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Edit Entry Workflow
Introduction

Edits should be made to the workflow when data was recorded incorrectly and needs to be edited to be
accurate.

Steps
1. Login to ClientTrack and navigate to your Client's Workspace.

2.0n the Client Dashboard, click the action menu next to the enrollment in question and choose Edit
Project Entry Workflow.
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3. You are now in the Entry Workflow. You only need to make changes on pages with incorrect
information. You can click No Changes or Save & Close on any page where you do not need to make
changes.
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NOTE: This is where you can correct the Project Start Date. However, if you edit this date, you will need to
edit the Assessment Date on each subsequent page of the workflow, and the Master Assessment.

4. Edit any pages in the workflow that needs to be edited.

If you changed the project start date, check the dates on each of the pages in the rest of the workflow to
be sure they match the project start date.

Examples of pages you may see in the workflow are shown below but are dependent on project type. The
date of each assessment page is highlighted below for easy reference, but all information on these pages
can be edited as needed.
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Domestic Viclence Assessment
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If you edit the Income assessment date, you will also need to edit the Master Assessment date to ensure
no reporting errors. See the Master Assessment section below for more details. You will receive an error
alert if you need to complete this edit.
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Indicate below the client’s sources of monthly income, non-cash benefits and expenses.

Tha following instructions are quated from the MMIS Data Manual:

v When & clhent has income. but doid Rot kRow the exact amount. & “Yes"™ response shoukd be reconded for Both thi oversl income guestson and U Specifc sounce. and the income amount should be estimated

= IO Meceheed by o of behalf of & mingr child should bé recorded &5 part of household income under the Hesd of Household, unkess the federal funder in this HMIS Program Specific Manual nstructs
otharwise, INCOME SHOUMS D reconded 8% the client- level fof Reads of housenoic Snd S0uN POULENOID MemDers. Projects may chooss Lo COlMCT Uhis informaticn for il Rousehaoll members inciuding minar
children, a5 long as this does not interfere with accurate reperting per funder requirements. Projects collecting data through clent interviews should ask clients whather they mcelve income from sach of the
SoUrCES Bsted rather than asking tham to stale the sources of INCome they receive,

» Income data should be recorded only for sources of income that ane cusrent as of the information date [Le. hawe not been specifically terminated). As anexamgie, if a client’s employment has been terminated
and the client has nol yet secured additional emplayment, the responss for Earned incoms would be “Nos As a further example, if a client's most recent paycheck was 2 wesks 390 from a job in which the client
wias workdng full time for $15.00,/hour, but the client is cumently working 20 hours per week for $12.00 an howr, record the income from the job the client has at the time data are collected [Le. 20 hours at $12.00

an hour).
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5. When you have edited all pages and clicked through the entire workflow, click Finish to close the
workflow.
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You're done!

All required steps have been completed.




Edit Master Assessment

This edit will be required if you are editing the Project Start Date or the Income Assessment Date.
1. On any page of the workflow, click Assessment Active link (shown on Income page above in Step 5).
2. Click Edit Assessment.

3. Edit the Assessment Date to match the Project Start Date.

Master Assosement

4. Click Save, then Close the Master Assessment popup box to go back to the workflow.



