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Case Manager Assignments

Every HMIS userin ClientTrack is assigned “Case Manager” access, regardless of theirrole orjob 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 enrollment(s).

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

Case Manager Assignments

Locate the neighbor using Find Client, once on the client’'s dashboard select Profile and then Case Managers.
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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.
> 5] [ 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
ntake

Case Managers Report.

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

Client ID Scan Card

; Edit Client 4 results found.
'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 - SSO Coordinated Entry
E Client Files
0 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 Begin Date Associated

Manager [ Status  End Date Enroliment Enroliments
Enroliment:

HMIS10 03/31/2026 Active [TRAIN - HUD: Unsheitered Special NOFO - Permanent Supportive Housing
10/20/2025-).

HMIS6 03/30/2026 Active [TRAIN - HUD: Unsheitered Special NOFO - Joint TH and RRH (RRH): 10/20/2025-).

[TRAIN CAS - HUD: CoC - SSO Coordinated Entry: 03/31/2026-1
[TRAIN - HUD: ESG - Emergency Shelter - Entry Exit: 04/21/2026-)

LisaHeise  10/20/2025  Active b S 1 @ |
Supportive Housing ]
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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.
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The Clent’s history of assigned Case Managers displays below. To view or odit a Case Manager assignment, click the EJIt noxt to the record
To add a new Case Manager assignment, cliick the Add Case Assignment. To print a list of the Client's history of assigned case managers, click
Case Managers Report.
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Begin Date Associated
i Status  End Date Enroliment Encoliments
03/3V2026  Active TRAIN CAS - HUD: CoC - SSO Coordinated Entry

Add an End Date for the assignment, and set the Status to “Inactive”
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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 B

Enrollment:*| 03/31/2026 - TRAIN CAS - HUD: CoC - S50 Coordinated Entry v

Status:*

Inactive V|

Now the assignment shows that the case manager is inactive on the date selected.
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Case Begin Date Assoclated
Manager IH Status  End Date Envoliment Enroliments
(4 HMIS10 03/3V2026 I Inactive 05/08/2026 TRAIN CAS - HUD: CoC - SSO Coordinated Entry I

Z § Hass 03/30/2026  Active TRAIN - HUD: CoC - Homelessness Prevention @




To add the new case manager, select “Add Case Assignment”.
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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.
I =+ Add Case Assignment | B Case Managers Report

TRAIN CAS - HUD: CoC - SSO Coordinated
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Select the Start Date, Case Manager's Name, the appropriate Enroliment and set the Status to Active for the

assignment.
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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.

Assignment beginning on:*  05/08/2026 and Ending on| MM/DD/YYYY
Case Manager:* HMIS2 @

03/31/2026 - TRAIN CAS - HUD: CoC - S50 Coordinated Entry v ‘

Enrollment:*

-- SELECT --

04/21/2026 - TRAIN - HUD: ESG - Emergency Shelter - Entry Exit
03/30/2026 - TRAIN - HUD: CoC - Homelessness Prevention

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

Status:*

Once you select Save you will see the updated Case Manager Assignment.
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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.
4+ Add Case Assignment J| BCase Managers Report

& results found.
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Manager 1+ Status  End Date Enrollment Enroliments
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Steps to Reassign via Enroliment

On the neighbor's dashboard under the Enrollments section, locate the enrollment for your project, edit the project
entry workflow via the three dots.
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Fntry Workflow

* I Review Entry Assessments

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.
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Excerpt from the HMIS Data Standards Manual "A household is 3 single individual or a group of persons who apply together to a continuum project

for assistance and who live together in one dwelling unit (or, for persons who are not housed, who would live together in one dwelling unit if they
were housed).”
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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 criteria 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 more
than a single organization.

Only Show Active Case Managers: o

Name: | JTIIR l

Organization:*  *** Housing Forward Training Org v
13 results found.
#of
Office Active  User Active

Name 13 Phone Email Owning Organization Cases Status
HMIS *** Housing Forward
Trainer HMIS@AMLOT rgining Org o

*** Housing Forward
HMIS1 HMIS1@dmrt.org Training Org 0

Once the new Case Manager is selected, you will see the update on the HUD Program Enroliment page.
Select “Save” and continue through the workflow.
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X The chent is ablo 10 5CCO8S Sarvices and housing through the project. The expectation is the project has & housing opening (on-site,
10 bosed. scattoned-aito subsidy) or expects to have one in 8 reasonably short amount of tene
= For all othar types of Service projects including but not lemited to: secvices anly, day sheiter, homelessness peovention, coordinated
assessment, health care it is the date the clent first Bagan working with the project and generally received the first provision of service,
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