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Case Manager Assignments

Every HMIS user in ClientTrack is assigned “Case Manager” access, regardless of their role or job title at their
agency. The assigned case manager inside ClientTrack is the HMIS user assigned to that client’s enrollment in a
given program. A client can have multiple case managers assigned to their enroliment(s).

The case manager is automatically assigned to the HMIS user completing the intake (entry/enrollment)
assessment for a client.

Case Manager Assignments

Locate the neighbor using Find Client, once on the client's dashboard select Profile and then Case Managers.

'8 Q, Search < Clients / Case Manager Assignments Q Q@

*** Housing Forward Training Org Blue Test - i n o] <

1/1/1986 9852 B8 |
I Dashboard Case Manager Assignments <@
Q Find Client
The Client's history of assigned Case Managers displays below. To view or edit a Case Manager assignment, click the Edit next to the record.
s 9 To add a new Case Manager assignment, click the Add Case Assignment. To print a list of the Client's history of assigned case managers, click
Intake

Case Managers Report.

v 3 Profile +Add Case Assignment [ B Case Managers Report

Client ID Scan Card

4 results found.

& Edit Client
'D Alias History All
Case Begin Date Associated

[0 Case Managers Manager 1H Status End Date Enroliment Enroliments
LJ Case Notes

= HMIS10 03/31/2026 Active TRAIN CAS - HUD: CoC - SS0 Coordinated Entry
@ Client Files
O Information Release = HMIS& 03/30/2026 Active TRAIN - HUD: CoC - Homelessness Prevention @

Case manager assignments are grouped.
By hovering over the question mark, one can see all the active assignments.

Case Bagin Date Azsociated
Manager 13 Status End Date Enroliment Enroliments
3 Erwrolliment:
HMIS10 03/31/2026  Active SR
HMISS 03/30/2026  Active [TRAIM - HUD: Unsheltered Special NOFO - Joint TH and RRH [RRH): 10/20/2025-].
[TRAIN GAS - HUD: CoC: - 550 Coordinated Entry: 03/31/20246~1
[TRAIM - HUD: ESG - Emergency Shelter - Entry Exit: 04/21/2024-])
LisaHeise  10/20/2025  Active S o e o ie, |}

Supportive Housing i mm—ti
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Steps to Reassign via Case Manager Assignments

On the Case Manager Assignments page, select “Edit Case Assignment” next to the previous case manager for
the enrollment.
Biue Tost

AP ?852 4 @ | o
Case Manager Assignments < 9

The Client's history of assigned Case Managers Oisplays below, To view of a0 3 Case Manager assignment. chick the Bt next to the record
To add a new Case Manager assignment, click the Add Case Assignment. To print a list of the Chent's history of assigned case managers. click

Case Managers Report
AR
Case Begin Date Associated
Manager [ Status  End Date Ervolimaent Enrolimaents
HMIS10 03/312026  Active TRAIN CAS - HUD: CoC - SSO Coordinated Entry
Add an End Date for the assignment, and set the Status to “Inactive”
Blue Test ClientlD
- fat K
1/1/1985 9852 -
Case Manager Assignment xf0LE ©

Enter a Begin Date. Select the Case Manager assigned to the client. Select the related Location and Enroliment for the case. To close the
case, enter an End Date and select Status — Inactive.

Assignment beginning on:*| 03/31/2026 andEndingon 05/08/2026

Case Manager:* HMIS10

Enrollment:*| 03/31/2026 - TRAIN CAS - HUD: CoC - SSO Coordinated Entry v

Status:*

Inactive V|

Now the assignment shows that the case manager is inactive on the date selected.
Blue Test C [

Y1/ 1985 9852 . 8 o
Case Manager Assignments « 9
Case Begin Date
Mansger 'H Status  End Date Ennoliment
irg HMIS0 03/31/2024 J inactive 057082024 TRAIN CAS - HUD: CoC - S50 Coordinated Entry
E W HMSs 03/30/2028  Active TRAIN - HUD: Col - Homelessness Prevention @
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To add the new case manager, select “Add Case Assignment”.

Blue Test ClientlD
-- o) 5
1/1/1985 9852 .
Case Manager Assignments <Ll @

The Client’s history of assigned Case Managers displays below. To view or edit a Case Manager assignment, click the Edit next to
the record. To add a new Case Manager assignment, click the Add Case Assignment. To print a list of the Client's history of

assigned case managers, click Case Managers Report.
| <+ Add Case Assignment | B Case Managers Report

TRAIN CAS - HUD: CoC - SSO Coordinated
= HMIS10 03/31/2026  Inactive 05/08/2026 Enkiy
TRAIN - HUD: CoC - Homelessness Y
g HMIST 03/30/2026 Active - @
Prevention

Select the Start Date, Case Manager’'s Name, the appropriate Enroliment and set the Status to Active for the
assignment.

Blue Test ClientlD

11/1985 Q852 a

ra
La

Case Manager Assignment

Enter a Begin Date. Select the Case Manager assigned to the client. Select the related Location and Enrollment for the case. To close the

case, enter an End Date and select Status — Inactive.

03/31/2026 - TRAIN CAS - HUD: CoC - SS0 Coordinated Entry hd ‘

Assignment beginning on:*| 05/08/2026 and Ending on| MM/DD/YYYY

Case Manager:* HMIS2 E]

Enrollment:*

Status;*| ~ SELECT -

04/21/2026 - TRAIN - HUD: ESG - Emergency Shelter - Entry Exit

03/31/2026 - TRAIN CAS - HUD: CoC - SSO Coordinated Entry

03/30/2026 - TRAIN - HUD: CoC - Homelessness Prevention
10/20/2025 - TRAIN - HUD: Unsheltered Special NOFD - Permanent Supportive Housing

10/20/2025 - TRAIN - HUD: Unsheltered Special NOFO - Joint TH and RRH (RRH)

Once you select Save you will see the updated Case Manager Assignment.
Blue Test - ClientlD A -0

1/1/1985 9852 : .

Case Manager Assignments

record. To add a new Case Manager assignment, click the Add Case Assignment. To print a list of the Client's history of assigned case

managers, click Case Managers Report.
=+ Add Case Assignment Case Managers Report

é results found.

Al
Case Begin Date Associated
Manager 1H Status  End Date Enroliment Enroliments
_ TRAIN CAS - HUD: CoC - SSO Coordinated
@ W |HMs2 05/08/2026  Active Entry ° pordinate
n
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Steps to Reassign via Enrolilment

On the neighbor’s dashboard under the Enroliments section, locate the enrollment for your project, edit the
project entry workflow via the three dots.

Blué Test ClientiD
1/1/1985 QB52 L B
Hesi
Enroliment Description Mi

~ Homalassness Provention

a lmn{-uun;cfc-

Add Household Member

= Add Housing Status Tracking gl
Q, Associated Assessments

% Exit the Enroliment

- Revidrw Entry Assassments

Continue through the workflow to the HUD Program Enrollment page and select the search button for the Case
Manager assignment(s) you wish to change.

Biue Test EiientiD -
i ¥ vuwes 9gs2 ° 8 &
i) Basic Chant
Information HUD Prugram Enrollment

<9

=i Faenily Mgmbers

.

M Fause M Canced

Project:®  TRAIN - HUD: CoC - Homslossness Pressention ﬂ

Household

Excorpd from the HMIS Data Standards Manual A household is a single individual or a group of persons who apply together to a continuum project

for adsistance and wha bog logether in ane dwelling wnit [o, for pevsons who are Not housed, who would live tegether in one dwelling unit if they

e housed)”
Project
Hame  Sex Age  StartDate Exit Date Case Manager
Chent profors not (o answes  ww M OX/30/2024 =] | DO HMISE ! |
o - ME)
Bably Chent profers not Lo snswer W w 03/30/2026 | B | | MM00/YYYY HMISE Eﬂ. |
Biun — -
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Search for the Case Manager by inputting their name.
Select the Case Manager you wish to assign to the enroliment.
Find Case Manager < @

Locate a case manager by using the selection eriteria below. To get a list of all case managers in an
organization, leave the Name selection criteria blank and select an Organization. Users may belong to mone
than a single organization.

Only Show Active Case Managers: B

Ham: m

Organization:*  *"* Housing Forward Training Org w

13 results found.
Office
Name T3 Phone Email Owning Organization
HMI *** Housing F
_S HMIS@dmirt.org : f:usmg s
Trainer Training Org
HMIZT HMIS1&@dmrt.o Folting Foeme 1]
" Training Org

Once the new Case Manager is selected, you will see the update on the HUD Program Enrollment page.
Select “"Save” and continue through the workflow.

Bt Test Chentill =
o 8 o

VI ES 852
HUD Program Enroliment c @

3. Tha chent i abla U3 BCCoSS Sorvites and housing through the project. The expaciation is the project has & Fousing opening [on-site,
#ie-bated, scatbensd-Site suliiidy) of axpects to have one in 8 redonably shadt amoant of e
= For all othay types of Senico projecls ncluding but nol Emited fo: senices only, day shalter, homsHessnoss provention, coordinatod
GRLERARL PaeBh car 1 B the a3t bhi chbet Brat i weking veth this roget 5 giner ally Mg 1 Brat prondie of serve,

Progct:*  TRAM - HUD: Cof - Momelessress Pravention '
Househald

Exgavpt frov the HMES Dets Stancarcs Manual"A household & B single individual of o group of Dersans whsa soply Logether £0 8 continuism project

faf BEaELBRcE B wiid v LOGRIRGT i o Swalling whil (o6, for periont wha 6 Hot Bouied. wha would s LoQELRed if ond Swblling urel il thiy
ware Feoused ]

PO
M SaK Ags  Start Date Exit Date
o Chant profers not to snswer & 41 oi/sov2oze | B | MM DY
Biua L,
Test
r Basbly Chand profors not to anseer  ww 1w 03/300 2024 | =] | MDY
- —
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