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Upon initial log in to ClientTrack, the home screen dashboard is displayed (see image below). To get started, use the menus on the left to create or select a client. At first login, there will not be a viewable recent list, however, after the first session; the user will see their recent clients on the user dashboard. To search/create a client in the system:
1) Navigate to the client workspace by clicking the Clients Icon in the blue menu on the left.
2) Click “Find Client”
First Login
[image: C:\Users\TClaitt\Desktop\First Time Login.PNG]



3) Search for a client using the name, social security number, and/or date of birth.
4) Select them at the bottom of the screen in the search results.
***note you will only have to do this the first time you ever login.
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Intake
Creating a Client
1) To create a client, click on the “Intake” menu option.
2) Then click “Add new client”.
[image: ]
3) Search for the first and last name of the client.
a. This is done to minimize the number of duplicate clients in the system
[image: ]
4) Fill out the information for the client
b. First Name
c. Last Name
d. SSN
i. SSN Quality will go away once a full social security number has been added.
e. DOB
i. Birth date quality automatically updates once a birth date is selected
f. Gender
i. This is a multi-picklist field. 
g. Marital Status
i. Although this is not required, it is highly encouraged
5) Click Next
[image: ][image: ]
6) Fill out the family and contact information
h. Family
i. Relationship to Head of Household
i. This required field is to ensure that the proper relation in a household is chosen for the client.
j. Family Address
k. Family Zip Code
l. Family Home Phone
m. Mailing Address
n. City/State/Zip
o. Different Residential Address
p. Home phone
q. Mobile Phone
r. Work Phone 
s. Email

This section is referring to the county where the client became homeless.
7) County of Homelessness
t. Recorded Date
u. What county were you in when this episode of homelessness began
v. County 
w. State
[image: ]
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8) Emergency Contact
x. Type
y. Name
z. Office Phone
aa. Home Phone
9) Client Billing
ab. Enable Client Billing
ac. Create new account
10) Click Next

[image: ] 
11) Demographics
ad. Ethnicity
ae. Race
af. Religious Preference
ag. Disabling Condition
ah. Veteran Status
ai. Primary Language
aj. Limited English
[image: ]
12) Citizenship
ak. Citizenship Status
al. Country of Origin
am. Alien Number
an. Entry Date
13) Click Next
[image: ]
14) Information Release and Security
ao. Begin Date
ap. End Date
aq. Signature
15) Click Finish
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Adding Family members
To add additional family members you need to
1) Select an empty slot starting with the first name
2) Fill out each of the corresponding fields as shown in the picture below
a. Be sure to select a gender and race as these are commonly missed fields that will cause errors if you don’t make a selection for them
b. If the family member is a female you need to also select the pregnancy status 
3) Click save and close
[image: ] [image: ] [image: ]
Now an enrollment can be added:
1) Select an available project to enroll the client in
a. Depending on the type of project select you will see different options below

[image: ]
2) The standard fields of the enrollment form are as follows:
a. Name
b. Gender
c. Age
d. Project Start Date
e. Exit Date
f. Case Manager
g. Relationship to head of household
3) If selecting a Street outreach project you will see the standard fields plus:
a. Date of engagement
[image: ]

4) If selecting a PATH Street outreach project you will see the standard fields plus:
a. Date of engagement
b. Date PATH Status Determined
c. Client became enrolled in PATH
d. Reason not enrolled in PATH

[image: ]

5) If selecting a Permanent housing or Rapid rehousing project, it will show the standard fields plus:
a. Housing move-in date
[image: ]
6) The Standard fields of the top section of the Universal Data Assessment are as follows
a. Assessment Date 
b. Age at assessment
c. Assessment type
d. Assessor 
e. Program
f. Disabling condition
7) Since the PSH project is also an SSVF project, the next page shows the standard fields plus:
a. Household income as a percentage of AMI
b. VAMC Station Number 
8) Client Location
9) Living Situation
a. Prior living situation
b. Length of stay in the prior living Situation 
c. Approximate date homelessness started
d. Number of times homeless
e. Total number of months homeless
10) Address Prior to Entry
a. Quality
b. Address
c. Address 2
d. city/state/zip
[image: ] [image: ] 


11) Covered by health insurance: 
a. If you answer yes to this question you need to make sure at least one of the sub fields are also a yes but each one needs an answer
12) Click “Save”.


[image: ] [image: ]
1) This assessment is unique to SSVF: 
a. Assessment Date
b. Employed
c. Why not employed or fulltime/parttime?
[image: ]
1) This assessment is for disabilities:
a. If any of the answers are a yes, change the disabling condtion to yes and check the box next to the corresponding barrier
2) Click “Save and close”
[image: ] [image: ]
1) The next step is to answer the DV assessment by answering “yes” or “no”
a. If yes, there are follow up questions as shown in the image below.
[image: ]

1) The income and sources assessment has three required questions to an answer 
a. If the answer is yes to any of the questions there will be more sub assessments that need to be answered
b. Once you answer all of the questions and sub assessments click save and close
[image: ]
[image: ] [image: ] [image: ] [image: ]Current Living Situation
1) The current living situation is the last assessment in the intake
2) The following fields need to be filled out in order to move forward
a. Current Living situation
b. Contact Service
3) Although the othe questions aren’t required it is recommended that they are answered
4) Click Save
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Update and annual assessment
1. Go to enrollments while on a client’s record
a. Click on the three small dots icon in front of the program enrollment that needs an interim update or annual assessment added
[image: ]
2. On your list of assessment options, select “Update/Annual Assessment”			
[image: ]
3. Ensure the correct program is identified and the names of all affliated household members are listed and checked, then at the bottom right corner, click “Save”.
[image: ]

4. Select your desired interim assessment, Update or Annual.
a. For an interim update assessment, select “New During Program Enrollment/Update Assessment” and;
b. To complete an Interim Annual Assessment, select the second option.
[image: ]
5. The system will prompt you to complete the interim update or annual assessment across various screens for all affiliated household members. Complete each section and at the bottom right corner, select “Save” or “Save and Close” each time until the full assessment is complete.
a. You also have the option to “Default to Client’s Last Assessment” in cases where information has not really change and you’d like it to populate with the previous responses.
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Goals / Services / Case notes
1. There are two ways that case notes can be created in the system:
a. While on the client’s dashboard, you can click on the header “Client Goals” OR;
b. On the client’s menu on the left, you can expand menu options under “Profile” and select either Goal Planning (this ties case notes to the a specific goal) or select “Case Notes” (this allow user to add case notes not tied to a specific goal).
[image: ]
2. If you click “Client Goals” on the client dashboard, or select “Goal Planning” under the Profile section in the menu on the left hand side, you will then be able to click on the blue button labelled “Add New Goal”.
[image: ]

3. Complete the goals form to begin an associated series of case notes.
a. Status: Identify if the goal is in progress/open, identified, or closed.
b. Goal Type: Identify is the goal is long-term or short-term.
c. Goal Group: Identify a goal category.
d. Goal: Identify a specific goal related to the group goal.
e. Goal Description: Type in a short few words to describe the goal.
f. Goal Date: Enter the date the goal was set.
g. Target Date: Enter the tentative date for accomplishing the set goal.
h. Enrollment: Select the related program enrollment.
i. Associated Need/Barrier: If any, select a related assiciated need/barrier.
j. Explanation: Type a description of this goal in better detail.
i. Tip: Click the three small dots at the top left corner of the explanation box to format your text (font, color, size, etc). 
4. Once the form has been completed, click “Save” at the bottom right corner.
[image: ]
5. Under client goals, click the three small dots at the beginning of a row to do the following:
a. Edit the goal.
b. Update the progress of the goal.
c. Add an associated case note(s).
d. Add an associated service.
[image: ] 
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6. Under “Goal Case Notes”, click the blue button “Add New” and then proceed to complete the case note form.
a. Entry date
b. Case Manager: Verify the assigned case manager. You can manually type a different name or use the magnifying glass to search for a user in the system.
c. Regarding: Enter a brief subject header or description title for the case note.
d. Case Note text box: Type in the actual case note.
i. Note: All case notes created are viewable by all system users. They are only editable by the creator and other users at their organization. Below the case note text box, there is an option to check whether you’d like to create the text box as “read-only” so that no one other than the creator can make edits.
[image: ]
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7. You can attach services to a goal by selecting the option “Services” from the Client Goals screen (using the three small dots at the front of the row for the selected goal”.
a. Click the blue button at the top right corner labelled “Add New”
b. Complete the services form:
i. Enrollment: Select the program associated with this goal.
ii. Grant: If applicable, select an associated grant/funding source for the service.
iii. Service: Select the service that was provided.
iv. Date: Enter the date the service was provided.
v. Units of Measure: Select a unit of measurement
1. For financial services such as rental assistance, select Dollars.
2. For non-financial, such as case management, select minutes or hours.
3. Enter a count to identify the frequency of service in this record.
vi. Unit: Enter how many of that service was provided (eg 2 months of rent, or 10 bus passes)
vii. Unit Value: Enter the dollar amount is applicable
viii. Total: This field will autopopulate once unit and unit value is completed.
ix. User Performing Service: Verify or enter the name of the person providing the service.
x. Comments: Add any additional comments/details about this service.
 [image: ][image: ]
8. Case notes that are not linked to a goal may be added using the client’s menu to the left side of the screen.
a. Expand the options for “Enrollments and Services”
b. Click on “Services”
c. Click “Add New Service”
d. Enter service details on the following screen and click “Save” at the bottom right corner.
[image: ]

90 Day Recertification Assessment (for SSVF)
1. While on a client’s profile, you can add custom assessments. Some of these are already built into standard assessments, while others such as the SSVF 90 day recertification assessment, are not. To get to these additional custom assessments:
a. On the left hand side where the client’s menu options are, expand “Other Assessments”.
b. Select “SSVF Re-Cert”.
[image: ]
2. Once on the SSVF Re-Cert page, if there are previous records for this client, you will see them listed below. 
a. If you are documenting a new SSVF Re-Cert, click “Add New” at the top right corner.
[image: ]
3. Complete the SSVF Re-Cert assessment and click “Save” at the bottom right.
[image: ]
Ineligibility Assessment (for SSVF)
1. While on a client’s profile, you can add custom assessments. Some of these are already built into standard assessments, while others such as the SSVF Ineligibility assessment, are not. To get to these additional custom assessments:
a. On the left hand side where the client’s menu options are, expand “Other Assessments”.
b. Select “SSVF Ineligibility”.
[image: ]
2. Once on the SSVF Ineligibility page, if there are previous records for this client, you will see them listed below. 
a. Click “Add New” at the top right corner to create a new assessment record.
[image: ]
3. Complete the SSVF Ineligibility assessment and click “Save” at the bottom right.
[image: ]
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Client Intake

Search Existing Clients @

The first step in adding a new client is to search existing
search from existing client records.

ient records for possible matches to avoid duplicate entry. Enter partial identifying information on the client. and then click Next to

« Ifthe system finds no potential matches, you will be taken directly to Step 2.
« Ifthe system finds potential matches, the search results will display below. If an accurate match appears, select and open that existing client record by clicking on that row.
« Ifthere are no accurate matches, click Next again to continue to Step 2 in adding a new client record.

First Name:*  Timothy

Last Name:* | Tester

Suffix:

Social Security Number: - -

Birth Date:  MM/DD/YYYY

No records found.

First Name Last Name Suffix Social Security Number Birth Date
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Complete the client's identifying information. Enter a full or partial Social Security Number. If the client has no SSN, select an answer for SSN Quality. Enter the client's birth date, and the client's
current age will display. If an exact birth date is unknown, enter the first day of the month and/or year of birth.

FirstName:* | Timothy
LastName:*  Tester
Middle Name:
Suffix:
Social Security Number: H ,

SSN Qual

® Client doesn't know
O Client Refused
O Data not collected

Birth Date:  MM/DD/YYYY | (&

N/A

Birth Date Quali

O Full DOB Reported
O Approximate or Partial DOB Reported
® Client doesn't know

O Client refused

O Data not collected

Gender:*  Female No duplicates detected X
Mala
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Client Intake @

Complete the client's identifying information. Enter a full or partial Social Security Number. If the client has no SSN, select an answer for SSN Quality. Enter the client's birth date, and the client's
current age will display. If an exact birth date is unknown, enter the first day of the month and/or year of birth.

First Name:*  Timothy
Last Name:* | Tester
Middle Name:
Suffix:
Social Security Number: 454 - 54 - 5454

Birth Date:*  05/23/2022 | &

Client Age:  N/A

Birth Date Quality:* @ Full DOB Reported
O Approximate or Partial DOB Reported
O Client doesn't know
O Client refused
O Data not collected

Gender:*  Female
Male

A gender other than singularly female or male (e.g.. non-binary, genderfiuid. agender. culturally specific gender)
Transgender
Questioning

«

Marital Status: -~ SELECT -~ M
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Family Information

Ifthe client is a member of a family household, link the client to a Family using the lookup to search for a family member and associate the member's family to this client. Select the client's
relationship to the family’s head of household. The family’s contact information displays below.

Family:

Relationship to Head of Household:* -~ SELECT -~ M

Family Address:

Family Zip Code:

Family Home Phone:

Client Contact Information

Identify the client's current mailing address and telephone contact information, which will update the client's Address History. Check "Different Residential Address” If the client's residential
address differs from their mailing address

Mailing Address:
Address 2:
City/State/Zip Code:  City State | Zip Code
Different Residential Address:  [_]
Home Phone:

Mobile Phone:
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County of Homelessness

®

[]  Recorded Date

O MM/DD/YYYY

Emergency Contact

Work Phone:

No records found (+1).

‘What county were you in when this episode of homelessness began?

--SELECT-- v

Enter an emergency contact for the client, which will update the client's Interested Others.

Type: | -- SELECT-- v

Name:

Office Phone:

Home Phone:

County
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Client Billing

Clients can be setup to allow for

g activities. Once setup, a client, funder, or provider can be billed for services provided to the client or other person.

Enable Client Billing: ] @

Create New Account: ]
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Demographics @

Select Ethnicity based on whether or not the client identifies as Hispanic. Select the most appropriate category for Race based on how the client self-identifies. Complete language information.

Click Next to continue.

-~ SELECT -~ v

American Indian, Alaska Native, or Indigenous ||
Asian or Asian American

Black, African American, or African

Native Hawaiian or Pacific Islander

White
Religious Preference: - SELECT-- v
Disabling Condition:  No v
Veteran Status: -~ SELECT -- v
Primary Language: -~ SELECT -- v
Limited Englis! - SELECT-- v
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Citizenship

Select Citizenship Status. If the client is not a US Citizen, Alien Number and Entry Date (into the United States) are required.

Citizenship Status: - SELECT - M

Country of Ori

Alien Number:

EntryDate:  MM/DD/YYYY
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Information Release and Security @
To share the client's record with other organizations thru an existing Information Release agreement, select an Information Release # using the lookup. Enter the Begin Date and optional End Date

for sharing this client's record. Select Page Help (7) for more information.
Assign the client-level Security Restriction.

« Restrict to Organization will override any information releases and hides the entire client record from all other organizations.
« Share Intake to MOU/Info Release allows only the organizations granted access to the client record thru Information Release/Exceptions to access the client record.

« Share Intake Globally allows all organizations to access the client intake and create transactions.

k Finish to save the Client Intake.

Begin Date:  06/03/2022 | &
EndDate:  MM/DD/YYYY | &

Signature:

Clear Signature
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Family Members

The selected client's family members are displayed below. You may search for existing clients to add to this far

oradd new clients to the database and associate them with this family.

It'simportant to note that family members are the people who the client is related to. Family isn't always the same as a clients 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 persons who are not housed, who would live together in one dwelling
unit f they were housed." (Data Manual)

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

® 1 result found (+2).

First Middle Last Birth Date
[J Name* Name Name* Suffix Name Quality* Birth Date* 12 Age  Quality”
Testeri23 Client Full name reported v 06/04/2001 | & 20 Full DOB Reported

Q -- SELECT
Q -- SELECT

v MM/DD/YYYY | & N/A SELECT -

v MM/DD/YYYY | & N/A SELECT -
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Gender*

Male

SSN

a1

- 54

- 8825

SSN Quality*

-~ SELECT -~

-~ SELECT -~

Relationship
toHead
of Household*

Self

-~ SELECT -~

-~ SELECT -~

Veteran Status*

-~ SELECT -~

-~ SELECT -~

-~ SELECT -~

Race*

Black,
African
Ameri..

Ethnicity*

Non-Hispanic/Non-Latin(a)(0)(x) v

-~ SELECT -~ v

-~ SELECT -~ v
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Pregnancy Status. Pregnancy Due Date
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HUD Program Enroliment < @

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

The Project Start Date is:
- For Street Outreach projects - it is the date of first contact with the client.
- For Emergency Shelters - it is the night the client first stayed in the shelter for the consecutive shelter period from entry to exit. Night by night shelters, which use a bed-night tracking
method will have a project start date and will allow clients to re-enter as necessary without "exiting and restarting” for each stay for a specified period.
- For Safe Havens and Transitional Housing - it is the date the client moves into the residential project (i.e. first night in residence).
- Forall types of Permanent Housing, including Rapid Re-Housing - it is the date following application that the client was admitted into the project. To be admitted indicates the following
factors have been met:
1. Information provided by the client or from the referral indicates they meet the criteria for admission (for example if chronic homelessness is required the client indicates they have a
serious disability and have been homeless long enough to qualify - though all documentation may not yet have been gathered
2. The client has indicated they want to be housed in this project
3. The client is able to access services and housing through the project. The expectation is the project has a housing opening (on-site, site-based, scattered-site subsidy) or expects to
have one in a reasonably short amount of time
- Forall other types of Service projects including but not limited to: services only, day shelter, homelessness prevention, coordinated assessment, health care it is the date the client first
began working with the project and generally received the first provision of service.

Project:* -~ SELECT -- )

ave
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Project:*  Aspire Health Partners Seminole Behavioral Health-SEM HOPE Team Street Outreach:SO v

Household

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

Project. Relationship to Date of
a Name Gender Age Start Date Exit Date Case Manager @ Head of Household* Engagement

Client,

o Male 21 | MM/DD/YYYY

MM/DD/YYYY Tyler Claitt Self v MM/DD/YYYY
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Projct:+

Household

~Excorpt rom the HMIS Dta Standrds Manual A housahold s single indidulor group o prsons wha apply together . continuum projectfr ssistance an
hwoling Ut o, for persons whoare ot haused, who woukd e togethar i ono dweling unit  they wro housad)”

Project
Gender  Age  StartDate Case Manager @

2 (oo MM/DDYYY. TyerClit

Projoc:+ Aspiro Heath Patners Loesid BahavirHoathcare ATH SreetOuraach S0 Y

115 singfaindividat o 3group of porsons who pol ogether 03 continuum rjec o assistanca and who e togetarin e
v ogetherinone dweling Uit they wero housad)”

Dweot
Engagament

/o0y Mooy —seusor— v
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Project:*  Homeless Services Network-SSVF SEM AspireHP 2018 P2:RRH M

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 togetherin one
dwelling unit (or. for persons who are not housed, who would live together in one dwelling unit if they were housed)”

Project Relationship to Housing Move-in
O Name Gender Age  StartDate Exit Date Case Manager @ Head of Household* Date

Client,
Testeri23

Male 21 | MM/DD/YYYY MM/DD/YYYY Tyler Claitt Self v MM/DD/YYYY
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Universal Data Assessment <

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3.917 reflects real time data entry as described in the Data Dictionary.
the Default Last Assessment button will not bring in any 3917 data. Changing any project setup data with existing enroliments may affect or break the logic for 3917. 3917 may not always show as

expected because of changed setup data or missing required data links
Default Client's Last Assessment

Assessment Date:*  06/06/2022

Age at Assessment: 21

Assessment Type:*  Entry v

Assessor:*  Tyler Claitt E

Program:  Homeless Services Network-SSVF SEM AspireHP 2018 P2:RRH v
Disabling Condition:*  No v

Household Income as a Percentage of AMI:*  Lessthan 30% v

VAMC Station Number:*  (548) West Palm Beach. FL M

Client Location
Select or enter the CoC code assigned to the geographic area where the head of household is staying at the time of project entry. Client location will be defaulted to the program's CoC within a

workflow.

Client Location:*  FL-507 - Orlando/Orange, Osceola, Seminole Counties CoC v/

Living Situation
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Identify the type of residence and length of stay at that residence just prior to (i.e.. the night before) program admission.

Prior Living Situation:*  Place not meant for habitation
Length of stay in the prior living situation:* 90 days or more, but less than one year v

Approximate date homelessness started:* 06/15/2021 | & |@

Regardless of where they stayed last night-Number of times the*  Four or more times v
client has been on the streets, in ES, or SH in the past three years
cluding today:

Total number of months homeless on the street. in ES, or SHin*  More than 12 months v
the past three years :

Address Prior to Entry

Address prior to entry is required by the VA and should be collected for programs funded by VA grants (e.g. SSVF). Use the fields in this section to record the street address, city, state, and ZIP code
of the apartment, room. or house where the client last lived for 90 days or more. Addresses of emergency shelters should NOT be recorded here.

Address Prior To Entry Quality:*  Full address reported v
Address:*  123testave
Address 2:

City. State, Zip Code:*  Orlando FL 32801
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Health Insurance

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

Default Last Insurance Status

Covered by Health Insurance:*  No v
0 Type Status ReasonNo @ Other Coverage
Private No v ~-- SELECT -- v
Private - Employer No v -- SELECT -- v
Private - Individual No v ~-- SELECT -- v
Medicare No v ~-- SELECT -- v
Medicaid No v ~-- SELECT -- v
‘State Children's Health Insurance Program S-CHIP No v ~-- SELECT -- v
Military Insurance No v ~-- SELECT -- v
State Funded No v ~-- SELECT -- v

Combined Children's Health Insurance / Medicaid Program No v --SELECT-- v
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Indian Health Service (IHS) No v --SELECT-- v
Other Public No v --SELECT-- v

Health Insurance obtained through COBRA No v --SELECT-- v
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HMIS 2017 Employment Assessment <

Check the appropriate employment status at the time of assessment. If the client is employed, record the hours worked in the week prior to assessment, and select the tenure of the employment
position. If the client is not employed, indicate if the client is looking for work.

Default Client's Last Assessment

Assessment Active

06/06/2022 | @

Employed?*  No v

Assessment Date:

Why Not Employed :*  Looking forwork v
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Barriers

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

0O 0o o o o oo

Assessment Active

Identified Date:*  06/14/2021

Screen:  HMIS Barriers v

Disabling Condition: ~ No v
Barrier Condition is
Barrier 12 Help  Present?” Indefinite
Alcohol Use Disorder @ -- SELECT M
Chronic Health Condition @ - SELECT -~ M
Developmental Disability @ - SELECT -~ M
Drug Use Disorder @ - SELECT -~ M
HIV/AIDS @ - SELECT -~ M
Mental Health (6] - SELECT -~ M

Explanation

iew Barrier History

Previous Barrier Details

O 0o o o o o
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Physical Disability @ -- SELECT -~ M O
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If the client has been a victim of domestic violence, select Yes for Domestic Violence Experience, and select when the experience occurred.

Default Client's Last Assessment @

Assessment Active

Assessment Date:*  06/14/2021 | &

Domestic Violence Experience:* @ Yes
ONo
O Client Doesn't Know
O Client Refused
O Data Not Collected

When Experience Occurred:*  Within the past three months v

Currently Fleeing:* | Yes

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

The following instructions are quoted from the HMIS Data Manual:

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

estimated.

Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household, unless the federal funder in the HMIS Program Specific
Manual instructs otherwise. Income should be recorded at the client-level for heads of household and adult household members. Projects may choose to collect this information for all
household members including minor children, as long as this does not interfere with accurate reporting per funder requirements. Projects collecting data through client interviews should
ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of income they receive.
Income data should be recorded only for sources of income that are current as of the information date (i.e. have not been specifically terminated). As an example, if a client's employment
has been terminated and the client has not yet secured additional employment, the response for Earned income would be “No. As a further example, i 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).

ult L

Ass

sment

Assessment Active

Assessment Date:*  06/14/2021

Income from Any Source:*  Yes v

Non-Cash Benefits from Any Source:*  Yes M

Expenses:  Yes v
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Income

Monthly

Typett Amount

Earned Income (i.e.. employment income)

Unemployment Insurance

Supplemental Security Income (SS1)

Social Security Disability Insurance (SSDI)

Veteran's Disability Payment

Private Disability Insurance

Worker's Compensation

‘Temporary Assistance for Needy Families (TANF)

General Assistance

Retirement income from Social Security

0O 0 o0oo0oo0oo oo oooo

Veteran's Pension
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Other Pension

Child Support

Alimony or other spousal support

Other Income

Count/Total Monthly Income:

$0.00
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Non-Cash Benefits

Monthly
Type 12 Description Amount

‘Supplemental Nutrition Assistance Program (SNAP) (Food Stamps)

MEDICAID

MEDICARE

State Children's Health Insurance Program

‘Special Supplemental Nutrition Program for Women, Infants, and Children (WIC)

Veteran's Administration Medical Services

TANF Child Care Services

TANF Transportation Services

Other TANF-funded Services

0O 0000 o oo ooo

Other Source

" Deprecated in 2017 (HMIS v6.1) Count/Total Monthly Income: o $0.00
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Expenses
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Expense Group: -~ SELECT --

Typef: Description

Car Payment

Groceries

Miscellaneous

Rent

Car Insurance

Mortgage

Gasoline

Maintenance

Count/Total:

8 results found.

Amount*

$0.00

Details

Details

Details

Details

Details

Details

Details

Details

Details

© save and Close
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Current Living Situation < @

Record the Clients Current Living Situation information below. If desired record a contact by checking the Record Contact and filling out the information for the contact. Also other services can
be recorded.

Information Date:*  06/14/2021 | &

Enrollment:*  06/14/2021 - Aspire Health Partners Lakeside Behavioral Heathcare-PATH Street Outreach:S0 v

Current Living Situation Information

Current Living Situation:* ~ Place not meant for habitation v

Location Detai

Record Contact:

Contact Service Information

Outreach v
Location: -~ SELECT-- v
Use Geolocation: [

Comments:
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& Family Memb
F ly Members
3 results found.
> & profile Active Project Housing
> 03 Common Assessments Enroll!nent Household Project Start Exit Date Days Exit Move-In Last
Description Members Household Type  Date |7 % Enrolled Destination Date Assessed
> [ Other Assessments -
> O3 SPDAT Assessments Sal'vahun Army Women & Hfzusehold
***  Children's Lodge-Emergency 2 without 05/24/2022 13 5/24/2022
v [ Enroliment and Services Shelter:ES Children
@ Determine Referral Eligibility v Homelessness Prevention
3 Enroliments
w Homeloss Seevices Network 2 :?t:f:lold 05/31/2022 6 5/31/2022
A\ Housing Program Eligibility and SSVF TTHI 2018 P2:HP

Children
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Duck, Daffy 116 a
Enrollments
Active
Enroliment Household
Description Members
Salvation Army Women &
° Children's Lodge-Emergency 2
A Add Household Member
Q Associated Assessments
® Exit the Enroliment
. [# EditEnroliment 2

1B Edit Project Entry Workflow
- Link Assessments
BB Link History

IB Review Entry Assessments .

Update/Annual Assessment
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date the client first began working with the project and generally received the first provision of service.

Project:* ~ Salvation Army Women & Children’s Lodge-Emergency ShelterES @

Household

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

Project Relationship to
[J Name Gender Age Start Date Exit Date Case Manager @ Head of Household*
Duck, Daffy Male 52 05/24/2022 ] MM/DD/YYYY Brittney Behr Q Self v
Cow, Clara Female 49 05/24/2022 | [ MM/DD/YYYY Brittney Behr Q Spouse v
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New During Program Enroliment/Update
Assessment

Type of Assessment
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1/1/1970 ClientiD

16

Universal Data Assessment < @

Duck, Daffy

o
E
i

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3.917 refiects real time data entry as described in
the Data Dictionary, the Default Last Assessment button will not bring in any 3.917 data. Changing any project setup data with existing enrollments may affect or break the
logic for 3.917. 3.917 may not always show as expected because of changed setup data or missing required data links

Default Client's Last Assessment @

Assessment Date:*  06/06/2022

Age at Assessment: 52

Assessment Type:*  During Program Enroliment/Update v

Assessor:*  Racquel McGlashen Q

Program: Salvation Army Women & Children’s Lodge-Emergency Shelter:ES v
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5/21/1991 ClientiD

Coalition for the Homeless A A o
Mighty Mouse Multiple-Genders 246 L@ o
cquvarent
su and Adults
[0 Dashboard s poort RRH subsidy
Q Find Client
13 Intake
& Family Members Mighty's Services =
'3 Profile
2 results found.
& Edit Client
D Alas History Date 1} Service Units $Total  Organization
D Address History  Yesterday (2 Services)
& Family Members =z 06/08/2022 Case Management 1.00 $0.00  Coalition for the Homeless
[ Case Managers
= 06/08/2022 Rental Assistance 200 $1700.00  Coalition for the Homeless.
3 CaseNotes
[} client Files 3.00 $1.700.00
3 County of Homelessness
Interested Others
Document Check Client Goals =z
3 Goal Planning
@ Current Living Situation “result found.
9 Notifications.
Goal 12 Date Set1: Target Date Outcome  Completion Date
& Photo
 InProgress/Open
&2 Veteran Information
« RRH CaseManagement 06/08/2022

[ Enroliment and Services
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Q search

Q Find Client
13 Intake

& Family Members

~ 3 Profile

Edit Client

Alias History
Address History
Family Members
Case Managers
Case Notes

Client Files
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4 Current Living Situation

Goal Planning

9 Notifications.

County of Homelessness
Interested Others

Document Check.

<

Clients / Gilent Goals @ -

1/1/1970  ClientiD

Daffy Duck ... 116

Client Goals < 8

Al of the client's goals display below. To create a new goal. click Add New Goal. To create multiple new goals, click
Quick Goals. Action gear options include: Edit Goal - edit the goal: Goal Progress - track the client's progress toward
completion of the goal: Service - record a service for the goal; Delete - delete the goal. To print the client's goal plan.

click Client Goal Report.
+ Add New Goal Quick Goals [| B Client Goal Report

No records found.

Goal 1% Date Set ! Target Date Outcome Completion Date
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Goal <8

Identify the information on the client's individual goal.

Status:*  In Progress/Open v
GoalType: LongTerm v
Goal Group:* ~ Rapid Re-Housing Housing Plan v
Goal:*  RRH Case Management v

Goal Description: | RRH Case Management

Tasks: OPen Calendar

Goal Date:* 06/08/2022 | (&

TargetDate:  08/31/2022 | (&

Enrollment:  05/26/2022 - Catholic Charities-ORN ESG:RRH v
Associated -~ SELECT-- v
Need/Barrier:
Explanation: "

‘This RRH program s aiming to have this participant and their family members
housed within 90 days. This series of case notes will track that progress.
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Client Goals <8

Al of the client's goals display below. To create a new goal, click Add New Goal. To create multiple new
goals, click Quick Goals. Action gear options include: Edit Goal - edit the goal: Goal Progress - track the
client's progress toward completion of the goal; Service - record a service for the goal; Delete - delete the
goal. To print the client's goal plan, click Client Goal Report.

1result found.

Goal 1% DateSet!i  TargetDate  Outcome  Completion Date
 In Progress/Open

@  RRHCaseManagement  06/08/2022  08/31/2022
=
Q Goal Progress.
Q Case Notes

Edit Goal

Q services
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Goal Progress a8

To record progress on a goal, select the date of the goal, select the status of the goal, and enter any
comments you might have.

Progress Date:*  06/08/2022

Status:* SELECT

Percent Complete: %

Comments:
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Goal Case Notes <

The goal's case notes you have rights to view are listed here. Click Add New to create a new case note. To
print. check the Print box next to one or more case notes you wish to print. and then click Print Selected.

+AddNew [§ Print Selected
No records found.

Print Selected Entry Date Regarding User
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Case Note <8

Complete case note Entry Date. Verify the Case Manager or User recording the note. Enter a brief title or
description for the note in Regarding. Complete the case note in the text editor field. If Read Only is
checked. no one will be able to delete or edit the case note unless the read only checkbox has been

unchecked.
EntryDate:*  06/08/2022 E
CaseManager:  Racquel McGlashen E
Regarding:*  (SUBJECT/TITLE OF CASE NOTE)
Template -~ SELECT-- v
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Goal Services <8

Below is alist of all services that are associated with the client and the selected goal.
+Add New
No records found.

Date Service Provider Total  Action Plan
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Enter the information about the service provided to the client below.
Family Income: 22
Income  Family Income  Family Members Poverty Level % of Poverty
$2,000.00 $2.000.00 2 $1525.83 131.08 %
Enroliment:*  06/08/2022 - 06/08/2022 - Family Promise-HUD Il Housing & Support Services:RRH v/
Grant: DCF:ESG-CV/ v

Service:*  Rental Assistance v Location:  Central Florida -

Date:* 06/08/2022 | @

Units Of* @ Dollars
Measure: 5 Minutes
O Count
O Hours

Units:* 1.00
Unit Value:* | $1.000.00
Total:  $1.000.00
User  Racquel McGlashen

Performing
the Service:

Comments: | Paid rent for May 2022; Faid to Orlando Real Estate
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[0 Dashboard Client Services <
Q Find Client
2 ke The client's service history displays below. To record a service, click Add New Service. To
record multiple services, click Quick Services. To edit or view an existing service, click Edit
& Family Members Service next to the record.
+ Add New Service © Quick Services + Add CE Event
03 Profile
» 3 Enroliment and Services 2 results found.
5 Enroliments Date 1 Service Units  S$Total Organization
A Housing Program Eligibility and X
Availability  Today (2 Services)
Coalition for the
@ Quick Services @ | os/08/2022 | €° 100 sopo carmeniertne
Management Homeless
0 services
Rental Coalition for the
) CE Services @ 06/08/2022 200 $170000 | ooon e

Assistance Homeless
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[ Housing Assessment
Disposition at Exit

[ HUD-VASH Voucher Tracking
B HUD-VASH Exit Information
[ SOAR Connection

A\ SSVF Homeless Prevention
@ SSVF Ineligibility

& SSVFRe-Cert

IB) Medical Assistance

[+

[ Well-Being Assessment

Triage Assessment

< Clients / Clara Cow's Dashboard
12/31/1972
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SSVF Re-Cert <8

Displays the client's history of SSVF re-cert records.

No records found.

Date 1 Provider SSVF Category of Permanent Housing Action Certified SSVF Eligibility Start Date End Date Income Eligible
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SSVF Re-Cert
Enter information below.
Provider:
Date:*

SSVF Category of Permanent Housing: *
Action:
Certified SSVF Eligibility:
Start Date:
End Date:

Income Eligible:

iii

Assessment:

No Assessment Selected
Q

06/06/2022

-~ SELECT -~

-~ SELECT-- v

-~ SELECT-- v

MM/DD/YYYY E

MM/DD/YYYY E

-~ SELECT -~ v

e
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SSVF Ineligibility

Displays the client's history of SSVF Ineligibility records.

No records found.

Assessment  Reason For Action  EntryExit  Entry Exit
Date £ Ineligibility Taken  EntryDate ExitDate

Entry Exit
Provider
Creating

+Add New

Entry Exit
User Creating
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SSVF Ineligibility

Enter information below.

Assessment:
No Assessment Selected

Q

Reason for Ineligibility:* -~ SELECT --

-- SELECT -~

Entry Eit Entry Date:  MM/DD/YYYY

Entry Exit Exit Date:  MM/DD/YYYY

(a)[e]

Entry Exit Provider Creating:

Entry Exit User Creating:
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B COVID-19 Intake To get started you can select an option in the menu to your left.

& COVID-19 Vaccine Intake The global navigation bar on the far left contains options that aren't specific to a workspace such as the
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Use the section criteria below to find your client. To narrow the search, fillin more than one criteria. Social Security Number and Birth Date are the best fields to narrow your search.

FirstName:  Test
Last Name:
Middle Name:
Full Name (Last, First):
Client ID:

Social Security Number: H I
Previous Unique ID:

Birth Date:  MM/DD/YYYY

Qs

rch

M results found.

First Name Last Name Middle Name. SSN Previous Unique ID Birth Date
Tester 1234 Client 951-51-5151 06/19/1990
Test BNL2 654-35-9684 04/30/1999
Test BNL 123-45-4828 03/30/1999
Test Johnson

Testé Tester 354-61-5419 03/02/1999
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