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I Logging In to HMIS

Step 1: From your Desktop, double-click the Enginuity icon:

This brings up the log in window:

CAPSBC ¥4.3.3

UseriD

TR

Group:

® Start
® Close

NOTE: The above fields are tabbing friendly if you choose to tab instead of clicking with your mouse.*

i

User ID: 3-digit org code, underscore, first initial, last name.
Example: tra_jfeir

2. Password: 8 digits or more, including at least one number.

3. SITE: Production Site.

4. Click on your “Group”

5. Click on Start.

Please Note: If you try to log in more than three times with the wrong user ID or password, you will be
locked out. Call a Systems Administrator to reset your password.

* Compliant with the American Disabilities Act of 1990.

Note: If you haven’t used HMIS for a while and are unable to log in, you might not have the latest version. Contact a
Systems Administrator at Community Action Partnership of San Bernardino County (909-723-1522 or 723-1523)
to help you download the latest version. Or you may also email our HMIS helpdesk at jfeir@capsbe.sbeounty.gov.

e Ifyou try to log in more than three times with the wrong user ID or password, you will be locked out. Call a
Systems Administrator to reset your password.
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Il.  HMIS Software Terminology

Select a Row: Always click in the gray box at the left end of a row. This will highlight the entire row in blue.
(Same as highlighting a row in an MS Excel spreadsheet.)

Grid: Grids show multiple records at one time, to view a bigger picture. More than one record saved on a
screen, or more than one record that matches a search criteria, will appear in a grid (like an MS Excel
spreadsheet).

Libraries: The system is divided into Libraries (Central Intake, Agency Services, and Group Services)
which appear in the blue Navigator Pane on the left hand side of the HMIS screen. The data entry screens
are listed below each library heading. NOTE: The “Central Intake” library is not directly connected to the
“Agency Services” library

Screens: A screen (or Page) is a group of information gathered together for a certain function that you will
see on your screen when the screen by that title is highlighted. Screens are listed below each library. The
screen you are currently viewing will be highlighted in Orange. Click on any Screen to open it. For example,
the Central Intake Library contains the following screens; Quick Intake, Client Intake, Household-
Demographics, Employment-Education, Documents, Eligibility, Referral and Client Listing.

l:;‘-‘!,ahl:l:ps:‘.-",.-"enginuit\w1.esser\ll'er.l:on‘l,.-"sl:arI:page,.-"deI'aull:.asp:::?dn'l=hl:l:ps:,.-",.-"enginuil:\|l'1.esser\-l'er.l:on'l,.-"aesl:lz-idon'lain&a ;|g|5|
File = ‘iew = Report = Help =
G RO By G B R[NP M
Application IADS_SA j Address I@https:ﬁenginuﬂw .eszerver comistartpagelidefault aspx Pdm=https: fenginuity1 esserver comfaes024domaindappid j ﬁ Go

Navigar R =

--Agency Senices
Program Enlry
Service Provided

~Client Profle
Case Motes
Track Saving
Program Referral

Program Exit
Agency Client Listing

Aiiion
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HMIS Software Terminology (continued)

Containers: Containers group together and keep separate certain information within a screen. Containers
work to save information separately within the same client record. (*Hint: You must click on Save within
the container to save information entered in that container. Clicking on Save in another container on the
page will not save information in all the containers on that screen.)

Container Examples

In the Service
Provided screen
there are three

“containers”:

1) Program
Component
container

2) Milestone
Status container
3) Activity
container

\

MIS-[TRAAgencyAdmin]

File = Wiew~ Reportr Help

ED RO By G| [P M|

Application IADS_SF\

Mavigator

j Address I@ aes iizervicesizervices

@ Frogra TRA_Transitional Houzing StartD ate

11419/2007 EndDatz [

Prog Companent

~{Shrink List to Current Household!

ProgCamponent Diescription Resource

Prog Companent I

L Staff

-_Agency Senices
nglam Entmy
Selvice Prowvided
Client Profle
Case Notes
Track Saving
Program Referral
Program E xit
Agency Client Listing

Statug

Statug Date

Description

“Werification

Comments

» | Houszing TRA_userlf

TRA_uzerls

| Suppartive Servic

- I Save
E vl Refresh Miles |

U —

Milestone Status

StatusD ate MileztoneTitle Status

Enrallin Trangitio
Set Short Tem G
Complete Life Skil
Save Daown Paym
Obtain Mew Housi

Aol |

Hew Actiiby

Save |

StartDate Aictivity

Activity

Staff L zerll

|Intake ad Assessmenj | 1

Urits

» | 1142042007 Intake and Asses

|TRA_userB

|0z -

Description I

Comment

Test Testyou 2511970 Program ::
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lll.  How to Change Your HMIS Password

1. Loginto HMIS with your current password.

2. Click on File (top left corner of window) and select Password from the dropdown menu.

nuityl.esserver.com;startpage/default.aspe?dm=https:/ /enginuity 1.esserver.com/aesiZ4domamappid - | jm] 5'

l’ﬁ View ~ Report~ Help -
?ﬁ @H\stnry @ [ﬁ'.“ﬂo%“ K4 bk l}[l|

j Address I@ https: Hfenginuity1 esserver comfstar it sspx Tdm=https: fenginuity1 .esserver comiaes024domaingappic j ﬁ Go

I x 2l

--Agency Senices
Program Enlry
S ervice Provded
Client Profle
Case Notes

Track Saving
Program Referral
Program Exit
Agency Client Listing

%commumty
PARTNERSHIPR
Helping People. Changing Lives.
AMERICA'S LARGEST POVERTY FIGHTING NETWORK
. 4 | b
I (TTT .l
3. This brings up the Change Password pop-up window.

% Change Password EE@

Old Password: |

MNew Password: |

Confirm Mew Password: |

Submit | p— |

4. Typeinold and new passwords and click on Submit. A message will pop up that your new password

has been accepted.
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IV. Setting Consent Level on HMIS

Consent level is an additional security feature to HMIS that determines the HMIS user(s) that will be
able to view the information on that screen.

System - HMIS users system wide will be able to view this standard information

Region — Only HMIS users in San Bernardino County will be able to view this information
Organization - Only HMIS users in your agency will be able to view this information
Group - A group within your agency set up by HMIS system admin will be able to view this
information

Private- Only the HMIS user who entered the information will be able to view or access this
information

VVVYVY

Y

Central Intake Library Screens — Consent level would be set at System

Agency Services Library Screens — Consent level generally would be set at Organization

Group Services Library Screens — Consent level generally would be set at Organization

'.i!;https:,-",n"enginuityl.EssErver.(um,-"startpage,a"default.aspn'?dm:https:,‘-‘,‘-‘enginuity1.esserver.cum,."'aesl]Z-tdumain P 5]
File~ View= Report~ Help ~
R AR I AR
Application [aDs_sA x| iddress [ https: irenginuity esserver comistartpageitetaut aspx dm=https:ilenginutyl ssserver comisesi24domaindsppid v| (¥ GO
System <
—-Agency Services
Program Enby
Service Provided
Client Profie
Organization < S
Program Referral
Program Exit
Agency Client Lisiing
%commumty
PARTNERSHIP
Helping People. Changing Lives.
AMERICA'S LARGEST POVERTY FIGHTING NETWORK
| »
[T

*Note: Be sure to check consent level before saving information. Consent level can be raised (i.e.,
Private can be raised to Organization), but consent level cannot be reduced (i.e., System consent cannot
be reduced to Organization). If you accidentally set the consent level incorrectly and need to reduce it,
contact Community Action Partnership of San Bernardino County.
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V. How to Enter a Client in HMIS

The first thing you want to do before entering a client is search the database to make sure that your

client has not already been entered in HMIS before by your agency or perhaps by another agency. There are
two areas to search: Client Listing and Agency Client Listing.

Client Listing houses all clients entered by every agency using the system. Search here first to make sure
that your client has not been entered in the system before.

Agency Client Listing houses all records that have been entered by your agency only. So, you would not
use this as your initial search when entering a new client.

How to Search in Client Listing
1. Loginto HMIS. This brings up the Home page.

2. Inthe Navigator pane on the left, click on Client Listing. This brings up a page where you can search for
all clients who have been entered in HMIS.

':i!;hI:I:ps:,.-",.-"enginuil:y1.esserver.com,.-"startpage,.-"default.aspﬂ?dm =https://enginuityl.esserver.com;aes024domain&:appid ;|g|5|
File = ‘iew~ Report~ Help =
O RO By P[] Ka PN
Application IADS_SA j Address I@ https: Henginuity! esserver comistartpageidefault aspx?dm=hitps: Menginuity 1 esserver comfaes024domainSappid j ﬁ Go

hovgsr_——————— [OR] B

Program Enty

Service Provided L . gs
Cliont Profie Search in Client Listing first

CaseMNotes to make sure that your client
Track Saving has not been entered by
Program Referral

another agency.

--Agency Senices L

4;'.!,

Program Exit
Agency Client Listing

%commumty
ction
PARTNERSHIP

Helping People. Changing Lives.

AMERICAS LARGEST POVERTY FIGHTING NETWORK
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V. How to Enter a Client in HMIS (continued)

3. Enterthe first couple of letters or just the first letter of the client’s last name in the LastName field and
click on Search. (We don’t recommend entering the full name because if someone already entered that
client with a slightly different spelling, it won't show up.)

Si:HMIS-[TRAAgencyAdmin] o [
File = ‘iew= Repart~ Help -
G KOy Aoy G&E||as|[KADP M

Application IADS_S.C\ j Address I,@ aes:licentralintakeicustomer listing

I avigatar

Client Listing
Firstt ame Middlet ame Lazth ame Suffix D ateQfBirth

Anegla Lahe 3415641980
izabella | lee 104171982
Client Listing JANE LEWELLYN £/5/2000
JOESEMIA, LOFEZ 4/15/1987
--Agency Senices JOHM LE*ELLYM 5/5/2003

Program Enty Justios Michael Lapez 11241986

Service Provided ERISTING & LEWELLYN E/5/1950

E:‘::tﬂ't’: LASIERRA CALOMEA 1272411961

Track Saving Leonardo Lopez 4/13/1969

Program Referral Lorena Lopez 104101971

Program Exit maruel e 11141981

Agency Client Listing Marcus Loring /171500
mary lahe 4/28/2006
Mary Lowe a/2/1380
Thomas Lorie 11111976
VALERIE LEE 9471949
William Laycock 5/5/1980
2uri lopez 7/8/1986

Anegla Lane 1005129 System  ::

4. If the list of matching clients is too long, enter two or three letters of the first name in the search field
and click on Search again.

5. Tosortthe names in alphabetical order, click on the heading you want to sort by (e.g., Last Name).

a. Ifaclient does not show up in Client Listing after the hourglass disappears, he/she is not in
HMIS or you do not have permission to view the record. Click on Client Intake or Quick Intake in
the Navigator Pane on the left to start entering your client.

b. IfaclientlS listed in Client Listing:
e Click on the small gray box to the left of the client’s name to select the entire row.
c. Click onthe Quick Intake screen on the left and verify the client information.

8
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How to Search in Agency Client Listing

The screen below is

used to search for clients who have already been enrolled in your program. Use the

fields at the top of the screen to search for a specific client.

e Tofind aclie
e Tofind aclie

:HMIS-[ TRAAgencyAdmin]

File = Wiew~ Report~ Help ~

nt who is currently enrolled your program, select Yes in the Active field.
nt who has been exited from your program, select No in the Active field.

G KO @By & & [a&][Kd b DN

Application IP.DS_SA

j Address I@aes:ﬁservicesnisﬁng

M avigator

--Agency Senices
Program E ntry
Service Provnded
Client Profie
Case Motes
Track Savig
Program Referral
" ugramk xit

s “Agency Client Listno

Program FirstMame LastMarme []u]:] Staff 2008

Set Operation v'ear |

Cusztomer Listing

ActiveProgram Pragram Firzthame LagtMame
TR&_Transitional | ddd ddd 2008
TR&_Trangitional | daffy B/7/1984
ddd ddd FAs2008
daffy 5471984
Daisy 7AEM950
donald 8/17/1968

| ddd | ddd [ 77772008 [ 123120234

1. Click on Search.

2. Highlight the entire row by clicking on the black arrow.

3. With the row highlighted, you are now ready to take your client to another screen. Since you are
already in the Agency Services Library, in order to go to another Library, you will need to go to

Program Ent

ry first and use the Jump to Demographics button to go to the Central Intake Library.
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Enrolling a Client in a Program using Client Intake

1. The Head of Household Check field, Consent (who can see the record), and Consent Expiration Date
(when the record purges from HMIS): These fields are automatically populated. Please do not change

them.

2. SSN Code: If you enter the full social security number, select “Full.” You can also select “*Don’t Know,"”
“Partial” (last 4 digits only), or “Refused.” DO NOT enter a false social security number or zeros in
place of unknown digits.

3. Enterfirst and last name. Do not enter “"Unknown" in either of these fields.
4. Enter Date of Birth.

5. Enterlast known permanent address. Do not enter the address of a transitional or temporary
program, such as a recovery program or transitional shelter. If you do, the system will “force” that client
into the same household with any other clients on the system with the same address.

6. Zip Code and Zip Data Quality: A Zip Code is not required for Last Known Permanent Address,
however, Zip Data Quality is required. You must choose a selection from the dropdown for Zip Data

Quality.

7. Enter any phone numbers, e-mail or contact information if you have them.

8. Click on Save at the top of the screen and click on Household-Demographics in the Navigator Pane on

the left (see arrow below).

"H;HMIS-[TRAAgencyAdmin]

Don’t forget to Save
your work before going
to the next screen.

File = Wiew * Report~ Help ~ .
These fields are automatically populated.
1} Hiskary I
E X096 - - T
Application IADS_SA j Address IQVS .f.fcentral|rrtake.l’demographlcs' J @ Go
Mavigator X Caonzent Conzent Expiration Date -
Save i |
[~ Home |ILnrena Ianez [system > | [Dan2/2m5 = ~] —I—I
S5M 55M Code First Name Middle Hame  Last Hame Suffix Date of Birth
Client Intake | L“Don‘t know ¥ | [Lorena | [Copez [ [ononen =1=|
Last Known Permanent Addess
Street # Street Name Street Type Unit Type Unit Mumber
|678 v =] J4oth |STREET = = =l
City County State Zip Zip Data Qualiy ¥ Head of Household Address
--Agency Seraces !ISan Bernardinon j ISan Bermardino j ICA j |924U4. IFull j Clear | Select Address |
Program Entry
Service Provided Phone | (5031852 5054 PHType [Home Phone v| Phone o At [ PH Type ~|
Client Profile
Case Notes Email I Contact Preference I I

Track Saving
Program Referral

Program Exk Selected Clients _@ fllie= |

Agency Client Listing

Client Listing
Firgth ame MiddleM ame LactM ame Suffis DatT‘
p | Lorena Lopez 10015971
maruel lee 11414193
Marcus Laring 14114900
mary lang 442842006
tary Love 8/2/1330
Thamag Larie TA1976
WALERIE LEE 3/7/1343
“williarn E Laycock 5/5/1980
2uri lopez 74841986
-
K1 | r

—
Lorena Lopez 1005309 System !
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Important Notes About Central Intake

e Only the “Head of Household” is entered on the Client Intake screen. All other family
members are entered on the Household Demographics screen for the Head of Household.

e Ifyou are using Quick Intake instead of Client Intake, Head of Household and all family
members can be added on this screen. The blue fields are REQUIRED fields. This means you
are required to ask those questions. The client is not required to give their SSN or the Zip for
“Last Know Permanent Address.” NOTE: Do not enter the address of a transitional or
temporary program, such as a recovery program or transitional shelter. If you do, the system
will “force” that client into the same household with any other clients on the system with the
same address.

e Enter the client’s full legal name, not a nickname (e.g., enter “William” even if the client goes
by “Bill”). To enter an alias, see instructions for Household Demographics.

¢ You must complete all required fields in Client Intake and Household Demographics or the
Quick Intake screens. Employment-Education and Documents screens are optional.

e When you change screens, always check the name at the bottom of the screen to be sure you are
working on the correct client.

11
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Household Demographics

You will notice that several fields are already filled in from the information you entered in Client Intake. The
remaining blue fields must be completed. Note: The system tabs left to right. If you want to tab between
fields, start with the Gender field

S HMIS-[TRAAgencyAdmin]

File ~ View~ Report = Help =

Gy By & B[] KD

Application IADS_SA

M avigat:
rHo

ar

me

Household-D emographics

--Agency Senices

Program Entry
Service Provided
Client Profle

Case Notes

Track Saving
Program Referral
Program Exit
Agency Client Listing

=| address I@aes:.r.rcemra\lmakemousehold j @ Go
B = | Household Mame  Lorena
Lopez
|[Update Selected Members i- HauseHold Mermbers |
Mew Household | - FirstMame il LastMame 7| DateOfBith | HeadOfHouseHold =7 F
E » | Lorena Lopez 104101971 7 1602
New Familp | 5] [Leonardo Lopez 4/13/1969 [l 150z
Change Family | =
| =l 14 | »l
New I Hew Family I Same Family I Save I Non-Cash | Hew | Save | Delete |
Conzent [System j| 09412/2015 —|~| M HoH Age 3B |lncomeSouce  |Eamed Income v[
55M —— 5 [BentRnow ~] Stated Income 140000
First Name ILorena Middle Name | Pay Interval Maonthly vl
Last Mame ILopez > | Sufis | Documentation  |Pap Stub vl
Date of Bith  [1010/1971 3: :I Gender IFemaIe vI Incame |
Relation h TR A = IncomeS ource Statedincome Ir
mited Engls » | Eamed Income 1400.00 tdonthly
Disahled Mo - Weteran I hi I
M arital Status IMarried vl Education Level |GED -
Ethnicity IHiSDaniC Vl Insurance IUﬂknDWn - I
1st Language ISpanish Vl Farmer INOt Appilcable VI 4] | d
Race [Choose As Many As Appl] [ Refused [~ Don't Enow
|||' white | Asian [~ Black/dficanmerican [~ Mative Hawaiian/Pacific |slander " US Indiandlaska Native [ Other
Residency Status Family Information
I vl I Houszing IDwn j Family Type ITwo Parents j

Loiena Lopez 1005309 System  ::

right of the Last Name field.

other family members later.

Check here to be sure the correct client is listed.

Ethnicity: You must select Hispanic or Non-Hispanic.

To enter an alias (nickname or other name the client uses), click on the double arrow button #=|to the

Relation (to Head of Household): Select “Self” if this is the Head of Household. We'll go over adding

Race (White, Asian Black/African-American, etc): Select at least one box. You may select as many boxes

as apply. Check the HUD Data Standards for clarification on Ethnicity and Race designations.

Housing: Refers to the client’s living situation immediately before entering the program.
Family Type: Select the category that describes the client and any family members entering your

program. If the client is entering your program alone (no spouse, children, or other family members),
select “unaccompanied,” even if he/she is married or a parent.

Click on Save (right above client’s age).

12
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Adding Household Members to Client Intake

Household members can be added to the same family or a new family on the Household Demographics

screen.

Bl HMIS-[TRAAgencyAdmin]

J File = Miew = Report = Hel

=101

EEXT LI

Histary @ :E;-HN&HM 4 b Dﬂ‘

Mavigator

I—Home

H ousehold-D emographics

-_Agency Senices
Program Enty
Service Prowded
Client Profie

J Application I.qos_s.q A I Address | @ aes: feertralintakeMousehold j @ Go
B x| Houzehold Name Lorena
Lopez
Update 5 elected Members i_' HouseHold Members |
New Household | Firsth amne ¥ Laghame W DateQfBith | HeadOfHouzeHold <7 F
E » | Larena Lopez 104101941 I~ 180
New F amily | Yy Leonardo Lopez 4131989 r 1508
Change Family | 53
I - I G=
New I Hew Family I 5ame Family I Save I Mon-Cazh | New I Save | Delete I
Consent |S_|,lstem j I 0941242015 ::I;l ¥ HoH Age 36 |ncome Source |E arned Income j

Caze Notes

Track Savng
Program Referral
Program E xit
Agency Client Listing

55N [ I—— Y [Dontknow ~] Stated Income | 1400.00

First Name ll_mema— Middle Narne I— Pay |nteryval IMonthI_l,l =l
Last Name Il_opez—ll Suffis I— Documentation IF'ay Stub j
Date of Birth m Gender lm Income |
Relson  [Sef |  LimtedEngish |No afes 'E”;:;“jf:;‘o’:; 1?;3;%'”““ Monuig
Disabled Ha il “eteran I—L,

M arital Status lm Education Level |GED -
Ethnicity lm Insurance lm
st Language lm Farmer W | 4 | | _,I

Race [Choose Az Mang As Appl] I~ Refused [~ Don't Krow
Ill' white [~ asian [ Black/Afican-American [~ Mative Hawaiian/Pacific |slander [T US Indianstlaska Mative V¥ Other

Residency Status F amily Information

I vl I Hauszing |Dwn j Family Type |Two Parents

1. Click on New.
2. Starting with the S

Lorena Lopez 10053089 Spstem  -:

SN field, enter the household member’s information. Reminder: All blue fields must

be completed. Family Information (Housing and Family Type) are “grayed out” because they default in
from the Head of Household.
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PARTNERSHIP
AMERICA'S POVERTY FIGHTING NETWORK

Community Action Partnership
of San Bernardino County

Community Action Partnership of San Bernardino County
696. South Tippecanoe Ave.
San Bernardino, CA 92415

(909) 723-1522 or 723-1523

HMIS

Homeless Management Information System

Adding Household Members to Client Intake

3. When all fields are complete, click on Same Family or New Family if the person that you are entering
will start a new family within the household.

Click Save when finished.

I
File = “iew = Report~  Help »
G R ey By $E|as KA DM
Application IADS_SA ‘l Address Ia aez:licertralintakehousehald j @ Go

M avigatar

I—Home

B > | Household Mame  Lorena
Lopez

i pdate 5elected Members

HouzeHold Members

Residency Status

Family Information

Mew Housgehold | i‘" Firsth amme | LastMame 7| DateOfBith 7| HeadOfHouseHold <7 F
Household-D emographics E Lorena Lopez 101015971 =
Mew Family | ==
Change Family | Eﬁ
-_Agency Senices I | 551 L4l | ]
Program Enby
S ervice Provi Hew | Hew Family | Same Family | bave | | Mon-Cash
Client Profie
Case Notes Consert  [Systen  x|[os272015 =] =] I~ HoH fge 33 |income Souce |Eamed Income =
Track Saving 55N ——— I | [Dontknow ~] Stated Income  [1800.00
Program Referral P Int | IMonthI ﬂ
Program Exit First Mame ILeonardo Middle Name I A Imerva ¥
Agency Client Listing Last Mame ILDpez 3y | Suffis I [locumentation IF'a_l,l Stub j
Date of Bith  [0471311963 =] =| Gender [Male -] Income |
Flat lm TS IncomeSource Stated ncome Ir
elation hd o -
il » | Eamed Incomes 1800.00 b aithily
Dizabled MNa hd Weteran I 2 l
tarital Status IManied 'I Eduzation Level IHigh School Diplarma vl
Ethnicity IHispanic - I Insurance IU nk.nowr - l
1zt Language ISpaniSh b I Farmner INDt Appilcable - l I 4 I I _pl
R ace [Chooze As Many As Apply] [~ Refuzed [ Dan't Know
= [~ white [~ Asian [ Black/&fican-8merican ™ Mative Hawaiian/Pacific |slandsr ™ 1S Indian/tlaska Mative v Other

I j‘

Haouzing

Ian

=

Lorena Lopez 1005309 Spstem  -:

Family Type ITwo FParents
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Community Action Partnership of San Bernardino County HMIS
696. South Tippecanoe Ave. Homeless Management Information System
San Bernardino, CA 92415

(909) 723-1522 or 723-1523

Entering Income

and Non-Cash Benefits

e Stepaand2: Atthe time of initial program entry, go to the Household Demographics screen (arrow 1)

and highlight your client in the grid of Household members.

:HMIS-[TRAAgencyAdmin] 2
File = ‘iew~ Repart= Help =
R AR ek ey
application [ans_sa 7| Address [B)ses iicentraintakemousehold
Navigator 2 % |HouseholdMame  Lorena
—Home Lopez
= [Update Selected Members i.-
‘ New Household =
Household-D emographics E
New Family | Y Leonardo 41131969
Change Family @
—-Agency Services j‘ s | | |
Program Enty = -
Service Provi New | NewFamily I Same Family | Save MNonWash Mew ve | Delete
Client Profie
CoroHotos Consent  [System =lJosnzrams ={~| # Hon Age 3 |Income Southy, [Eamed Income
Track Saving 35M |5 [Dantknow =] Stated Income YR00.00 N
Program Referral R m =
Program Exi FirstName  [Lorena Hiddle Mame aplrterval [
Agency Client Listing Last Mame I—Lopez ))I Suifis l— Documentation  |Pay Stul - 3
Date of Bith (101101971 E.: Gender  |Female - Income \ |
Aok T T Ca— IncomeSource | Statedincdhg | Ir
elaton mied Engish N0 b [Esmedincome | 140000 Nonihl
Disabled No hd Weteran =
Marital Status  |Married - Education Level |GED -
Ethricity Hispanic ~ Insurance |Unknown - \
1stLanguage |Spanish - Famer Mot Appilcable MIIET] | i 4
Race [Choose As Mary As Apph] ™ Refused ™ Donit Know
I|l' White [ Asian [ Black/Afican-American [ Mative Hawailan/Pacific Islander - [~ US Indian/&laska Native W Other
Residency Status Family Informalion /
| - [ Housing [Bem | FamiyType  [Twa Parnts
Lorena | Lopez | 1005309

Step 3: Click on New and enter the income sources and amounts at time of  ghtry to the program,

(see arrow 3 above pointing out the container where incornfe is entered)

Step 4: If the client receives a non-cash benefit, such as food stamps, clicgk on the Non-Cash Benefit

p the pop-up screen and check off any non-cash benefits.

HMIS-[aes:/centralintake/popcinoncash] |Z||E|r§_<_:

Non-Cazh Benefit
[v Food Stamps or Benefits Card [ TAMF Child Care
[ MEDICAID [ TANF Transportation
[~ MEDICARE [ wiC
[ State Children’s Health Insurance [ Other TAMF-Fund® Services
[ W Medical Services [V Section 8 or Rental Assistance

Other |

Step 5: Click Save before closing the screen.
The income you have entered will be reflected in the Program Entry screen as the client’s Income at

Entry, as this data will be pulled from the Household Demographics screen.

[ ]

then click Save.
[ ]

button to bring u
[ ]
[ ]
[ ]

IMPORTANT: If you need to make changes to income AFTER program entry, please see How to Make

Changes to Income.
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Helping People. Changing Lives.
commumf_v Community Action Partnership of San Bernardino County HMIS
c 'on 696. South Tippecanoe Ave. Homeless Management Information System

pPaARTNERSHIP SanBernardino, CA 92415

AMERICA'S POVERTY FIGHTING NETWORK ( ) 22-1£22 OF 722-1C2
Community Action Partnership 909 7 3 5 ° 7 3 5 3

of San Bernardino County

Employment-Education

This is an optional screen which can be used to track employment and education for the client.

;HMIS-[TRAAgencyAdmin] P ] |
File = View = Report~ Help =
G ROy By $ | |aws]| KD N
Application IADS_SA j Address I@aes:.l’.l’c:erdralirdake.l’employmem j ﬁ GO
gt % Prev Next | Lorena Lopez i'l
I—Home g
(Empharymen iy New | Save | Delete |
Employers | Conzent ISystem VI
BEmgoner R 123’2‘1; Employer |BestBuy Date: Fram |12303;2002 3: :l
o p | BestBuy
(Emp e HE e Address1 |1232 Congress Date To |1g;31 2007 3: :l
Address2 | Job Title |
-_Agency Semvices City IFontana j State IEA j Hourly ' age | 11.00 Interval ITwice a Mtj
:::3:::‘;"“? County ISan Bemarding j Zip | 92403 Supervizor |
Client Profle Phane I - % Job Status I vl
Case Motes
Track Saving (B |
Program He_[end E ducation Programs New || [C— I Delete |
Program Exit Consent  [opat =
Agency Client Lising Frograms I YEIEM j
LocatiorName w7 Ak Schaoal ISan Berardino alley College Pragrarn IEollege VI
p | San Bemardino v
Address] I Major/Course IA[ts - l
Address2 | Mo Of Years l_ Mo Of Months l_
City ISan Bermardino j State IEA j Certificate/D egree IA_A_ vl
County ISan Bemarding j Zip | - End Diate I 3: :l
Completed? ez -
AT ol

Lorena Lopez 1005309 System  _::

1. Make sure the correct client’s name is at the bottom of the screen and click on New in either the

Employment section or the Education section.

2. You must enter a Date From (beginning date of employment). For a current employer, leave Date To

blank. All other fields are optional.

3. After entering a record, click on Save, then click on New to enter an additional record.

4. NOTE: None of the information entered on this screen affects the client’s income at entry or exit.
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Helping People. Changing Lives.

community Community Action Partnership of San Bernardino County

c 'on 696. South Tippecanoe Ave.

AMERICA'S POVERTY FIGHTING NETWORK

rnErsHiIp SanBernardino, CA 92415

Community Action Partnership

of San

Bernardino County

(909) 723-1522 or 723-1523

HMIS

Homeless Management Information System

Documents

Use this screen to add files from your computer to the client’s file on HMIS, including scanned documents
(driver’s license, social security card, etc.) or Word or Excel files.

Make sure the correct client’s name is
at the bottom of the screen.

1. Right-click anywhere on the screen and select Add New File.

l-'-;g:_-._HI“IIS—[TR.l\_Transil:ionaI Housing]

File = View = Report~ Help =

G ROy By P [as ][ KD N

Application IADS_CM

Mavigator

Documents

--Agency Senices
Program E niry
Service Provided
Client Profle
Case Motes
Track Saving
Program R eferral

Program E xit
_Agency Client Listing

o

P ]
7| Address I@aes:Hcerdralirdakeidocumerds j @ &0
Prey Hext Lorena Lopez i'=|
ql. Add Mew File
'z. Update File
Download File
w
- Open File
([:IE. Find
@ |i Save
& \' 7 Delete
4N D E\J‘ e & Refresh
Documents Hew | Save | Delete |
Documentdame 7| DocumentDate | DocumentSize c 2 =i
» [ HUD_Lago g T1/8/2007 30451 | 4274 S [Pivate |
Drezcription IPassport j
Mote Entered By TRA_jfex
Mote
ld | 2

Lorena Lopez 1005309 System  _::

2. Inthe pop-up window, select the file name and click on Open.
Choose Consent level (usually System) and enter a Description and Note if desired.

Click on Save.

3. If you uploaded a scanned document, it will appear on the page.
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cam.:nunif_v Community Action Partnership of San Bernardino County HMIS
ct'on 696. South Tippecanoe Ave. Homeless Management Information System

pPaARTNERSHIP SanBernardino, CA 92415

AMERICA'S POVERTY FIGHTING NETWORK ( )
Community Action Partnership 909 723 1522 or 723 1523

of San Bernardino County

Entering a Client’s Family and Emergency Contact Information

1. Inthe Household Demographics screen, click on the "Add Family Contacts” button.
(i

File = Wiew~ Report~ Help =
RO B F B[k KD M

Application [ADS_54 | Address [B]ses iicertralintakeousshold 7| @ e

= g e _
I—Hume Lopez

[Update S elected Members f: HougaHold Members ‘

Mew Household | E FirstHame | LastName %7 Datelffith 7| HeadOfHouseHold =7 F

» | Laorena Lopez 1041041571 I 1502
New Family | BN | Leanarda Lopez 4/13/1969 [ 150°

Change Family | =
i hd E= ’
--Agency Senices 2| | 2|

Program Entry

Household-D emographics

Service Provided New | New Family | Same Family | Save | Nnn-l:ashl New | Save | Delelel
Ko Conzent IS-\JSlem jlnﬁﬂzﬁ'zﬂm :I;l ¥ HOH Age 3B | Income Sowce  |Eamed Income -
Case Notes =

Track Saving 55N | IEE—Y [Dantnow <] StatedIncome [ 1400.00

Program Referral

Program Exit First Mame Lorena Middle Name I Pay Interval arthly hd
Agency Client Listing LastMame  [Lopez »| Suffix | e b =
Date of Bith  [T0A0/1971 3: :I Gender IFEmaIE vl Income ‘
Relati lh B | IncomeS aurce Statedincome Ir
elation o -

(Sl » [ Eamed income | 1400.00 Moty
Disabled M hd Weteran I 'l |
Marital Status [Maried *]  EducationLevel [GED |
Ethnicity Hizpanic VI |hswrance IUnknuwn VI

1stLanguage [Spanish vl Farmer INDtApp\Icah\e vl 4| | _,I
Race [Choose As Marw As Apply] I™ Refused [~ Dont know
Ill_ white [ Asian [ Black/Ahicansémerican [~ Mative Hawaian/Pacific [slander [ US Indianfalaska Native [ Other

Residency Status Family Informaton

I - I Houzing IEIwn d Family Type ITWD Parents d

=
Lorena Lopez 1005309 Spstem .}

This brings up the Family Contacts window:

Family Contact Relationship First Name Initial Last Name
ContactType Relationship J | |

e Click on New, enter the information, click on Save and Close.
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Community Action Partnership
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San Bernardino, CA 92415
(909) 723-1522 or 723-1523

Community Action Partnership of San Bernardino County
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HMIS

Homeless Management Information System

Changing a Client’s Last Known Permanent Address

In the Household Demographics screen, click on the "Change Client Address” button.

SiHMIS-[TRAAgencyAdmin] =1 x|
File = Wiew~ Report~ Help =
E 2 KW By G|k Kb
application [AD3_sA | Address [ aesiicertralintakedousshold s

Marvigatar 3 =

I»Hume

Household-Demographics

--Agency Senices
Program Enby
Service Provided
Client Profle
CaseNotes
Track Saving
Program Referral
Program Exit
-Agency Client Listing

Program T argets

Household Mame  Lorena

Lopez

[Opdate S elected Members

HouseHold Members ‘

Ethnicity Hizpanic -
st Language |Spanish - Farmer
Race [Choose As Many As Appl] I Aefused

New Househald Firsthame | LastName | DateOfBith | HeadOfHouseHold + F
& ‘ Lorena Lopez 1041041971 = 150%
New Family Lo ) Leonada Lopez 4/13/1969 [n] 1502
Change Family 7
5—“ Change Clisnt Address
I = &=
e KT | |
New | Mew Family | Same Family | Save I Nnn{:axhl Mew | Save I Delelnl
Cansent [Gpstem [osnzizos =[] # Hon fge 36 |IncomeSouce  |Esmed Income -
5N | ——. » [pontknow =] Stated Income  [1400.00
First Mame: Lorena Middle Narme Pay Interval Monthly -
Last Mame Lopez > | Sufix Documentation  [Pap Stub -
Date of Bith [ 10410/1971 3: : Gender |Female 'I Income |
Relati lh Limited Engiish m IncomeSource Statedncome Ir
seen lESeIEE EA)  ) » [ Eaned Income | 1400.00 Monthy
Disabled No hd Weteran 'I |
Markal Stahus  |Married ~|  Educationlevel [GED =

Insurance  |Unknain vI

Not &ppilcable 'I A4 | _»I

™ Dont Know

I white T Asian [ Black/Afican-American

Residency Status Family Information

™ Mative Hawaiian/Pacific [slander

™ US Indianédlaska Mative ¥ Other

IDwn

| [~

I Housing

j Farnily Type ITWD Parents j

L |
Lorena Lopez 1005309 Spstem

e This brings up the Address History window:

HMIS-[TRAAgencyAdmin]

=101 %]

llSan Bernardinnnj ISan Bernarding j IE.-'-H j |E|24EI4-_

IFuII Clear |

~

E dit only thiz client’s address

Strest # Street Mame Street Type Unit Type Urit Humnbe
BB [N =] a0 [sTREET =l = ~|]

City County State Zip Zip Data Qualiy

Select Address |

Save | Cloze |

Lorena Lopez

1005309 | System

e Enterthe new address and click on OK.
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‘ Helping People. Changing Lives.
cam.:nunity
ct'on 696. South Tippecanoe Ave. Homeless Management Information System

PARTNERSHIP
AMERICA'S POVERTY FIGHTING NETWORK

Community Action Partnership
of San Bernardino County

San Bernardino, CA 92415
(909) 723-1522 or 723-1523

How to Make Ch

anges to Income

e Step1and2: To make changes to client income, find the client in Client Listing, then go to the
Household Demographics screen and highlight your client in the grid of Household Members.
i

File > Wiew  Report~ Help =

G KO Eeoy Gk K4b ]

Application IADSjA j Address @aes.//cemranmakemwsehum

—Home 4] Lopez
= Update Selected Members: =i HouseHald Members
Household-Demogaptics
NewFamily | 2

~_Agency Senvices | | |

Navigator

2 x| Household Mame  Lorena

Change Family

Pragiam Enly

Service Provided Mew | _ HewFamily | SameFamily | Save | [ MonCash| _New | Save | Delete |
Client Profie

CaseNotes oo [SoeEm ~|[onzans ==] P HoH Age 38 | Incame Source  |Eamed Income -
Track Saving 85N [—— > [Dantnew ~| Stated Income  [1400.00

Program Referral e ||
ProgramExk FistName  [Lorena Middle Hame — | PayInterva M

Agency Client Lising Lotame  [opez 2] cum [ |Documeristion TE|
DaeotBith [10707871  =1~] Gender [Femdle <] Income |
Relation el =] Limied Engish [N | > [Eaned ncene | 10000 Mmm‘g
Disabled  [No ~ Veleran ‘
Martal Stats [Manied  v]  EducainLevel [GED =l
Ethicity [Heparic =] Inswance [Unknown <]
IstLangusge [Spanih 7] Famer  [Netappicatle =] ||« 2

Race [Choose As Mary As Apply] ™ Refused [~ DontKnow
II-I- White [~ Asian [ Black/Afiicarvémerican [ Native Hawaiian/Pacific Islander [ US Indian/8laska MNative [V Other

1

1

Residency Status Family Information

5 IHnusmg [Dun =] FamiyType [T Parents =

—
T TTroena Lopez 1005309 System .

e Step 3: Work within the Income Container (#3 below) to enter the new income or make any changes to

existing income

and non-cash benefits. Remember to click New and Save for each new income, or click

Save after making changes to an existing income.

"3i;HMIS-[TRAAgencyAdmin] ==l

File = Wiew = Report

T Help~

S RO By $ B as

EEEX

Application IADS_SA

7| Address [I)ses iicentraiintake ousshold

Mawigatar

rHume

Household-D emographics

--Agency Senvices
Program Entry
Service Provided
Client Profie
Case Notes
Track Saving

Program Referral

Program Exit

Agency Client Listing Last Mame Lopez >>| Suiffin

B % |Household Name Lorena

Lopez
[Update Selected Members ¥ HouseHald Members |
MNew Household = FirstName: V| LastName | DateOBith | HeadOfHouseHold <7 F
E [} Lorens Lopez

NewFamily | & Leorardo Lopez 47131969 [ 1502

Change Family EB
| s | | |
Mew | _ MewFamiy | SameFamily | Save | | Nonfash| MNew | Save | Delets |

Consent  [System  =|[msmz2m5 =]~ W HOH fge % | Inoome Souws [Eamed Income -
55N [ = [port Know =] Stated Income | 1400.00

FistMame  [Lorena MiddeName | |Pavhieval  [Monthl |

Documentation

Date of Bith [ 1041041971 32 : Gender  |Female = Utility Alowance
Frelat lh LTt Bl h IncomeSourc{ Social Securty Forms
Elation imited Enghs| L) » | Eamed Inca Child Suppart Forms

S5I Forms
Disabled No - Weteran < | TANF Forms
Mailtal Status [Maried ~|  EducationLevel [GED =l nemployment Insurance
Ethnicity Hispanic £ Insurance  |Unknown A
1st Language |Spanish - Farmer  |MNot Appilcable hd I 4 I _»l

Race [Choose As Many As Apply] I RAefused I Don't Know
W™ white [~ Asian  I™ Blackédfiicanmerican [~ Mative Hawaian/Pacific Islander [~ US Indian/laska Mative ¥ Other

Residency Slatus Family Information

= IHnusing Jawn x| FomiyType  [TwoParents =~

e Step 4: Onceall

income changes have been made and saved, use the “Jump to Program Entry” button

to take your client to the Program Entry screen in the Agency Services Library. g

&
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Community Action Partnership of San Bernardino County
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Homeless Management Information System

How to Make Changes to Income

e Step 5: Inthe Program Entry screen with your client listed at the bottom of the screen, click on the

Snapshot il button to open the pop-up window with income history.

=10l x|
Fle View= Report~ Help =
oD w0 @ & & [aa[Kdb 0]
Application [aD5_aA | Address Eses-ﬁserw:esmmy =]

Navigator L fg 2008
6 [ _/ /| Search 52t Dperation vear |
Program ~| EnterProgram | Definitionaf Homeless?  Definition of Chronically Homeless?
TRA_Transitiondl Houss
_Transitional Housing - Save
Program Status  |Envolled - % Consent garizalion < |
Carments Case Mansger TRA feir B
- . Erity Date T0/08/2008 s
Housshald  Individual  Poverly Piot Living Situstion Lenath OF Stay in Preious Placs
g income Incame Level%) | £l
5 320000 40000 [z7am0 |
Wiess Entire Household Snapshot
[Are you cunently homeless? Entry Question
Question Qusstion Renuited Arswer Com—]
Are you currently ~ =
A I j Are pou at risk of [ .
Stall pesanhast | W
(it Stall has oblaned | @
Haveyoubeenca | [
Howmany epised | [0
Aqe Tient i chiorical | @
What cicumstane | @)
Howlonghavepa | I
Doyouhaveaph | W
Doyouhaveade | I
C Do o have amp ~ -
| »
= Previous | Newt | Add | Delete | Finish | Refresh | Required
- External Aaencv .

Lorena Lopez 104101571 Organization ;:

In this pop-up, the original client income at time of program entry will show as snapshot 1.

i HMIS-[TRAAgencyAdmin]

IS

Eamed Income

Camments

Hougehold
s : : |
Lasthame isthiome DateQtBtith A~ IncomeSource Statedlncome
Snapshot 1 | Lepez Lorena 107101971 ([ 1| » [Eamedincome | 140000
and the date |-®* Leonardo IELER =
of original
income
entry
6
- |
| (UG | Snap shot
Blext I¥ Head of Houzshold Update
Edit I‘I I LI
7 ﬂl Non-Cash Benefit |

Inzome ' alue

1400.00

Pay Interval

Documentation

New
Save

Delete

=101 %

IMontth - l
IF'a_l,l Stub VI

Close |

Lorena Lopez 10£10£1971 Organization

Original
client
income
sources at
program
entry

e Click Snapshot (6) and then click Next (7) to create a new snapshot reflecting the changes you made in
the Household-Demographics screen. (Snapshot pulls the data directly from the Household-

Demographics screen.)
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San Bernardino, CA 92415
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How to Make Changes to Income

i HMIS-[TRAAgencyAdmin]

=101

Household Incaomme |

Previous
and Next
buttons
can be
used to
scroll
through
income
history

LastM ame

FirstMame

DateQiBirth

IncomeS ource Stated|ncome

» | Lopez

Lorena

1041041971 1

» | Earned Income 1400.00

| Lopez

Leonardo

4131968 1

1=

—l

Next

Previous Oct E 2008

¥ Head of Houszheld

Snap ghot
Update
Edit

Reset |

AT 2
Hon-Cash Benefit

Income Source

Eamed Income hd

Comments

Income ¥ alue

140000

Pay Interval

Moanthiy -

Documentation

Pay Stub -

New

Save

Delete

Close

Loiena Lopez 10/101971 1] izati .

e Remember: Snapshot 1 will be income at entry into program. Whichever snapshot is the last Snapshot

will be income at program exit.

A Note about Snapshots:

The system creates two pictures or “Snapshots” of the Household Demographics screen. Once when
you enter a client in to a program at “Program Entry” which would be called “Snapshot 1” and second
when you press the "Begin Exit Process” button in "Program Exit” which would be known as “Snapshot
2.” If your exit income is the same as your entry income, then you wouldn’t need to do anything. If your

income has changed since Program Entry then you would need to complete Step 5.
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VI. Program Entry

Before enrolling the client, you must first enter him/her in Client Intake and Household Demographics.

If the client has already been entered in HMIS but not enrolled in a program, search for the client in the
Client Listing screen, select the client’s record, and click on the Jump to Program Entry shortcut button.

MIS-[TRAAgencyAdmin] = o]
File ~ View ~ Report = Help +
G2 W R Ry $ | as]|K PN

J Application |.0.DS_SA j Address F@aes:.l's'c:entralirdake!customer lizting

M awvigatar a3 x

Client Listing

FirstH ame : i Lasth ame Suifi

Click on the black arrow to highlight the entire row.
LASIEHHA\- Then click on the Jump to Program Entry button to
enroll client in a program.

Client Listing

-_Agency Senices
Program Entry
Service Prowded
Client Prohle
Casze NHotes
Track Saving

Program Referral
Program E xit
Agency Client Listing

Locations
Contracts
Funding Code
Program 5 etup
Program T argets

Lorena Lopez 100530 System .t
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Homeless Management Information System

Enrolling a Client in a Program using Client Intake

You still have the option of using Client Intake to enroll clients. If you use Client Intake, you will need to go
to 3 different screens to enter information versus Quick Intake which contains Household Demographics,

Program Entry and a portion of the Services Provided screen.

VL. Program Entry (continued)

Once you are in the Program Entry screen, you will be able to enroll a client in to a program.

"H;HMIS-[TRAAgencyAdmin]

File = Wiew * Report~ Help ~

G KR Brsoy P B aas|[K D

Application IADS_SA j Address I@aes:ﬁservicas!&rﬂry

Narvigator rogram First Mame Last Mame DOB

Program I j Enter Program | Definition of Homeless?

2008

Set Dperation rear

D efinition of Chronically Homeless?

TRA_Tranzitonal Housing
Program Status IEnrDIIed j% Consent

Comments | Case Manager

Entry Date

IDrganization VI ﬂl

|TF|A_ifei|

| 10/08/2008

s-Agency Senices Household Individual Paverty Prior Living Situation

Program Entry $ | Income Income Level(%]

Length OF Stay in Previous Place

IEmergency shelter

Service Provided
e |3200.00 |1400.00 |274.00

VI One week of less|

Case Notes

e pou cunently homeless?

Entry Question

Track Saving
Program Referral

Question Question

Required

Angwer

Program Exit Are you currently

Agency Client Listing Answer Are you at risk of

Staff person has r

Comment Staff has obtained

Have you been co

How many epizod

Client is chronical

what circurnstanc

How long have yo

Do you have a ph

Do you have ade

Do vou have any

Previous | New | Add | Delete |  Finish |

| =1 =1| =1 =1 =) =1 =) = = =) R

-
of”
Refresh | Required |

| Lorena Lopez 10101971 Organizabion !

1. Make sure the correct client’s name is at the bottom of the screen.

2. NOTE: All blue fields must be filled in. In the Program field (see arrow above), select the correct

program from the dropdown list and click on Enter Program. This fills in the Program Status (Enrolled),
Consent (Organization), and Case Manager. It also pulls the income from Household Demographics

and creates the Program Entry question bed.
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VI. Program Entry (continued)

3. Change the Program Entry
and click on Save.

Date to the date the client was enrolled in the program, if not current date,

Refresh | Required |

Household Income: This is the client’s income at the time he/she entered the program, which is pulled
over from Household Demographics when you click on Enter Program. If the income shown is not the
correct income at program entry:

a. Click onthe Income Snapshot il button to open the pop-up window with income history.

H; HMIS-[TRAAgency Admin] o = 3
35
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— ave |
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If this income is not correct, Entry Date | 10/08/2008 =~
change it by clicking on the Household Indlwdual Paverty Priar Living Situation Length Of Stay in Previous Place
$ button and see screen shot —_}I Incame Incame Level%)
IEmergenc:y shelter
below. |3200.00 [1400.00 |274.00
Case Motes 7
Track Save 5 Are you currently homeless? Enty Question
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Program Referral el
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Have pou been co I~
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E el | 3
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2
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VI.

Program Entry (continued)

10.

11.

b. Inthe Income section on the right, click on the record you want to change, or click on New to add an
additional record.

c. Click on Save and Close. The new income should now appear on the Program Entry screen.

Prior Living Situation (client’s situation immediately prior to entering your program) and Length of
Stay in Previous Place: Select answers from the dropdown list.

Click on Save (top right corner of window).

Click on Required (at bottom right corner of screen) to shrink the Program Entry question list to only the
required questions. (To view all questions, click on Refresh.)

Answer each question using the dropdown arrow. If your program is HUD-funded, you must select an
answer from the dropdown list; do not type in a different answer. If the Add button is available for a
particular question, you can give multiple answers to that question.

After selecting an answer, click on Next at the bottom of the screen. This allows the program to skip
questions that don’t apply to that client based on the previous answer.

If you click on Next and nothing happens, you have reached the end of the
question list. Click on Finish.

Save Answer E

For this question, answer is required!

e If an error message pops up, you skipped a required question.

e Clickon OK. The unanswered question will be highlighted in the Entry
Question grid on the right. Select the answer and click on Finish.

e IMPORTANT NOTE: If you continue to get this error message after all program entry questions
have been answered, one of the required questions in the Household Demographics screen was not
answered for this client. Click on the Jump to Demographics button. [3 |

e Once in Household Demographics, fill in all the blue fields, click on Save and click on Jump to
Program Entry.

Click on Save.
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VIl. Service Provided

Once you have entered the client in to a program, now you can record milestone statuses and keep track of

what services were given to the client during the program.

101
File = Wiew~ Report~ Help -
G ey By G [as|[KAP M
Application [ADS_5A | Address [ aes siservicesissrvices x| @@

Havigat —
avigatar Progra _TF\A?Transwliunal Housing StartDate RPN EndDate VAN
= @ Prag Component
ProgCompanent | Description | Resource |
B | [ Housing | | TRé_itei | 1008
Prog Camponent | j
2 Staff | =l
= 4] |
7_Ag§n|:y Slzrw::es Gtahus lﬁ Berm | Milestone Status
‘ mgram ""}’ ~ StatusDate MileztoneT itle Statuz
S ervice Prowaded Status Date E - Refresh Milestones | =
1 Eroll in Transitio

Client Profle
Case Motes Description Set Short Term G

Track Saving Complete Lite Skil
Program Referral Werification Save Down Paym

Program Exit Obtain Mew Housi h 3

Agency Client Listing

Camrnefits

StartD ate Activity

Activity |

Staff/UserD |

Description I

Make sure you are on
the correct client
record.

Comment

1. Click on the Service Provided screen.
2. Select the Consent (Organization), Program Component, and Staff using the dropdown menus, then

click on Generate. This moves the program component over to the right and “generates” milestones for

that client.

e Milestones are pre-set goals the client must reach to successfully complete your program. Not all
milestones are applicable to all clients, and each program component has its own milestones.

e Activities are pre-set services your agency provides that enable clients to reach those milestones.

3. Click on the first milestone in the Milestone Status grid on the right (#2 in screen shot above) and select
a Status and Status Date for that milestone on the left. NOTE: Every milestone must have a Status and
Status Date before exiting a client. However, when first enrolling the client, you will probably only have

a status and status date for the first milestone.

e Status: Select Complete, In Progress, Unsuccessful (client attempted but did not complete the
milestone), or N/A (the milestone did not apply to that client or the client left the program before
attempting to complete the milestone).
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e Status Date:
from your program.

e (lick on Save next to the Status field.

4. Repeat this process for every milestone that is Complete, In Progress, or Unsuccessful. When finished,
you will return to each of these milestones and add any activities (services) your agency provided to
help the client achieve them. (Important: Read through NOTES section below before adding activities.)

Community Action Partnership of San Bernardino County
696. South Tippecanoe Ave.
San Bernardino, CA 92415

(909) 723-1522 or 723-1523

Homeless Management Information System

This can be any date between the date the client enrolled and the date they are exited

NOTES:

e HUD needs to see every activity (service) that your agency provided to a client. However, the units and cost
aren’t important to HUD; they are for internal use by your organization for program evaluation. For HUD
purposes, entering ONE instance of every service you provided is sufficient. For example, you can select one
milestone and make one entry for ALL case management services provided to the client.

e If your agency wants more accurate information, you can also make a summarizing entry every two weeks or
once a month and change the units to reflect the actual units provided for that period. For example, for the
activity “Case Management,” you would enter the total minutes of case management provided that month.

e Ifan activity was provided that doesn't fit any particular milestone, select your “bottom line” milestone (such
as, “Client will obtain permanent housing”) and enter the activity there.

e Select the Staff person and a date (any date between program entry and program exit is okay), enter a
Description, then click on Save.

in automatically.

I HMIS-[TRAAgencyAdmin]

File = “iew~ Report+ Help =

Select the first milestone in the Milestone Status grid. If you provided services intended to help the
client achieve this milestone, click on New in the Activity section (see #3 in screen shot above) and
select an activity from the dropdown list. The units or cost of that activity are predetermined and will fill
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Application IADSﬁA
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6. To add additional activities for the same milestone, click on New.

7. To add activities for a different milestone, click on that milestone in the Milestone Status grid and
repeat Step 2.

VIIl. How to Enter a Client in Quick Intake

Quick Intake

The Quick Intake screen is a combination of the Client Intake, Household Demographics, Program Entry and
a portion of the Services Provided screen. The purpose of Quick Intake is to streamline the entry process.
This screen allows for a single point of client entry and enrollment as well as generating the milestones.

Adding A New Client To HMIS Using Quick Intake

1. Click onthe New HH button
2. The Consent Level will defaylt to “System The Consent Date will default to seven years from
today’s date. Please do nét modify the Consent field.

i;HMIS-[TRAAgencyAdmin]
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Track Saving : -
Program Referral Family Info IHousmg I j Type I j Doz I j
Frogram Exk Last Known Permanent Address. .
Agency Client Listing Street # Street Mame Stieet Type Linit Type Unit#  Location Description
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How to Enter a Client in Quick Intake

3. Enterthe Social Security Number in the SSN field. If you have a complete Social Security number,
enter it in the SSN Field and choose “Full” from the dropdown list.

New HH | Newl Mew Family I Same Familyl Save |

Consert Zilon v|[03n4/2014 3 v | Age If you only have the correct
55N _ 5 | ~| v last 4 digits, enter them in the
Firzt Mame | Gender | Full last space of the SSN field

Fartial and choose Partial from this

Lagt Name | Weteran Don't Know or d *| | dropdown list. If you do not
DOB 5 | Ethnicigicised 01| have a SN, leave the SSN

) ) field blank and choose “Don’t
R elation | ﬂ Education | ﬂ Know” or “Refused.”
Dizabled | j Insurance | j
Phone L & PH Tupe | |
R ace [Choose Az M any Az Apply]

4. Finish entering the rest of the required (purple) fields and Phone & PH Type if necessary.
Select Race.
Select Housing and Type from Family Info section.

o

Update Selected H ousehold Members

New HH I Newl Hew Family I Same FaminI Save I |
Hew HH I HewFamily | Change Familyl
Consent 3 v | Age
Household

S5M - - E [~ HOH
—I Firzth ame MiddleM arne LastM anne

First Mame Gender
Lazt Mame Yeteran
DOB % s | Ethricity
Fielation Education

_ < >
Dizabled Ihsurance

Income Hon-Cash I New I Save Delete

Ph L - FHT [ =

one P S vpe Source | J

Race [Chooze Az Many As Apply]

I wihite [ Asian | Black/&fizan-fmerican Amourit |

[ Mative Hawaian/Pacitic Islander [ US Indiand&lazka Native | kel | J

Family Info ‘Hnusmg Type Doz | J

Last Known Permanent Address. )

Street # Street Mame Street Type rit Type Unit#  Location Description

City Couinty State Zip Zip Data Quality I™ Head of Household Address

| J | J| J Clear | SelectAddress |

7. Complete the Last Known Permanent Address container. Note: The Zip field is not required, but
the Zip Data Quality field is required.
8. Click "New Family” to save the Head of Household Record entered.
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Adding Additional Members to the Same Family or New Family in Quick Intake

There are a few things to consider when adding additional family members to an already existing
household. Ask these questions: Are they a member of the same family or will they be a member of a new
family within the same household? The concept here is that you can have many families within a single
household. Keep this in mind and it will help you to differentiate between the "New Family” and “Same

Family” buttons.

BEHMIS-[TRAAgencyAdmin] o s 23
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ISan Bemardinon j ISan Bermarding j IEA j |924D4- IFuII j Clear | Select Address |
Conzent IDrganization d Frogram ITF!A_T ranzitional Housingj Frog Component IHousing d [l Create
Huestion Are pou currently homeless? Entry Questions
Question Required Anser Cor
: AT Are pou curently [ »
| Are pou at rigk of = -
B Camment I L] — LI__
= Prev | MNext Add | Delete | Finish | Required | | Refresh
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Click on "New”
2. Enter all of the required blue fields.
When finished entering all required fields, click on the “Same Family” or "New Family” button.
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Enrolling a Client in a Program using Quick Intake

The lower third of the screen is where you will enroll your client into a program. Enter all fields as you
would normally do in the Program Entry screen. Note: If you need to back date the program entry date,
you must go to the Program Entry screen and do it there.
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Enrolling a Client in a Program using Quick Intake

Explanation of New/Same Family buttons in Quick Intake:

| Mew HH | Newl Hew Family I Same Familyl Save |

New HH - Establishes a new Head of Household (HH). You use New HH when entering the head of
household (HH). Usually this will be the first person that you are enrolling.

New - You will use this button when adding a family member and every subsequent family member
thereafter to the household.

New Family - Click on the New Family button to establish Head of Household’s new family. This button
really acts as your save button after adding a new Head of Household. It can also be used to signify the
beginning of a new family if you have multiple families in a single household.

Same Family — Saves the person into the household into the “same family” as the Head of Household. For
example: You are adding a child to the Head of Household. You would click "“NEW" to add the child and
then you would click on “Same Family” to signify that the child belongs to the same family with the Head of
Household.

Save — After all household members have been added and you are finished, click on the Save button overall
to save everything in that container or anytime a change is made to the existing record.
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IX. Additional Screens

Client Profile

This is a customized question bed, used for pre- and post-tests and miscellaneous questionnaires as
requested by individual agencies. It functions similar to the Program Entry screen.

HMIS-[aes://services/client profile]
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Previous | Mext Add | Delete | Finish | | (@ ,

Simpson 9/9/1950 Crganization

1. Make sure the correct client’s name is at the bottom of the screen.

2. Select Consent (Organization) and Activity (questionnaire name) at the top of the screen and click on
Filter. This brings up the question bed.

3. Complete the remaining blue fields using the dropdown menus.

4. Answer each question as you would in the Program Entry screen, clicking on Next after each answer.
After answering the last question, click on Finish to save your answers.
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Case Notes

Adding a Case Note

Click on the Consent dropdown and choose your consent level.

Click on the Component dropdown and choose the component.

Click on the Activity dropdown and choose the Activity. This will usually say “Case Note” or “*Note.”
Click on Create. You will now see a blank case note entry under the Note History contalner

MIS-[TRAAgencyAcain]

SwW oo

File =  Wiew = Report

<::>X11*9@HM§:E:|:¢&|JMQDW|

Application [aDs_sa = | Aess A ses:iservicesicase notes

Srogram FirstM ame astM ame DoB
NS | | O —
Consent Create StantDate Activity EstimatedTime | ProgramComponsnt Subject
» | 10/08/2008 i

| Cass Manageme | 0 | Housing Test Case
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Mavigator o=
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Service Provided
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ﬁﬂ MilestoneTitle ﬁﬂ

Add Milestones Add Services Related o
ﬁelaled to Case Selected Miestone
ote

Lorena Lopez 101041971 NH

5. Inthe next section underneath Note History, enter the Subject, Staff Initials, Date and Estimate
Time.

6. Click your mouse in the open blue space and begin typing your notes.

7. Click on Save when finished.

BEHMIS-[TRAAgencyAdmin

File = View~ Report~ Help -
T & 3¢ © & 8wy &b B[] dn & || R B
application [ADs_sA | address [A7 ass:iiservicesicass notes

o Pragrarn Firsthan.= LaztMame DOE
| — | S—

Create StartDate Activiy ~~_EstimatedTime | ProgramComponent Subject
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Program Entry
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Track Saving

Program Referral
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Consent
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Case Notes

Firsth ame: LastMame Loe

Search

StartD ate Activity E stimatedT ime ProgramCompaonent Subject
» | 10/08/2008 Case Manageme | O Housging Test Casze

IDrganizatinn

Cornponent

IHousing j

Activity

--Agency Senices

Spell Check in the Case Notes Screen

A Spell Check box will automatically pop up if you misspell a word. It will do an auto run as you are typing
and when you click out of the typing area, and if a word is misspelled, you will get a pop up box showing the
errors found. After accepting changes, click on Save.

8: HMIS-[TRAAgencyAdmin] i =lox]

File = Wiew = Report~ Help =
Ao W0 Aoy ]| KD M
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— » | 10/08/2008 Caze Manageme | 0 Houszing Test Case
IDrganlzatlon vl
IHousing VI

Activity
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Client Profie = I i R—
Staff TR&_jf vl
Casze Notes i Add To Dictionary

Track Saving

Program Referral

Program Exit Change To:

Agency Client Listing Caze Change
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Change Al

Suggestions:

Casey |

T Cazes
c-Agency Caszed
Locations Ceaze
Contracts Caste LI
Funding Code Milestone IEnroII n T
Unda Cancel |

Program Setup ﬁﬂ il
Program T argets |
Forecaster Add Milestones Add5ervices Relatedto

Related to Case Selected Miestone
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Lorena | Lopez | 10704371 |
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After you enter your case note, you can attach one or more milestones and services to that case note. This
is explained starting on the next page.

Attaching Milestones to a Case Note

1. Highlight the case note that you wish to add a milestone to by clicking on the black arrow to the left
on the case note entry. Make sure that the whole row is highlighted in blue.

HMIS-[fakAgencyAdmin]
| File = “iew~ Repott~ Help~
|ED ot Hrsoy $ &[] Kb M

Application |OC_SA :_j Address |Ej aesfizervicesicase notes

L ] % | Program
 Dispatch2 ~ .
Fi ork Listrg

Consent ]Urganlzatlon L] Component

lJ Lictivity

Mote Histary
Note
Thiz client will reg

StartD ate:
09/10/2007

= ProgramCormponent Activity Subject

Case Mote Case note for GB

Subject ]Ease hate for GB

Staff ;rak_dkleha _:] Date | 09/10/200 % v| Estimate Time

— | W Thiz client will require in-depth counseling services.

Entered By

JD Iin.

Milestone 1dgfadf L] Semvices 1Bed Night _:J
ﬁ | MilestoneT itle CaselD N ﬁﬂ |
=-AQ Add Milestones Add Services Relaledio
e Relatedto Case Selected Milestone
Note
pritrac
ding Code 3 = >
Gieen | Bananas | 11171988 | i

2. Now click on the Milestone dropdown arrow. This will contain a list of your agency specific
milestones. Highlight the milestone that you wish to attach.
3. Click on the yellow down arrow to attach. The milestone is now attached to the case note.
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Attaching Milestones to a Case Note

When working with multiple case notes and milestones you can verify that you have the correct Case Note
attached with the correct Milestone by matching up the Note Key numbers as shown below.

(Oa Lo P B == Etare
CZl 5 HMIS-[fakAgencyAdmin]
2. | File = WYiew=~ Report~* Help =
N k0 @ &% as[0db N
- | Application [0C_sA | address | B ses iservicesicass notes v|@ Go
Clipboa| |
_‘ﬁ] 7 Program 0 FirstName LastMame
o BlE — m—
m-Encounte | W= !Drganmﬂ Comporent Iﬁ Activity !—_] Create |
" i Mate History
2 i StantD ate Resource MoteKey ActivityGroup ActivityNumber Application| D
o 7 fak_dkleha
Subject iEasE note for GB Save |
Staff ilak dkleha ‘_I Date |09r"10f’200 = v| Estimatg Time Hin Ertered By fak_dkleha
—| | This chient will require in-depth counseling service:
=_AQ i
Verify that the N,ote Key
o numbers match to make sure
you have the correct Case
Note attached to the correct
; Milestone.
Milestane |dgfadt / | Services |Bed Night |
neTitle Cazellr Nol‘ay | Service Cagell Caze!
ﬁﬂ [ 8578 562353 ﬁﬂ'
m-Age AddHMilestones Add Services Relatedio
Helated to Case Selected Miestone
Note
2 IE3 - K3 —— >

Page:8 of8 | Words:1103 | o |
ey :
/s Start By 72 @ 7 | @ caendar-Mier.. | & CMISCheatSh.. | T CMISUpgrade ... [ HMIS{FakAgen...

To attach another Milestone to the current Case Note, simply repeat steps 1 thru 3 again.
Next, you can attach a Service to the Milestone.
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Attaching a Service to a Case Note

1. Highlighkthe Milestone that you wish to add a Service to by clicking on the black arrow to the left
of the Milestone.

Milestane (EEERE | Semices |Bed Night |
/\l | tilestoneT itle CazelD M /\l | Service CazelD Caze!
= WY dgfadf 58578 5522 —
Add Milestones Add Services Relatedto
Related to Case Selected Miestone
Mote

< > | >

2. Now choose the SerWdown list.

Mileztone |Sdfasdf - \SEML@ [Eied Mighd H||:|I-| -
P MilestoneTitle CaszelD M b
5 — T, = = Caz Hr1:|r|:||:||~r|||-r|l
- [ dgfadf Lot REZ22 ;

: _ Child Services
Add Hilestones AddServices Relatedio |Food Basket
Related to Case Selected Milestone Transporkation
Mote
JE: ¥ JE: »
3. After choosing a Service, click on the yellow down arrow to attach the Service to the selected
Milestone.
4. Click Save.

*You may also remove a Milestone or a Service by clicking on the yellow up arrow. Be sure to highlight the
entry that you want to remove by clicking on the little black arrow to highlight the entire row.
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Track Savings

This screen is generally used only if your agency physically collects and holds the client’s money.
1. Click on New. Select the Type Transaction and Description using the dropdown lists.

2. Complete the remaining fields and click on Save.

3. To add a scanned document (such as a deposit receipt) or other document, right-click anywhere on the
screen and select Add New File.

4. Inthe pop-up window, select the file and click on Open.

* Choose Consent level (Organization) and enter a Description and Note if desired.

¢ (lick on Save.

5. If you uploaded a scanned document, it will appear on the page.

i HMIS-[TRAAgencyAdmin] 101 =1
File = WYiew~ Report = Help =

G KO Brivey § | s M|
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Bed Inventory Screen

The Bed Inventory screen allows you to easily create and maintain beds. You can also add beds to locations
and check to see if they are “in use” or “vacant.”

Viewing Bed Availability
—The top container of the screen gives you many choices on ways that you can search and view bed
availability.

=10
File = View~ Report~ Help =
S KOy Hrmoy G| [ KD

Application IADS_SA Vl Address Ia assdhmisserviceshedinventary j @ Go

Mavigator
l:S ervice Provided

Client Profle

I
Case Notes
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Bed Inventary

Bed Invento V| FrogramType V| AgencyMame V| Locationt

--Agency
Locations
Contracts
Funding Code
Program 5 etup

Program T argets
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Searching for Beds

1. Click on the Region dropdown list and select San Bernardino County.

2. Click on the Filter button:

You should now see a list of all beds in your organization.

; HMIS-[TRAAgency Admin]

File = Wiew = Report = Help =
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Searching for Beds (continued)

You can also narrow your search even further by choosing Agency, Location, Room, Family Unit, Bed Group,
Pop.A, Pop.B, Program Type, Seasonal and Bed Status. Pop A. refers to the population such as single
males, single females, etc. Pop. B refers to the 3 groups of: Domestic Violence, HIV or VETERAN. You may
also choose to leave all categories blank, click the Filter button and it will give you a list of all of the beds in
your organization.

Adding a Bed

To add a bed to your organization:

ol
File = View~ Report+ Help =
R Ak A EEE]

Application |ADS_AA j Address I@ass.Wmisserviceslbed\nvsrﬁury j & Go
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Eﬂed Inventom
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Funding Code
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_Agency Listing

E

| =

Click on New.

Select the Consent Level; always choose “"Organization” unless you want other agencies viewing
your beds.

Select Agency.

Select Location.

Enter Room name.

Enter Bed ID.

Enter or Select Bed Group

Enter or Select Target Population A. and/or B (not required)
Enter or select Program Type (not required)

10. Enter or select Seasonal (not required)

11. Click Save.

Total: 0

N

© N v H W
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Adding More Beds to the Same Room

Once the initial bed is created and saved, it is easy to add more beds to the same room.

1. Select the bed in the Bed Inventory grid that you want to add beds to. Do this by highlighting the
row of the location in this container.

2, HMIS-[TRAAgencyAdmin] =10 x|
File = W¥iew = Report= Help =
G KR ey S| KM |
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21

E

Enter the Number of Beds You Want to Crete.
Enter the Beginning Bed Sequence. Only numbers are allowed. If your first bed was named Bed 1,
enter a 2 here.
4. Delete the number showing in the Bed ID field.
5. Click the Create button.
You should now see your beds added in the Bed Inventory Grid.

Bed [nventary
BedID | ProgramTepe &7 AgenceMame & Locatic |
|1 Tranzitional Housi | Training Agency Shelter (|
2 Tranzitional Houst | Training Agency Shelter ¢
3 Transitional Housi | Training Agency Shelter ¢
4 Transitional Housgi | Training Agency Shelter ¢
L Tranzitional Houst | Training Agency Shelter ¢
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Sessions
:HMIS-[TRAAgencyAdmin] o ] 3
File = ‘iew > Report~ Help -
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IITHA_TransitionaI Housingﬂ IHousing j Cer | ere |
SessionListirE / |
Last M I i | | — . .
Ssthame Filter Refiesh Achivity STDMame ActivitpType ApplicationCode
L By p | Facility Orientatio | Housing placeme | Session 1803027
|
Client Listy
Firsthame LaztMame DatiT‘
: Prog I. '
- Provided Lucy Jones 2/219,
oo P e | ; 2|
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0 £ Total I?'I ﬂl j Update |
—Programs

| Lopez | Lorena | 101011971 l__:i

1. Search for your client by choosing the Program and Program Component they are enrolled in or by typing
in their last name and clicking filter. Choose your client.

2. Choose the Session by selecting the row under Session Listing.

3. Enter the Date and click Attended.
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Exiting a Client

1. Pull up the client on Agency Client Listing and go to the Service Provided screen.

2. Service Provided:

e Enter a Status and Status Date for every milestone. Note: The status date must be before the

exit date.

e Make sure that all activities have been entered for each milestone.

3. Client Profile. If your agency has a pre, post-test or other special questions, they will be on this screen.
Be sure the answers have been entered.

4. Case Notes: Make sure all case notes from everyone in your agency have been entered.

5. Track Saving: Make sure all information is up-to-date.

6. Print Reports: Print all client-specific reports. These reports can still be printed after you exit your

client.

e Client Program Entry Form Report

Client’s Case Notes Report
Client’s Milestone Summary Report
Client’s Service Received Report
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Program Exit

1.

2.

"2 HMIS-[ TRAAgencyAdmin] =8|
File ~ ‘Wiew~ Report~ Help ~
EER A L LAY
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Lorena Lopez 10/10:1971 0 izath 2

Click on Begin Exit Process. This will generate the exit questions.

If known, enter the “"Destination Address” (address where client is going to live when they leave the

program) and click on Save. If you only know the city, state, and/or zip, enter that information.

Income at Entry/Exit: Income at Entry is pulled over from the Program Entry screen (which originally

pulled the information over from il Household Demographics when you enrolled the client). The
most important thing to remember is that "Snapshot 1” is Income at Entry, and the last snapshot
entered will be the Income at Exit.

Click on the Income Snapshot button.

In the popup window, check the snapshot number at the bottom left next to the Previous button
(circled below). This is the most recent income snapshot and will be shown as the client’s income at

i HMIS-[TRAAgency SAdmind =10 =]

exit. Household Income e
LastMame Firsth ame DrateOfBith IncomeS ource Statedincome | [Earmed Incame ol
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Pay Interval
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IF'ay Stub VI

- .;:..: rennT New
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Close I
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e If the snapshot in the popup window is Snapshot 1:

v This amount will show up as both the Income at Entry and Income at Exit. If snapshot 1 does not
show the correct Income at Entry, select the record in the Income section on the right, make
changes, then click on Save and Close.

v" To add a different amount for Income at Exit, you must create a second snapshot. In the
snapshot popup window, click on Snapshot, then click on Next. In the Income section, click on
New, enter the information, then click on Save and Close.

e If the snapshot in the popup window is NOT Snapshot 1:

v This amount will show up as Income at Exit. If this is not the correct income at exit, select the
record(s) on the right, make changes, then click on Save and Close. Or, to create a new income
snapshot, click on Snapshot, then click on Next. In the Income section, click on New, enter the
information, then click on Save and Close.

v To make changes to Income at Entry, click on Previous until Snapshot 1 appears, then edit the
record as described above.

e The Program Exit screen should now show the correct income at entry and exit.

4. To shrink the question list to show only the required questions, click on the Required button at the
bottom of the question grid. Answer the Exit Questions using the dropdown fields on the right and click
on Finish.

5. Click on the Exit button at the top of screen. You will get a warning that all enrollment information for
this client will be locked. (You will still be able to view the information and print reports, but you won't
be able to make any changes).

e Besure to enter the date your client actually exited the program in the Exit Date field.

"i; HMIS-[ TR AAgencyAdmin] o ] [E|

lfyou select exit program. all enroliment information for this
period will be locked. No additional changes will be allowed.

€ [ _d D

e If you're sure you want to exit the client, click on Exit.

NOTE: If you accidentally exit a client who shouldn’t have been exited, notify a Systems Administrator at
Community Action Partnership of San Bernardino County (909) 723-1522 or 723-1523. Or you may also email
our HMIS helpdesk at jfeir@capsbc.sbcounty.gov.
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X. Checklist

NOTE:

e Before enrolling a client in a program, you must complete Client Intake or Quick Intake and
Household Demographics in the Central Intake Library. (See the cheat sheet, "How to Enter a Client
in HMIS.)

e The only required screens for this section (Agency Services Library) are Program Entry and Service
Provided.

e Allblue fields on each of these screens are required fields.

Step | Screen Description

1 Client Listing e Search for the client.

e Select the client’s record and click on the Jump to Program
Entry 4| shortcut button.

2 Client Intake e Complete all required (blue) fields and click on Save.

v" Note: DO NOT CHANGE Consent or Consent Expiration Date.
(Possible exception: domestic abuse clients.)

v’ Enter the client’s full legal name. To enter an alias or nickname, see
Step 3, Household Demographics.

3 Quick Intake e Click on“"New HH" to enter the Head of Household
e Click on “"New” to enter each family member

e Gotothe Program Entry screen to back date the Program
Enrollment Date

e Do not make up a social security number or enter all zeros

Household e Make sure the correct person’s name appears at the bottom of the
Demographics: screen and complete ALL the remaining blue fields. NOTE:

v" To enter an Alias (nickname or other name used): Click on the

Head of double arrow button :::>| next to the Last Name field.
Household . , :
v Relation: Relationship to Head of Household.
v Race: Must select one or more.
v" Housing: Client’s living situation immediately prior to entering
the program.
v Family Type: Refers only to household members entering the
program.
e C(lick on Save.
Household NOTE: The Income section must be completed for every Head of Household, even
Demographics: if the client has no income.
v' Be sure the correct person is selected in the Household Members grid
|ncome at Entry and C“Ck on New.
into program v" Income Source: If client has no income, select No financial resources.
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v’ Enter a Stated Income and select a Pay Interval, even if the income is
0.

v"If no documentation is available, select Self Declaration.
e C(lick on Save (just above client’s age).

e Click on Non-Cash Benefit, check the appropriate boxes, click on Save,
and click on Close.

® Ifthere are no other household members, click on the Jump to Program Entry
shortcut and see the cheat sheet, How to Enroll a Client in a Program. iJ

Household e To add household members, click on New (above Consent) and

Demographics: enter household member’s information, including Race. Housing
and Family Information are automatically filled in from the Head of

Household Household’s information.

Members

e Tosave, click on Same Family or New Family.

e |If the household member has income or non-cash benefits, select
that person in the Household Members grid and add income and/or
non-cash benefits (see Step 4).

e Repeat this process until all household members have been added.

 Ifyou are not using the optional screens and are ready to enroll the
client, click on the Jump to Program Entry shortcut button |_4 |and
see the cheat sheet, How to Enroll a Client in a Program.

Program Entry: | ¢ Make sure the correct client is at the bottom of the screen.

e Select the Program from the dropdown list and click on Enter
Enrollment Program.

Information e Change the Program Entry Date to the date the client was enrolled

in the program.
e Click on Save.

Program Entry: | e Verify that the income shown is the correct “income at entry.” To
make changes:

Household v" Click on the Income Snapshot il button.
In_c?me ‘_’”d P.I‘IOI‘ v" Select the record in the Income grid on the right.
Living Situation v" Change the Income Source, Income Value, Pay Interval, and

Documentation.
v" Click on Save and Close.

e Select Prior Living Situation (immediately before entering program)
and Length of Stay in Previous Place.

Service Provided | ¢ Make sure the correct client’s name is at the bottom of the screen. If
not, search for the client in the Agency Client Listing screen, select
Generate
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Milestones

their record, and return to the Service Provided screen.

e Select Consent (Organization), Prog Component, and Staff and
click on Generate.

Service Provided

Milestone Status

e NOTE: Every milestone must have a status and status date before
exiting a client. When first enrolling a client, you may only have a
status and status date for the first milestone.

e Click on the first milestone and select a Status:
v' Complete
In Progress
Unsuccessful (attempted but not completed)

AN NN

N/A (milestone did not apply or client left program before
attempting milestone).

e Select a Status Date (can be any date between enrollment and exit).
e Click on Save (next to the Status field).
e Do notclick on the “Refresh Milestones” button until further notice.

Service Provided

Activities

e Select the first milestone with a status. If you/your agency provided
any activities (services) that helped the client achieve that milestone:

v" Click on New in the Activity section

v" Select the Activity from the dropdown list (do not type in a new
activity)

v’ Select the Staff, Date the service was provided, and
Description.

v Click on Save (above the Activity/units).

v’ To select another activity for that milestone, click on New and
enter the information.

e Select the next milestone and add any activities for that milestone.
Continue until all activities have been added for all milestones with a
status.

Agency Client
Listing

Use this screen to search for clients who have been enrolled in your
program (Program Entry screen).
e You must use at least one search field. Entering less information will
usually get better results.
v" Tofind a client who is currently enrolled, select Yes in the
Active field.

To find a client who has been exited from your program, select No in the
Active field.
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Additional Screens Checklist

1 Client Profile

Make sure the correct client’s name is at the bottom of the screen.

Select Consent (Organization) and Activity (questionnaire name)
and click on Filter.

Complete the remaining blue fields.

Answer the questions using the dropdown fields and click on Next
after each answer.

After answering the last question, click on Finish to save.

2 Case Notes

Make sure the correct client’s name is at the bottom of the screen.
Select Consent (Organization) and click on New.

Select the Prog Component, Milestone, Activity (Case Note),
Staff and Date from the dropdown lists.

Enter the Min. (minutes, how long it will take to type up the case
note) and Subject of the case note.

Type the case note in the blue area click on Save.

3 Track Saving

NOTE: This screen is to be used only if you physically collect and hold
a client’s money.

Click on New.

Select the Type Transaction and Description from the dropdown
lists.

Complete the remaining fields and click on Save.

To add a scanned document (such as a deposit receipt) or other
document:

v' Right-click anywhere on the screen and select Add New File.
v"In the pop-up window, select the file and click on Open.

v' Select Consent (Organization).

v' Enter a Description and Note if desired.

v" Click on Save.

4 | Bed Inventory

This screen is used to view your region’s bed inventory as well as add
and delete beds.

Be sure to remove whatever number is in the Bed ID field before
adding new beds. If you don't, it will add that number to your
beginning bed sequence number.
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5 Employment-
Education

Make sure the correct client’s name is at the bottom of the screen.

No fields are required except “"Date From” in the Employment
section. Pay information entered here does not affect income
records anywhere else in HMIS.

Click on Save before clicking on New to add another record.

If you are ready to enroll the client, click on the Jump to Program

Entry shortcut button | 4 | and see the cheat sheet, How to Enroll

a Client in a Program.

6 Documents

Make sure the correct client’s name is at the bottom of the screen.
Right-click anywhere on the screen and select Add New File.
In the pop-up window, select the file name and click on Open.

Choose Consent level (usually System) and enter a Description and
Note (optional).

Click on Save. If you uploaded a scanned document (photo or ID
card), it will appear on the page.

If you are ready to enroll the client, click on the Jump to Program

Entry shortcut button | 4. | and see the cheat sheet, How to Enroll

a Clientin a Program.

53




Helping People. Changing Lives.
%cmﬂmﬂmiy Community Action Partnership of San Bernardino County HMIS

c ’on 696. South Tippecanoe Ave. Homeless Management Information System

pPaARTNERSHIP SanBernardino, CA 92415

AMERICA'S POVERTY FIGHTING NETWORK

Community Action Partnership

(909) 723-1522 or 723-1523

of San Bernardino County

XI.

How to determine Race and Ethnicity

Ethnicity

Race

Hispanic: The definitions Hispanic according to HUD is a person of Cuban, Mexican, Puerto Rican,
South or Central American or other Spanish culture of origin, regardless of race.

Non-Hispanic: everyone that is not Hispanic

White: is a person having origins in any of the original peoples of Europe the Middle East or North
Africa.

Asian: is a person having origins in any of the original people of the Far East, Southeast Asia or the
Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippines Islands, Thailand and Vietnam.

Black/African-American: is a person having origins in any of the black racial groups of Africa.

Native Hawaiian/ Pacific Islander: is a person having origins in any of the original peoples of Hawaii,
Guam, Samoa or other Pacific Islands.

US Indian/Alaska Native: is a person having origins in any of the original peoples of North and

South America, including Central America, and who maintains tribal affiliation or community
attachment.
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Xll. Glossary of Terms

Agency Administrator: The person responsible
for System administration at the agency level.
Responsibilities include informing HMIS System
Administration of the need to add and delete
users, basic trouble-shooting.

Aggregate Data: Data with identifying elements
removed and concentrated at a central server.
Aggregate data are used for analytical purposes
and reporting.

Anti-Virus Software: Programs to detect and
remove computer viruses. The anti-virus software
should always include a regular update services
allowing it to keep up with the latest viruses as
they are released.

Authentication: The process of identifying a user
in order to grant access to a system or resource.
Usually based on a username and password.

Cable: A type of modem that allows people to
access the Internet via their cable television
service.

Central Intake level data: Client information
collected at intake, including the following system
screens: Client Intake, Household/Demographics,
Referral, Eligibility, Education/Employment and
Documents.

Client: The person receiving services whose
information is entered into SBC CoC HMIS.

Continuum of Care (CoC): Continuum of Care;
refers to the range of services (outreach,
emergency transitional and permanent housing
and supportive services) available to assist people
out of homelessness.

Database: An electronic system for organizing
data so it can easily be searched and retrieved.
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The data within SBC CoC HMIS is accessible
through the web-based interface.

Digital Subscriber Line (DSL): A digital
telecommunications protocol designed to allow
high-speed data communication over the existing
copper telephone lines.

Firewall: A method of controlling access to a
private network, to provide security of data.
Firewalls can use software, hardware, or a
combination of both to control access.

HMIS: Homeless Management Information
System. This is a generic term for any System
used to manage data about the use of homeless
services.

HMIS System Administrator: The person(s) with
the highest level of user access in SBC CoC HMIS.
This user has full access to all user and
administrative functions in the CoC and will serve
as the liaison between Participating Agencies and
the vendor.

HMIS End-User: A person who has unique user
identification (ID) and directly accesses SBC CoC
HMIS to assist in data collection, reporting or
administration as part of their job function in
homeless service delivery. Users are classified as
either system users who perform administration
functions at the system or aggregate level or
agency users who perform functions at the
agency level.

Host: A computer system or organization that
plays a central role providing data storage and/or
application services for SBC CoC HMIS.
(Adsystech Inc. is the HOST for the SBC CoC
HMIS)
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Internet: A set of interconnected networks that
form the basis for the World Wide Web.

Internet Protocol Address (IP Address): A unique
address assigned to a user’s connection based on
the TCP/IP network. The Internet address is
usually expressed in dot notation, e.g.:
128.121.4.5.

Internet Service Provider (ISP): A company that
provides individuals or organization with access to
the internet.

Local Area Network (LAN): A network that is
geographically limited, allowing easy
interconnection of computers within offices or
buildings.

SBC CoC HMIS: San Bernardino County
Continuum of Care Homeless Management
Information System is a web-based information
system that homeless service agencies within the
San Bernardino Region use to capture information
about the persons they served.

Network: Several computers connected to each
other.

On-site: The location that uses SBC CoC HMIS
and provides services to at-risk and homeless
clients.

Outcome/Program Manager: The person at each
Participating Agency designated to develop and
assess the use of outcome measures for the
agency'’s data on SBC CoC HMIS.

Participating Agency: An agency, organization or
group who has signed an HMIS Agency
Agreement that allowed access to SBC CoC
HMIS.

HMIS End-User Group: HMIS End-User Group is
made up of HMIS end-users from agencies

Community Action Partnership of San Bernardino County
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throughout the CoC. The main purpose is to
provide input on system issues, provide mutual
support among users, share best practices and
address challenges as a team. In addition, the
User’s Group will address effective ways to help
advanced users to maximize system functionality
and effective use of data.

Program Level Data: Client information collected
during the course of the client’s program
enrollment, including the following system
screens: Program Entry, Services Provided, Client
Profile, Case Notes, Track Savings, Bed
Assignments, Bed Maintenance, Daily Services,
Sessions, and Program Exit.

Real-Time: Data that is processed and available
to other users as it is entered into the system.

AESHMIS: Adaptive Enterprise Solution
Homeless Management Information System is the
software package provided by the vendor that has
been implemented as SBC CoC HMIS software.
(Adsystech Inc.)

Server: A computer that provides a service for
other computers connected to it via a network.
Servers can host and send files, data or programs
to client computers.

Ta Line: Communication line that can carry voice
or data at transmission speeds that are 25 times
the speed of a modem.

Transmission Control Protocol/Internet
Protocol (TCP/IP) -The protocol that enables two
or more computers to establish a connection via
the internet.

User ID: The unique identifier assigned to an
authorized HMIS End-User.

Wide Area Network (WAN): A network that is
not geographically limited, can link computers in
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different locales, and extend requests for web
pages.

Wired Equivalent Privacy (WEP): is a security
protocol, specified in the IEEE Wireless Fidelity
(Wi-Fi) Standard, 802.11b, which is designed to
provide a wireless local area network (WLAN) with
a level of security and privacy comparable to what
is usually expected of a wired LAN. A wired local
area network (LAN) is generally protected by
physical security mechanisms (controlled access
to a building, for example) that are effective for a
controlled physical environment, but may be
ineffective for WLANs because radio waves are
not necessarily bound by the walls containing the
network. WEP seeks to establish similar
protection to that offered by the wired network's
physical security measures by encrypting data
transmitted over the WLAN. Data encryption
protects the vulnerable wireless link between
clients and access points; once this measure has
been taken, other typical LAN security
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mechanisms such as password protection, end-to-
end encryption, virtual private networks (VPNs),
and authentication can be put in place to ensure
privacy.




