A
1)

METRO DALLAS HOMELESS ALLIANCE H M | S C h eat S h eet

Entry Assessment

Video Tutorial

1. Assessment for a client, be sure you are on the Clients Workspace.

To record an Ent

2. Click the Intake button in the top left corner. This will start a workflow.
Clients X );/C“l"HET'\‘.L‘< imfu‘" ﬂ A Corl Falconer (Training)  Help  Sign Out

M pashboard ini CLIENTID
& MSTeiing 5577 A
Q Find Client

13 Intake € HMIS Training's Dashboard =

« c @ 0 &% dienttracnet P e trus A ] ¥ in@D® =

BY )iclientTrack . a A Corl Felconer (Training)  Help | Sign out
2 R_oberlTlrask 250 A

Intake (2298)
Add or Edit
f Add or Edit
Add a new client
Common Assessments () Basic Client Information + e client
) Family Member [ Usethe current client
Other Assessments ST
() Program Enrollment Q, Select anather client

Enrollment and Services

RHY Assessments

SPDAT Assessments

4. Enter ONLY the first three letters of the client’s first name and the first three letters of the
client’s last name. This will search the system to see if the client has an existing HMIS record.
Click Next in the bottom right corner.

Client Information Review it now
Intake (2298) T 3
13 Intake " ox @ @
. Search Existing Clients jasic Client Information
Profile Basic Client Information
Family Members Search Existing Clients @

(O Program Enroliment

The first step in adding a

and

‘:9 Alias History

3 case Managers

0 accurate matches, click Next again to continu

[ case Notes
First Name:

o Information Release Last Name:

Social Security Number.

© Iinformation Release
Exceptions Birth Date: ()
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5. The system will search to see if the client has an existing record. Be sure to select the existing
record if the client returns in the search results. Doing so will add the enrollment to the
existing record. If the client does not have an existing record, click Next to create a new

record.

':‘) Alias History

3 case Managers
[D case Notes
O Information Release

O Information Release
Exceptions

Interested Others

nox
\T) Basic Client Information
() Family Members

(E Program Enroliment

Search Existing Clients Basic Client Information

@ Please address the following
o Please review the list below for potential Click Next if this is not a duplicate.

Search Existing Clients @

matches to avoid duplicate entry. Enter partial identifying information on the client,

select and open that existing client record by clicking

First Name: hmis

Last Name:
Social Security Number.

Birth Date:

6. Continue to fill out the Basic Client Information screen and click Finish when done.

Family Members - This is the screen where all individuals within the family will be entered.

7. Starting with the first blank row, record ONLY the first three letters of the client’s first name
and the first three letters of the client’s last name. Use the tab key or the magnifying glass. A
Find Client screen will open.
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8. Click the Search button to see if the client has an existing record. If so, be sure to click on
that record to add that client to the enrollment workflow. If the client does not have an
existing record, simply close the box.

QSearch
Q, Find Client BERDEe

Use the secticn criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security
Number and Birth Date are the best fields to naow your search.

First Name: tes
Last Name:
Middle Name:
Full Name (Last, First)
Social Security Number:
Birth Date:

Scan Client ID:

Q Search

First Mame = Last Name Middle Name Birth Date

Testing 123

X Cancel

9. Record the client’s full information.

10. Repeat this step for each family member.

11. Be sure each family member’s name has a check mark for the name.
12. Click Save & Close.

HUD Program Enrollment

13. Select the Project for which the client will be enrolled in from the dropdown box.
);(Cliem.Track H [ - [ | A Freds Nelms (Training)  Help | Sign 0t

ee Philip Force

@B® /11970 Gender Non-Conforming (i.e. not exclu ‘

Intake (2298) + HUD Program Enroliment 2 8e
"wox

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

Basic Client Information
Family Members The Project Start Date is

. for Street Outreach projects — it is the date of first contact with the client

« for Emergency Shelters - itis the night the client first stayed in the shelter for the consecutive sheher period from entry to exit. Night by night shelters, which use a bed-night tracking
method will have a project start date and will allow clients 10 re-enter as necessary without "exiting and restarting" for each stay for a specified period.

«for Safe Havens and Transitional Housing — it is the date the client moves into the residential project (i.e. irst nignt in residence).

- for all types of Permanent Housing, including Rapid Re-Housing - it is the date following application that the client was admitted into the project. To be admitted indicates the following
factors have been met

1) Information provided by the client of from the referral indicates they meet the criteria for sdmission (for example if chronic homelessness is required the client indicates they have a
serious disability and have been homeless long enough to qualify — though all documentation may not yet have been gathered ;

2) The client has indicated they want to be housed in this project,

3) The client is able to access services and housing through the project. The expectation is the project has a housing opening (on-site, site-based, scattered-site subsidy) or expects to have
one in a reasonably short amount of time

for all other types of Service projects including but not limited to: services only, day shefter, prevention, health care it is the date the clien first
began working with the project and generally received the first provision of service.

Program Enrollment

Project: » [ SELECT—- v
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14. Place a check mark next to all family members. Doing so will add each person to the
enrollment and default the Project Start Date to today’s date.

=
A

not excly -

XClientTrack [ - B

ee Philip Force
% 111970 Gende

Non-Conforming (i.e.

Intake (2298) =+ HUD Program Enroliment

A Freda Nelms (Treining) | Help

Sign Out

@ Please aodress the following:
« There are 2 rows i

Basic Client Information

in the result set that require atten

tion.

Family Members

—

Program Enrollment

Household
+
d \jme Gender &
v @ @ Focs  Genderbon
Phiip  Conforming (ie.
AMIL not exclusively

male or female)

b : ) Force, Gender Non-
Lile | Conforming (ie.
PM not exciusively

male or female)

Age  Project Relationship o

+ Sanbaes ExitDate « el (O Head of Household* &
49 11/052019 |8 Freda Nelms Q | seif

10 117052019 | B Freda Nelms Q| [son

Date of
Engagement &

v a D

] 2]

15. Confirm the Project Start Date. Make corrections if necessary. Outreach project types should
record the Date of Engagement if necessary.

16. Click Save.

Universal Data Assessment

17. Record all information for the client. The Assessment date should be equal to the project

start date.
XClientTrack | o B

O 2

not excl =

Intake (2298) =+ Universal Data Assessment
" x
Basic Client Information

Family Members

A FredaNelms (Training) | Help

Complete the information below related to the selected client's housing status and other relevant information.

Sign Out

+ Because39
+ Changi
s 3917 may not alw

Program Enrellment

Philip Force

15 real time data entry as described i the Data Dictionary, the Default Last Assessment button will not bring in any 3.917 data
up data with existing enrollments may affect or break the logic for 3.917.
ys show as expected because of changed setup data or missing required data links

New Assessment

O Little Force v

Default Client's Last Assessment @

AssessmentDate: * [11/05/2019 |B
Age at Assessment: 49
Assessment Typs: + [Enuy
Assessor. * | Freda Nelms Q
Program MDHA - Outreach & Assessment
Disabling Condition: + [ SELECT - v

Client Location

18. Click Save.
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Barriers

19. Record all information for the client. The Identified Date should be equal to the project start
date.

);’Cliem.Track M - [ a | B Freds Nelms (Trsining) | Help  Sign Out

Philip Force A

™ 1/1/1970  Gender Non-Conforming (i.e. not exclu. -
B Barriers E D Ee
Intake (2298)
nox
Assessmen Active
Basic Clisnt Informaten Identified Dater * | 11/05/2019
Family Members Screen: HMIS Barriers ¥
Program Enrollment Disabling Condition: Yes v
Philip Force -
New Assessment
Barrier Condition is
Barriers / Special L4 Barrier & Help & Present? a Indefinite & Explanation & Previous Barrier Details
Ne:
:I S v Alcohol Abuse (2] Yes v Yes v =
O Litde Force 3 /| Chronic Health Condition @ No v =)
vl Developmental Disability (2] No v =
7 Drug Abuse e No v o]
v HIV/AIDS e No M 2
vl Mental Health e No v =
v Physical Disability 2] No M 2

D save | @ Save & Close

20. Save & Close

Income and Sources, Non-Cash Benefits

21. Record all required information for the client. The Assessment date should be equal to the
project start date.
);(Clw'entTrar,Ic [ i R | A FredaNelms (Training) | Help | Sign Out

ee Philip Force A

171970 Gender Non ming (i.e. not exclu. -

+ Income and Sources, Non-Cash Benefits 4 8
Intake (2298)
L should be estimated
= Income received by or on benalf of a minor child should be recorded as part of housenold income under the Head of Household, unless the federal funder in the HMIS Program
Basic Client Information Specific Manual instructs otherwise. Income should be recorded at the client-level for heads of household and adult household members. Projects may choose to collect this

information for all household members including minor children, as long as this does not interfere with accurate reporting per funder requirements. Projects collecting data through
client interviews should ask clients whether they receive income from each of the sources listed rather than asking them to state the sources of income they receive.

« Income data should be recorded only for sources of income that are current as of the information date (i.e. have not been specifically terminated). As an example, if a client's
employment has been terminated and the client has not yet secured additional employment, the response for Earned income would be “No.” As a further example, if a client’s most
recent paycheck was 2 weeks ago from a job in which the client was working full time for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an haur,
record the income from the job the client has at the time data are collected (i.e. 20 hours &1 $12.00 an hour).

Family Members

Pragram Enrollment

Philip Farce -

Mew Assessment v

Barriers / Special Default Last Assessment
Needs
Income

() Little Force » Assessment Active

Assessment Date: * | 11/05/2019

ncome from Any Source: + [~ SELECT — v O
Non-Cash Benefits from Any Source: » |- SELECT — |0
Expenses: ~ SELECT - |0

@ save and Close
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22. Save & Close

23. Record all required assessment for each family member. You will come to the end of the
workflow. Click Finish.

)YCHPﬂfTrEE‘( Search ﬂ A FredaNelms (Training) | Help  Sign Out
ee Philip Force A
@B /1970 Gender Non-Gonforming (ie. not exclu -
Intake (2298)
. You're done!

Basic Client Information
Family Members F\T\Shﬂ orkfle
Pragram Enrollment T
Philin Force J

Little Force r
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