
 
1 Emergency Shelter Attendance Manual 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
HELP MANAGEMENT INFORMATION SYSTEM 

Santa Cruz County Continuum of Care 
2018 

 
 
 
 

Emergency Shelter- Attendance 

 

 

 

 

 Community Technology Alliance 
1080 Minnesota Ave, Suite 1 

San José, CA  95125 
Phone 408.437.8800 • Fax 408.437.916 

  

 

 



 
2 Emergency Shelter Attendance Manual 

Access HMIS Web Portal 
Access the Santa Cruz HMIS portal at: www.ctagroup.org/santa-cruz-hmis/  

 
 

Enter given Username and temporary Password, then click Sign In.  
If no temporary password was given, click on Forgot Password (see page 4).
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Temporary Password- Password Change  

 
Upon logging in, you will need to set your own password. Set your password then click Save Changes.  
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Forgot Password/Reset Password 

If a user forgets their password or need to reset the password: 
Enter user’s e-mail, click on the check box I’m not a robot, then click Reset Password.  
User will now be notified by email with a link and how to reset the password. 
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User Policy Agreement- Signature 

 
A User Policy Agreement screen appears on the next screen after logging in. Read and check off all the Policy Agreement, then click Save. 
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Program Enrollment 
 
To provide a service, the client will need to be enrolled into a program. 

 
To enroll a client/household into a program, click on Programs tab- top menu of the client record (red), select the drop down arrow (blue) 
next to the applicable program title under Programs: Available. 
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Program Enrollment-Continued 

 
The program description provides a brief overview of the program, typically including the target population(s) and general service(s). 

 

  

This section indicates the categories of 
the different services this program 
provides (e.g. [APR] Transportation, 
[QPR] Rental Assistance). 

If your client is part of a household/family, you will be 
automatically prompted to select family/household members 
to include in the program.  It is important to note that you must 
have already created a family/household to have this feature. 
Click on the switch, the blue indicates on.  
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Program Enrollment- Continued 
 
 
 
After clicking Enroll icon, you will be taken to the Program Enrollment page for your original client. This page will present program 
specific data element necessary to complete the program enrollment.  
 

Note: If you are enrolling other household/family members, there will be a Save and Next button. Selecting this will enroll the current 

member, and automatically take you to the correct program enrollment screen for the next member. 
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Working with Dynamic Data Fields 
 
 
When you enroll your client in the program, you will notice dynamic data fields in the enrollment form. The dynamic intake forms 
powered by Clarity provide many flexible features.  Individual data elements can be Required, Soft Required or Not Required. 
  
Note: Some data fields may already be completed due to cascade enrollment data feature set in Clarity; it allows information to pre-fill client’s 
information based on previous enrollment values within set amount of days. End users still need to make sure that the client’s information is 
accurate and up to date.  
 
Required 
 The data element must be completed; this will not allow you to save the page unless a value is set. A red banner is set across the top of the 
page, and the data element is outlined in red. 
 
Soft Required 
The data element is optional, but highly recommended. The data will allow you to continue; a yellow banner will appear and the field in 
question will be outlined in yellow. 
 
Not Required 
The data element is requested as a part of the form but is completely optional for data entry. No notice is provided.  
 
 
Complete all necessary fields, and click Save & Next at the bottom of the page to create the client enrollment. If you have selected 
additional family/household members to include, you will be presented with an enrollment for each client.  
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Program Enrollment- Data Intake 
 
  

Based on the type of answer given, the field will expand for 
more selections. i.e.) If the client said yes to Physical Disability 
it will prompt another field: Long Term and the options of Yes, 
No, Client doesn’t know, Client refused, or Data not collected 
can be selected. 

 
*Tool tip: when hovered over a certain question, a 
short description will appear. 
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Program Enrollment- Data Intake- Cash Income 
 

  If Income from Any Source is selected Yes, this will 

prompt other cash income. 

Click the switch to enter client’s source of earned 

income. 

If the client has multiple source, the Total Cash 
Income for Individual (red) will auto calculate the 

total amount.  
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Manage Client Attendance from Attendance Screen 
 
Enter client’s (if applicable) Non-Cash Benefits and Health Insurance then click Save & Close 
Click on the Launcher menu (red) and select the Attendance icon (blue). This will take you the Attendance screen.  
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Attendance Screen 
From the Attendance Screen, you will find a list of the attendance-based services in your agency. Select the Manage (red) icon that appears 
to the left of the service name you wish to modify or view. After selecting Manage, you will be taken to the attendance screen for that 
particular service.  
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Service Attendance Screen 
Service Attendance Screen will automatically default to the current date. You can change the date by selecting the calendar          icon. 
The Screen will adjust to list the attendance information for the given date. 

  

Client Search: (green) 

You can search a client 

here based on the 

client search 

guideline. This will 

display the clients 

who have not received 

the service within the 

last 4 months. 

 

In Attendance 

(red) 

This is where you 

will place the 

clients who 

received the service 

on the given date. 

Clients from last 4 

Months: (blue) 

Lists of clients who 

have received the 

service at any point 

in time during the 

past 4 months. 
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Documenting Client Attendance 
There are three ways to document client attendance: 

 Add Names from Client List 

 Client Search Box 

 Unique Identifier Scan Upload 

Add Names from Client List 
To manually check in a client, select Add link (red) next to their name as it appears in the database of names to the right.  
Client count on the bottom of the Service Attendance screen (blue) will change accordingly and in real time. 
 

  *When the client is 
placed in this area, 
a service record is 
automatically saved 
to the client. 
 
This service can be 
viewed in the 
client’s history tab. 

If necessary, you can move the client from the 
daily attendance list by selecting the trashcan 
icon        (green) next to the client’s name. This 
will return the client to the database of 
names; it will not completely delete them 
from the list. 
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Client Search Box 
Use the Client Search Box to add a client who has not received the service during the last 4 months, or to check in multiple household. To 

add members of a household, select the  icon to the left of the client name (red). A list of their associated household members will 
drop down. Select Add (blue) to check in these household members.  
  

(green) Client received 

the service at any point 

in time during the past 4 

months but is no longer 

enrolled in the Program. 

*If the service transaction requires a program 
enrollment, the Attendance Tool will not allow clients 
who are not enrolled in the program to be checked in. 
Message will say:                                 


