || ¢ Referral In
1 record found.

Date = From Provider & To Provider & Service & Status & Result &

© vz |

lientTrack Training Department of Human Services Clothing Referral Made

Step 2. On the Client Referrals page, enter a Referral Date.
Step 3. Select the Status of the referral.
Step 4. Select a Referral Service from the dropdown menu.

Step 5. Click on the Refer to Provider search icon to look for providers that provide the
service you have selected. (only providers that provide that service will be displayed for
selection)

Step 6. If desired, type Comments.
Step 7. If the client has authorized that his/her information can be released to the
selected provider, check Email Authorized. This will cause a window to open upon form

completion that allows you to craft an email to send to this provider with information
regarding the referral.

Step 8. Click Save.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 21 @
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To Edit a Referral

Once a client has been referred to your agency, you will need to update the status of the
referral.

Step 1. To do this, click on the Edit Icon next to the referral record you need to update.

Date ¥ To Provid
Q 051272016 Housing !
" Edit Referral

4= Referral Outcome
- Services
(_) Get Directions

LY

@ Referral Voucher

-

"y Delete Referral

-

Step 2. Referral status consists of two components. First is the referral status. This consists of
the current position of the referral. Options are as follows:

«efer from User: |Lucia Orozco "T.\\
% Referral Made — Referral has been initiated, made to location: [—SEESF— 1V
provider. Default option. Status: *
Closed ———
Comments:
% Closed — Referral has closed and requires an outcome.

Second, the referral warrants an outcome. Referral outcome choices are as follows:

& Enrolled in Program — The client ult Date: | AEIREIPIEE
referred has been deemed eligible
. Result:
and has enrolled into the referred Enrolled in Program
program. mments:  lneligible/Not able to Serve
) Un-Encountered
% Ineligible/Not Able to Serve — The Self-Resolved
client referred has been deemed rtrictimnek | ) Restrict tn Dirnanizatinn €

ineligible to participate in the
program or was not able to serve
due to other reasons.

» Un-Encountered — Provider has documented search efforts per Every Door Open manual
and has been unable to locate the client.

» Self-Resolved — Client has found permanent housing on their own and no longer need
assistance.

Step 3. Once the referral has been updated accordingly, Click Save.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 22 @
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To record a referral into your organization:

Step 1. On the Client Referrals page, click Referral In.

é ﬂ_.‘ Client Referrals

Below is a list of all existing referrals for the selected client. To add a new referral for the client, click the Add New button. To
view or edit a record displaying in the list, click Edit next to the desired record. Click Services next to a referral record in order
to view or add services that reference the referral. To get directions from the client's address to the provider, click the Get
Directions opticn. To print a referral voucher, click Referral Voucher next to the desired record.

op Add New | | ;2 Quick Referrals | | @ Refer by AIRY | ¢* Referral In

1 record found.

From Provider & To Provider & Service & Status & Result &

‘ClientTrack Training Department of Human Services Clothing  Referral Made

Step 2. Since the client has been referred to your organization from another provider,
Verify that your organization’s name is in the Refer to Provider field on the Referral

page.

Step 3. Type the provider’s name that referred the client to your organization in the
Refer from Provider field.

Step 4. Complete the additional information concerning the referral.

Step 5. Click Save.

é Client Referrals p !, Referral

1f this client has been referred to your organization, enter the following information.

Referral Date:* | [FIREIFIEE 5]

Enroliment; |- SELECT - E @
Providers - Select the agency referral recipient as the Refer to Provider and the agency referral source as the Refer from
Provider.
Refer to Provider”  ClientTrack Training '._4'%
Refer from Provider:* 'JQ

Qutcome - Select the Status and enter a Result Date and Resuit for the referral.

Status:* |Referral MadeE‘

Comments:

Restriction:* ) Restrict to Organization (7]
) Restrict to User
@ Unrestricted

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 23 @



mailto:yvetteo@kingsunitedway.org

Case Notes

The case note tool is a way to document client visits, interactions and services. Case notes
are secure and are not shared with any other organization.

Step 1. To access case notes, select Case Notes from your navigation panel.
Step 2. Click on Add New at the top right corner.

Step 3. Complete the case note and save.

L _ [v. 13
|u_“)‘ ClientTrack Home C“e-"i—h
(P Search Menu ,’fl"\ s:ﬂ Dolores Brown 2o 281878 &

5 Find Client
O it C e 2 i

Complete case note Entry Date. Verify the User recording the note. Enter a brief title or description for A
the note in Regarding. Complete the case note in the text editor field. If Read Only is checked, no one

A

CASE MANAGEMENT

) et Dashboard will be able to delete or edit the case note unless the read only checkbox has been unchecked.
> (G Edit Crient
w8 Famly Members Entry Date:* |09/19/2014 4]
» 53 Assessments User:  |Lucia Orozco jQ
| IS Enroliments Regarding:~
| > (53 Services Note Type:  |—SELECT - W
>3 Referals Template: | Option not in the list v
] Case Notes = e

Case Note

Client Name: Dolores Brown

v

D Case Management B % cancel

Select Read only at the bottom of the screen if you only want to allow members of your

organization to have read only access.

Once a case note has been entered, it is displayed on the Client Case Notes page where you

can edit, or delete it.

lient Case Notes E BE EHov

The client's case note history displays below. To create a new case note, click Add New. To view or edit a case note, click Edit Case
Note next to the record. To preview and print case notes, check the Print box next to one or more case notes, and then click Print

Selected.
Print Selected

1 record found,
: Date = Regarding = User a Crganization a

b [ 11/09/2012 Clignt Intake ClientTrack Training ClientTrack Training
ﬁ View Case Note

W Edit Case Mote

=
Delete

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 24 @
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Wait List

The Client Wait list is a record of the referrals or facilities for which the client has been put
on a waiting list. After clients are added to a waiting list, the provider assigned to the

referral is able to access the list from the Wait List.

Step 1. On the Home Tab select Waiting List.

Step 2. Click on Add New.

Step 3. Complete the Housing Waiting List and
click Save.

Referral List

The Provider Referral list is a list of referrals that have
been sent to your organization. To access the list of
referrals sent to your organization, go to the Providers
Tab. Click on Referral List.

-)

IL_diClientTrack [ Home | cienss  Housing ||

P Search Menu é} Entity data is not configur

HOUSING é Housing Waiting List
@) Facility Dashboard
[ Add New Facility

Use the Client lookup to select &

(&g View Fadilities

T Current Residents

W Current Resenvations

{2 New Reservation/Check In
£ Family CheckIn

Facility Bar L
[ Facilty B List Additional Placement Informat

» = Accounts Recivable

W Facility Incidents

Y é ®, Clients Referred to this P
e

s Facility Log

Y/ L
)l C I ien tTra Ck Home Clients Housing [EVls{3:3
L Search Menu )

. Entity data is not configured

[ Find Provider

The list of clients that have been referred
icon next to the desired referral.

P peterrals Provided Report
P

[L -

A list of all referrals made to your organization by other providers will be listed here. You
can edit the referral or select the client from this list by clicking on the action gear next to

that record.

é ®_ Clients Referred to this Provider

.| icon next to the desired referral.

75 records found.

Referral Date » Client Name & Referral Service =
e 05/02/2016 Rapid ReHousing
‘ é Select Client Rapid ReHousing
‘f:?f Edit Referral Rapid ReHousing
‘ & pee Rapid ReHousing

The list of clients that have been referred to the current provider display below. To view or update the referral information, click the Edit A

Acknowledged » Status &
Referral Made

Referral Made
Referral Made

Referral Made

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 25 @



mailto:yvetteo@kingsunitedway.org

Ease of Use Features

During a workflow, the workflow name along with a group of status icons and navigation
buttons appear in the upper left navigation panel.

The 6 icon indicates a workflow.

Workflow Navigation Buttons:

-Delete Workflow

- -Stop Workflow

]
--Pause Workflow

Workflow Status Icons:

- Workflow Step Completed

I* --Current Workflow Step

4 -Workflow Step Locked

As the user proceeds through the workflow, the status icon will change to indicate the
progress. To pause a Workflow and return at a later time, click the Pause button. To cancel
the Workflow and discard unsaved data, click the delete button. Data is saved as each form
step is completed. To access paused workflows, go to the Home tab and click on My
ClientTrack, select Paused Operations. Click on the Resume the Workflow icon to resume a
workflow.

LClientTrack [Py | v e

[E— T P
Y CLINTTRACE = Wl
o s b Paused Forms
Rt
= e e imauane N Of, o purge 8 s
e Any user can
inﬂm‘mm .
Gartgevion Hwmanl.
s e monasr R resume a
3 S e PR v T 8T e rtabe 3 ST L0 P
Paused Workflows
= s workflow
he desgrar o pur P pluied worichow Biom the ipRen.
. whether they
Beserigtion wartten Closed
F w X e S 2034 Progran Dus d h
3 L S HWIE 7034 Program Duta
e e — started the
r W M HVIS 2014 Frogram Data
r = X ML 2314 Peogram Dats
- e workflow or
 w» X e WS 2334 Progran Duta
P W M we= sumamu Frogram s
¥ M hew HVIS 2014 Program Data not
F ® MW e HME 2024 Progran Deta
(e B M e WS 2734 Progran Dy
F ® K e M 2034 Cutieeh Workfiow
o om M e HUE 3334 Cutieach Workfios
F B M e HUES 2014 Progran Data o
M nm i 2 s
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Notifications allow users to enter alerts regarding a specific client. These alerts will appear
immediately once you select a particular client.

Step 1. To create a notification go to the Clients tab and click on Notifications under
Edit Client.

{2 search Meny )
1 Aind Cllert
O intake
CASE MANAGEMENT | The curent notifications recorded for the ndividual display below. To add 3 new nolification ciick the Add New button. To edit a notificabon, cick the Edit icon
1o the lefl of the desired netification

0 4 ey Gt £ 5 |

5 Clent Dashboard
v i o Olere
) crent phete T
W7 rformation Release Exceptians | R Now.
0 Intormation Retease
4] reerested Cthers
i
[ ¥ otestiors 3

s recards found,

Gnly shaw current Notifications:
Status;

= A ramiy Mambers Massage & Pricrity « :;:iﬁfﬁc'" Bagin Date = End Date «

= Mo Results Found
| Erviimerts
v S evem

1 Quice senvees
v 5, deri

12} Housing Program Eigniity and
Heiisnity

ool e Notas

Step 2. Click on Add New at the top right corner.

Step 3. Complete the notification/alert information. The Urgency Option selection
determines the Notification icon that will appear when the client is selected. Check
the Alert box if you would like an alert message the next time you select the client
record.

o ve1u

Clients

L Birth Darte: 4/8/2008
#(if} Jenny Gutierrez 2777 205E

Enfer the appropriata information below for the notification / alsrt.

Pleaze Note: The Priority option will determine how the notification icon is displayed when the client is acceased,
High (Red)
Normal (Yellow)
Low [Green)

Message® |

Natification Type: = () Violence
() Mo Contact

® Information
oty [~SEEET—v]
Begin Date D014 [ “l B
End Date: ic | i

Status*  [Acknowledged v

Alert Satup - Use the fields below to determine when to show the notification. If you check Show Reminder, the alert will open a popup window the specified
langth of time before the schedule begins.

lalertis) ]

Step 4. Click Save.

Notifications can be edited or deleted by clicking back onto the Notification section found
under Edit Client. You can search by New/Pending or Completed notifications.

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 27 @
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After you have entered in a notification, depending on the urgency, a red, yellow or green
exclamation mark will show up next to the client’s name. If there is more than one notification,
the color representing the most urgent notification will be displayed.

ESSENTIALS

ClientTrack

Case Management <¢| The curent nofifications reco

2 Chent Dathboard the Edit icon to the left of the

4 [ Edit Client Information

Clicking on the exclamation mark will display a brief summary of the alerts.

The Notification popup page opens to display the notification information. You can modify the
data, Snooze the alert, Dismiss the alert, or change the time in minutes that the popup window
will be displayed.

L lP‘ - .I . -
I ).( ] ESSENTIALS Welcome Data Sy=tems
i CllEﬂtTraCk Home [l Employers  Provide Grants Suppd
(0 Search Menu ) ‘ﬂ b . BUthDater 107107978 '
.. o = Motifications Upcoming

¥ This is atest. This isonly atest. |No appointments

Case Managemant s - To add
“4 Client Dashboard A New %] Open Calendar

4 [ Edit Client Information

I -
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APPENDIX A

HMIS Workgroup Project Types

HMIS: Emergency Shelter Programs Emergency Shelters

Transitional Housing, Permanent Supportive
HMIS: HMIS Programs Housing, Homeless Prevention, Rapid
Rehousing, Services Only, HUD VASH

Non-HUD: Emergency Shelter Programs Non-HUD Funded Emergency Shelters

HMIS: Street Outreach Street Outreach, Services Only

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536 29 @
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APPENDIX B

Acronym List

AHAR
APR
CoC
HMIS
HPRP
PATH
PIT
SHP
SPDAT
SSO
SSVF
VA
VI-SPDAT

Annual Homeless Assessment Report

Annual Performance Report

Continuum of Care

Homeless Management Information Systems
Homeless Prevention and Rapid Re-Housing Program
Partnership for Advancing Technology in Housing
Point In Time

Supportive Housing Program

Service Prioritization Decision Assistance Tool
Supportive Services Only

Supportive Services for Veteran Families

U.S. Department of Veterans Affairs

Vulnerability Index — Service Prioritization Decision Assistance

Tool

For technical support, email yvetteo@kingsunitedway.org or call 559.584.1536

30©



mailto:yvetteo@kingsunitedway.org

	It is important not to duplicate a client in the system.  Please email client ID’s of duplicates to YvetteO@kingsunitedway.org for merging

