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Create an Entry/Intake Assessment
Steps
Login to ClientTrack and navigate to your Clients Workspace.

Torecord an Entry Assessment for a client, be sure you are on the Clients Workspace.

Click the Intake folder in the top left corner and select HMIS. This will start a workflow.
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In this case, select Add a new client
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Add or Edit

& usethe current client
Do you want to add a new client or use the selected client?

© select anotherclient
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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.
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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.
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Use the section criteria below to find your client. To nariow the search, fill in more than one criteria. Social
Security Number and Birth Date are the best fields to narrow your search.
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Birth Date: | MM/DD/YYYY | (8

Sacial Security Number:
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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.

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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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.
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Use the section 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 narrow your search
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Record the client’s full information.
Repeat this step for each family member.
Be sure each family member’s name has a check mark for the name.

Click Save & Close.
HUD Program Enroliment

Select the Project for which the client will be enrolled in from the dropdown box.
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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.
Household
Excerpt 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 assistance

were housed).”

Project
(| Name Gender Age Start Date Exit Date

test, test Female 27 08/09/2022 @ MM/DD/YYYY
tes, aug Male 9 08/09/2022 MM/DD/YYYY

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



Universal Data Assessment

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

Click Save.
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Barriers

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

Save & Close




Income and Sources, Non-Cash Benefits

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

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

You're done!

All required steps have been completed.

Finish

Close the workflow
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