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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. 



 
5 

Santa Cruz Adding New Clients Workflow  
 

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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Search for Clients 

Search Clients in your client database. 
 
After logging into Clarity Human Services, you are placed at the center hub of the system which provides access to your clients with the 
Search tab.  
 
To make sure that the client does not exist in the data base, search for the client before entering and creating a new file. 
 
User’s last five client search will display under Your recent client searches.  
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Search for Clients by Name Aliases, Maiden Names, Nicknames, or 
SSN 
When searching for a client, you can enter the first three letter of first and last names. Clarity has auto-suggest mechanism to find clients 
with a name that is difficult to spell. 
 

The search feature allows you to enter a list of names a client goes by known as Alias. If the client goes by a different name 
than what is given when searched, update and enter the client’s Alias name in client profile. If the client has multiple Aliases, 
they are separated by commas (red).  
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 



 
8 

Santa Cruz Adding New Clients Workflow  
 

Search for Clients by Unique Identifier 
 

Every client created in Clarity is issued a Unique Identifier, which is 9 characters in length. Searching based on the Unique Identifier will 
take you directly to the Client’s profile screen, bypassing the need to search through the auto-suggest list. 
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Refining Your Search 
As the client database grows, you may find that the results listed can be large for a common name (e.g. John). 

You can refine your search by combining your search terms until the result is shorter, or you find your given client. For example, a search 
term of “John 8089” will search for a combination of a partial First Name, Last Name, and the last four digits of the Social Security Number. 
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Creating New Client Profile 
 

If after a thorough search, you have determined that your client does not exist in the system, click Add Client in the upper right corner of 
the Search screen. 

This will take you to Client Profile creation page.  
 
Note: It is by default that Clarity will assign the user who enrolls the client into the Agency Program as the Case Manager (Assigned Staff). 
To change Case Manager (Assigned Staff) go to page (49 ).  
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Creating New Client Profile- Core Data Fields 
The first fields of the Client Profile creation page are termed core data fields.  
Enter all required fields. If one field is left blank and you try and save after filling in the Release of Information, an alert highlighted in red 
will appear: 
 

 
 
  

Quality of…  SSN/Name/DOB 
Have a drop down side bar with 
options of: 
 
-Full (SSN, Name, or DOB) Reported 
-Approximate or Partial Reported 
-Client Doesn’t Know 
-Client Refused 

Alias: This field allows you to 
enter a list of names a client goes 
by. Clients may have aliases, or 
past names. (i.e., maiden names, 
nicknames, etc.)  This allows 
other staff member and/or 
agencies search for the client’s 
record using any of the names or 
previous IDs entered into the 
Alias field.  
 
Veteran Status: If the client is 18 
and over, the Veteran Status field 
will appear. Note, this is not a 
required field unless the program 
is under SSVF funding. 
 

-Data Not Collected 
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Creating New Client Profile- Release of Information 
After entering all required fields, Release of Information located on the corner top right must be entered before being able to save the 
client profile. 
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Creating New Client Profile- Release of Information 
 

 

 

  

Permission 

 Yes - Client provided consent 
 No - Client did not provide consent 

Start Date 

This is the date that the client signed the ROI. The Start Date defaults to 
today’s date, but it must be configured to reflect the actual date the ROI was 
signed by the client, if it was not signed on the current day. 

End Date 

This is the date that the ROI will expire. It will default to the expiration date 
configured by the HMIS System Administrator. 

Documentation 

Enter the way in which the ROI was stored. There are several options listed: 

 Electronic Signature - If Electronic Signature is selected, a black 
button                                  will be present. Click on it to complete the 
electronic signature form. The client can sign the form with their 
finger/stylus. 

 Attached PDF – This will prompt the end user to upload the PDF, 
which must have the client signature. 

 Signed Paper Consent or Outside Agency Verified – Enter your 
location in the Location text box that appears. 

 Verbal Consent – Select if consent was verbally given by the client. 
 Household or Group Member – Select if the client is a minor and an 

adult household/group member signed the ROI. 
 None – Select if no ROI was obtained. 

 
Select                                 once all data have been entered. 
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Manage Family/Household Members 
 

After creating a new client, it is by default that the client will not be a member of Family or Household. To manage Family/Household 
members, click on Manage button on the top right sidebar within the Client profile. 

 

 

  



 
15 

Santa Cruz Adding New Clients Workflow  
 

Manage Family/Household Members- Add/Join 
On the right side bar, the 10 most recently accessed clients will appear under Your recent client searches accessed. (If the client you wish to 
add as a member of the family is not under your recent search, go to next page.) If the client is indeed a member, hover over the name and 
an icon of             or             will appear.  

 

 

 
 
 
 
 
 
 
 
 
 

Join          option are clients that 

are already a member of a different 
household. 
 
If the current client has no active 
Family/Household members, then 
the client can join that household by 
clicking the Join button. 
 

Add            option are clients that are not in any 

members of Family/Household. Clicking on the plus icon 
will display a window requesting a Member Type and 
Start Date. Set the Member Type for the client in the 
dropdown menu and select the Start Date, then select 
Save. 

Clients cannot be in two distinct households at the same time. If the current client is 
already a member of a Family/Household, a pop-up will appear with options:  

 Leave existing Household to join another client's Household  
 Transfer other client from their existing Household to this Household 
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Manage Family/Household Members- Household Management 
 

Household Members can also be managed with Searching for a Household Members (blue arrow) within the client profile after clicking 
Manage button.  

Once the household member is searched, Add or Join functionality will be displayed when hovered over the client’s name (green arrow). 

       Indicates Head of Household in Household Members (red arrow).   
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Client’s Family/Household Membership-Changing Head of 
Household or Exiting  
 
To remove a client from the Household Member Group or edit Head of Household, hover and click the edit              symbol (red) next to the 
client’s name.  

This will open the Edit Global Household. In Edit Global Household, you can manage and edit the Member Type, Head of Household, Joined 
Household date, and Exited Household tab. 

Change the Head of Household: Simply click the drop down icon (green) and select the client’s name to be the Head of Household and 
click save. 

Exit: To exit a member of the household, check the Exited Household tab (blue) and, in the date field, select the end date to stop the client’s 
participation in the group and click save. The client will be a member in the group and automatically be removed after the chosen date has 
passed. 
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Convenient Right Side Bar 
The right sidebar in the client Profile page provides information about Household Members, as well as listing Active Programs, Recent 

Services, and Assigned Staff. To the right of each entry is an edit icon  which will take you directly to the appropriate section of the 
client record. 
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Creating and Editing Client Locations- Locate 
Manage client’s information on the Location tab, including how to create and maintain client address. 

 
To manage client address information, select Location tab (red) in the Client Record. 
 

  

 

 

 

 

Locate             

If your current location is what you want to record, select the locating arrow (blue) at the top right corner of the screen. This 
feature will then use Google Maps to determine your location based on your GPS location. 

Note:  In order for this feature to be successful, Location Services must be turned on for the device you are using to enter client data. 

The location is auto-filled in the Field Interactions section of the screen. This feature is particularly helpful when you are in the field and 
need to enter your current location. 

For client confidentiality reasons, this section hides the collected location at default.  Click the arrow link (green) to expose the 
data.  Locations collected using this method are marked with a yellow location pin. 
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Creating and Editing Client Locations- Add Address 
 

Add Address 

You can also add client’s address by clicking the                                    link in the top right corner of the Location tab. 

This will open the Client Location screen, where you can enter the address information. 

  

 

 

 

 

 

 

 

 

 

  

Note:  When the Status box is 
checked, it is considered an 
Active address, otherwise it is 
Inactive 
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Client Location Distance to Agency 
Once an address is uploaded with a valid zip code, the Location tab will show all active addresses plotted on the Map. 

Blue pin on map indicated the agency’s location. Hover on top of the pin and the Agency’s address will be displayed. 
 
Red pin on map indicates the client’s location. 
 

 
View of the map can also be changed with the drop down arrow- from Satellite to Map on the corner top left of the map. 
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Switching Agencies 
To ensure data accuracy, select the appropriate agency for records, program enrollment, and/or providing services.  

Agency selections are available next to the user name on the upper right corner of the screen (blue). 

 

 

 

 

 

 

 

  

The agency that the user is currently working on is displayed on the upper left corner of the screen (red) as well as on the drop down 
menu under the user’s name (blue).  
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Program Based Transaction 
Program-Based services can only be provided once a client is enrolled into a Program. Click on the Programs tab- top menu of the client 
record (red).  
 
Program History- Provides a listing of programs your client is either currently enrolled in, or has been enrolled in the past. 
 
Programs: Available- Lists current programs provided by your agency that are available for client enrollment. 
 
To enroll a client/household into a program, select the drop down arrow (blue) next to the applicable program title under Programs: 
Available. 
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Program Description 

 
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. Housing, Employment). 

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 Description- Continued 
 

Referral Checkbox 
If the program enrollment is conducted as a result of a referral, a checkbox will appear: 

 
 

  
 
 
 
 
   
Selecting Print Directions icon allows you to map and print directions from your current location or an alternate location. These directions 
can be programed for directions by car, foot, bicycle, or bus. 
 
 
 
Selecting Doc Requirements allows you to print a checklist of all required documents that the client needs to enter the program.  
 
 
 
 
 
  

Selecting the checkbox will make the 
system automatically include the 
referral in the client’s Program 
History. This allows users to easily 
identify whether a program 
placement is due to a referral. 
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Program Enrollment 
 
 
 
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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Program Enrollment- Services 
Enter client’s (if applicable) Non-Cash Benefits and Health Insurance then click Save & Close. After enrolling the client into the program, it 

automatically directs you to Provide Services (red).  

 

To handle each service transaction component, go to:  

Basic Service Transactions see page 31 
Transactions with Expense see page 32 
Time Based Transactions see page 33 
Reservation Management Transactions see page 34 
  

*Note that the tabs 

under the Client’s 

name are connected to 

the client profile  

The tabs in the 

Program are 

associated with the 

actual Program 

Enrollment. 
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Basic Service Transaction 
In a Basic Service Transaction, the only required fields are Start Date and End Date. By default, these services provide one day of service 

on the date that the transaction is documented; you can alter the dates by clicking the calendar icon       . (red) 

Service note (blue)- An optional tool to make notes about the service given. (e.g. “Had a successful consultation with client.”)  

Include group members (green)- Some services are configured so that other members of the family also receives the Service Transaction. If 

the service is equipped with this feature, click on the toggle tab, the selected member will automatically receive the service transaction as 

well.  
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Transaction with Expense 

Some services will be accompanied with an expense amount.  In this scenario, you are requested to provide an Expense Amount, Expense 
Date, and Funding Source. 

 Expense Amount - Depending on the setup of the service, this may be either an adjustable or a pre-determined amount that 
cannot be modified. 

 Expense Date - The date the expense was issued. 
 Funding Source - Depending on the setup of the service, this may be adjustable, or automatically set to a pre-determined funding 

source. 
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Time Based and Time Tracking 
 

     

A function with time tracking like in the Case 

Management service allows you to keep track of how 

much time you have spent on a service. Simply enter 

how much time you have spent on the service by 

clicking the drop down            icon (red) and select by 

the hour; the minutes are in increments of 15. 

Service Transactions that occurs more than 

once a day can be time-based. 

When you select a service, the current date and 

time will be displayed; this can be adjusted if 

the service is on a different date or time by 

clicking on the           calendar icon             and 

the clock  

icon . 
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 Reservation Management 
 Some daily attendance has Reservation Management functionality, (i.e. Bed Services), that can be made directly from the Service screen. 

   

To make reservation for the 

client: 

Enter the start date and the 

reservation day(s) (red) for the 

client. 

 

There is also the option to include 

any member of the family by 

clicking the toggle (blue) next to 

the group member’s name. 

Click on Preview Reservation 

(green). This will prompt the 

dates that can be reserved. Click 

the drop down icon and the 

available slots will be displayed. 

Choose the available slots, 

different slot # are given for each 

member of the family if group 

members are included.  

Click Confirm on each of the 

member reservation (orange) 

and a message of: Reservation is 
successfully done!  will appear. 
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Assessments 
Each agency will have list of assessments targeted to measure the unique needs of their client base.  Consult with your agency manager to 
determine which assessment is the most appropriate for your client, as the Eligibility Engine must be turned on for the assessment to 
determine eligibility.  

 

After you save, the Assessment Processor 
and Eligibility Processor will direct over to 
the eligibility screens where you can refer 
directly to eligible programs or you can 
refer the client to Community Queue (see 
next page.) 

When Assessments are created, they will be 
in the Assessment History (red). 
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Referring to the Community Queue 
To refer a client based on an Assessment score, go to the Assessments tab (red) in the client record and click Start next to the 

appropriate Assessment (blue). 
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Community Queue-Program Eligibility Determination  
 

 

  

After completing the assessment, click on 

                                                                  (red).                                                            

You may have to scroll down the page 

past eligible and ineligible programs to 

find the button. 
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Community Queue 
Click Send Referral. Now the Referral has been made. 

 

  

Referred 
Program 

Indicates the program to which you are 
referring your client. 

Referred-
To 
Agency 

Indicates the agency that provides the 
program to which you are referring 
your client. 

Referring 
Agency 

This is the agency from which the 
referral originated. (This will be your 
Agency) 

Private 

Select this if you want the referral to be 
visible in the History tab of the client’s 
record ONLY for the Referred-To 
agency. 

  

Message 
Box 

Here you can send a secure message to 
the Referred-To agency regarding the 
referral. 
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Exiting a Client from a Program 
To exit a client from a program, go to the Programs tab (red) from the client’s record, mouse over the program name, and select 
the Edit icon (blue) that appears to the left.  Once you are in the program edit screen, click the Exit button to the right (green).   

When exiting a household, the option to 
exit several household members will 
appear. Simply toggle the switch next to 
the member(s) you wish to exit 
(purple), and their exit screens will 
appear in sequential order for each 
household member. 
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Exiting a Client from a Program-Open Services 
 

If the client is scheduled for services that will occur after the program exit date, then these services will appear at the bottom of the Exit 
Program screen where you can conveniently close them by changing the end date (red) to the exit date. Click on Save & Next if exiting a 
household. Click  
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Status Assessment 
To conduct a status assessment, go to the Programs tab in the client’s record (red), then click on the edit icon next to the correct Program 

(blue).  
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Adding Status Assessment with Group Members 
To add a Status Assessment for the client and selected group members, click the icon (red) on the Status Assessment in the 

convenient right side bar. Click on the toggle to select members (blue), then click on Add Status Assessment or Add Annual Assessment. This 

is a convenient way to conduct the status assessment for all selected group members without having to go to each client record 

separately.  After completing the assessment, click Save and Next if conducting group assessment, after each member’s assessment is 

complete click Save and Close. 
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Adding Status Assessment 
You can also add a Status Assessment from the Program Assessment Tab under Assessments (red), then click START (blue) next to the 

desired assessment. This will only conduct an assessment on the current client selected (orange).  
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Client Notes 
To create a Client Note, select the Notes tab (red) in top menu of the Client Record. From here you can add a new note by clicking Add 
Note (blue) in the top right corner of the Notes section.  
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Client Notes- Continued 

Create a title and enter your note in the body of the notes section.  The Agency field will automatically be populated with your agency 
name.   

Time Tracking fields are also available allowing the user to track the time spent on creating the client case note.  Utilize the drop-down 
fields in the Time Tracking area to record the number of hours and minutes spent. 
 
Once the Note is completed, click Add Record at the bottom of the page. 
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Public Alerts 
Public Alerts can be created and appear in the client profile to notify your agency or several agencies of a client situation/need. 

 

 
 

  

Click notes in Client Profile and click 
on                                    

Under Public Alerts, enter Title, 
Expiration Date, followed by Note 
explaining the nature of the alert. 
(Agency field will be automatically 
entered.) 

Selecting the Private checkbox will 
make the Public Alert visible to only 
staff members to your agency. Not 
selecting the it will make it visible to 
all agencies. 

 

After selecting Add Record, you can 
verify that the Public Alert is visible 
on the client’s Profile page. 
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Files and Forms 
To access client’s Files and Forms, on the Client Profile page, click on the File tab (red) in the tope menu. 

 

 

 

  

Adding a New Client File 

To add a new file, select Add File 

link on the top right corner of 

the File section (blue). 
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Upload a File 
After clicking on the Add File, select what Category and Name that best identify the file you are uploading from the drop down menu (red).  

Click on Select File to select the file from your personal computer, if the file does not upload, click on Basic Uploader (blue).   

Once a file is uploaded, it is saved to the File tab by order of the upload date. There is no limit to the number of files that can be uploaded 
for each client. 

  

* Clarity supports all 
of the most common 
file types (Word, 
Excel, PDF, JPG, PNG, 
etc.) 
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Working with Existing Client Files 

The File tab provides the following details for each uploaded file: 

 Category and File Name – selected from drop down menu at the time of upload 
 Name of staff member who uploaded the file 
 Date of upload 
 Size of the file 
 Agency associated with the file upload 

You can view the existing file by clicking on the icon for the file, or edit the document by uploading a new version via the Modify file link 
(red).  
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Uploading a Client Form 
Click on Add Form link right of Client Forms (red). A pop up box will appear listing the form options for your particular agency. Click on the 
desired form. 

 

  

Upload Scanned version of form: 

The process for uploading a scanned 

document is similar to that of uploading a 

client file. Select Add Form and click the 

toggle box next to Upload scanned version 

of form (blue).  Click Add. 
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Uploading a Client Form- Continued 

 

  

Add Scanned Form page will appear. Click on Select File and select your desired file, then click Add Record. If your system is not 

compatible with advanced upload, you can choose the Basic Uploader (red). 
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Reassigning a Case Manager (Assigned Staff) 
It is by default that Clarity will assign the user who enrolls the client into the Agency Program as the Case Manager (Assigned Staff). 
 
 

  

To change client’s Case 
Manager (Assigned 
Staff), click on Programs 
under client’s name. If 
the client is already 
enrolled in a program, 
this will show in the 
Program History. Hover 
over the program name 
and click on the edit icon.  

On the right side of the screen in the 
sideboard- locate the Assigned Staff 
name, click on the edit icon (red) to 
the right of the name. 
 
A drop down menu will have a list 
of all the active staff within your 
agency (green). Choose the new 
Case Manager (assigned staff) from 
the list and click Save Changes.  
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Clients History 
To access client’s history, click on the History tab (red) in the Client record.  

 

  

Advanced Search Tool  
 
If your client has a very large history 
spanning multiple pages of results, the Show 
Advanced Search Options feature provides an 
excellent interface to narrow down your 
results. 
 

The advanced search options allow the 
following criteria (blue): 

 Name – Filter for a keyword within 
the service title 

 Category – Filter for a specific 
category of service using the 
convenient drop-down menu 

 Agency – Filter for a specific Agency 
that provided the service 

 Date Range – Filter based on a specific 
date range of service provision 
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History Tab Icons 
 

  

 

Dollar Icon       : 
 Service transactions with attached 
expenses. Includes the date and the 
expense amount. 

Link Icon        :  
Indicates that there is a referral or a service 
associated with this entry. 

Screens Icon : 
Indicates that the service is linked to a 
Program (i.e. Program-Based Service). If 
you hover over the screens icon, it will 
provide you with the Program name, 
associated agency, date of Program entry, 
and status (active vs. inactive). 

The comment icon  : 
Indicates that there is a Service Note 
associated with the service. Mouse-over the 
icon for more details. 

The link icon : 
indicates that there is a referral or a service 
associated with this entry. Mouse-over the 
icon for more details. 

 

Programs, Services, and Assessments, are color-coded 

to make them easy to distinguish from one another. 
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Additional Assistance  
For any additional technical assistance  

Email us: helpdesk@ctagroup.org  

OR  

 By visiting our Website:  https://ctagroup.org/santa-cruz-hmis/ 

 
  

 

https://ctagroup.org/santa-cruz-hmis/

