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| Merced HMIS Web Portal

The portal is your online resource for HMIS You can find the portal at: https://ctagroup.org/merced-hmis/

The portal provides the following online resources:

e HMIS Log in: click to Merced HMIS

access your HMIS site.

e User Central:
repository of workflow

manuals, Intake forms &) D

and other HMIS-related

dOCU m entS . HMIS Log In User Central Training Partner Agencies

e Training: Provides

details on upcoming
trainings. Includes an on-line reservation system for users to sign up for upcoming trainings.

e Partner Agencies: A list of HMIS participating agencies.

e Help: CTA’s Help Desk. HMIS users can quickly file a ticket
requesting assistance.

o
o
o

To file a request for help: click Help.

Enter in your name, email, and phone number.

Type, Subject, Description: use these field to let us know
what the issue is.

Note: If it is a client related issue, do not enter their
name in the Description field. Instead, enter their HMIS
client ID.

Click Submit

MEDILIM

I CANT LOGON

When you chick Submé, a new case will be automatically created for you at CTA. You will
also receive an email confimation

SUBMIT
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| H™M

IS Workflow Overview
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Search for client by first name, last name, date of birth, social security number, or any combination:
Client is not in HMIS: Follow workflow for New Client, starting on page 5.

Client is in HMIS: Follow workflow for Existing Client, starting on page 16.

After searching for the client:

New Client (client is not in HMIS)

Existing Client

g Wb

No

9.

10.
11.
12.

hous

profile of the client who is thé head of

Click Add Client.

Create A New Client page displays.

Enter Release of Information data.

Enter new client data.

Enrolling Household Members? Click Manage to
add members.

Optional: Add yourself as a Care Team Member.

Click client’s Programs tab.

Click on the program you want to enroll your
client.

Click Enroll.

Answer any program specific questions.

Click Save & Close.

Need to access client’s enrollment, history,
assessments, notes, files, chart? Click on
program listed under Active Programs.

ehold.

Click on client’'s name.

Review profile data. Update if
needed.

Client enrolled in your program?
Click on program listed under
Active Programs to access client’s
enrollment, history, assessments,
notes, files, chart.

Client not enrolled in your
program? Follow New Client
workflow, beginning with #7 (Click
client's Programs tab).

Greater detail and screenshots of New
Client workflow begins on page 5.

Greater detail and screenshots of Existing
Client workflow begins on page 16.




| Access HMIS

Link to HMIS site: https://merced.clarityhs.com/login

el

Usemnmame

Enter your Username and Password.
Click Sign In.

Password

& SIGN IN

FORGOT PASSWORD?

ACLARITY

HUMAN SERVICES

Forgot Password?
e Click Forgot Password?

e Enterin your email address. Your IP address: 73.169.26.58
e Click I'm not arobot box.

e Click Reset Password.
~

FECAPTCHA
Privecy - Tewma

RESET PASSWORD

RETURN TO LOGIN PAGE

I'm not a robot

Merced County CoC
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| New Client Workflow

Always search for the client to ensure the client is not in HMIS before adding a new client. Adding a client who is already
in HMIS creates a duplicate client (a client with 2 different client ID numbers).

SEARCH FOR A CLIENT 200 cuent (B In the Search bar (blue arrow)
type in the first name, last name,
date of birth, social security

Q. Test SEARCH . .
= - == number, or any combination of
Use full name, partial name, date of birth or any combination these.

In this example, “Test” was entered as the last name.
Click Search.

If there are any possible matches, matches will appear.

Last Four
Date of Birth ssN Last Updated ROI

¢ 100 Family Test 10/10/1979  Age: 43 0000 07/13/2022 i No i POSSible matCh?S “St the Client,s
PE— name, date of birth, last 4 SSN,

| Alan Test 117252000 Age13 M23  02710/203 | ves last updated, and ROI.

e What does a red No under ROI mean? There is no ROI (Release of Information) or the ROI has expired.
e Agreen Yes means a current ROl has been added for the client.

Is your client in HMIS?
¢ No. Then you will need to add the client. See next page for details.

e Yes. The clientis in HMIS. Go to Existing Client Workflow, starting on page 16.



| New Client Workflow: Add New Client
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If your client is not in HMIS, then click Add Client (yellow arrow) located on the right side of the Search bar.

SEARCH FOR A CLIENT ‘ Apo cLiEnT (3) ’

Create a New Client page appeatrs.

CREATE A NEW CLIENT RELEASE OF INFORMATION

Social Security Number

Quality of SSN Select
Last Name
Enter Social First Name
Security Qualityof Name selet
Number & Quality of DOB Select
Other Date of Birth
requested
data_ Middle Name
Gender
Enter Race
Release of Ethnicity Selact
Information i Gy et

Please fill in Release of Information form m

Permission Yes ~
Start Date 03232023
End Date 082312026

Documentation Select ~

Release of Information (blue arrow)
Permission: defaults to Yes.

Start Date: defaults to today’s date.
End Date: defaults to today’s date
plus 3 years.

Documentation: select best match.

What if client says No to the ROI? See page
8 for details.

Once ROl is entered, Add Record displays under Current City (green arrow).

Click Add Record.

Current City Select

_—) ETE e




| New Client Workflow: Client Profile
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After clicking Add Record, the client’s Profile page displays.

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES FILES CONTACT LOCATION

Toolbar: click on a tab to access that
feature. Example: click Programs to
enroll your client.

Social Security Number

Quality of SSN Full 55N Reported

Last Name Test

First Name Alan

Quality of Name Partial, street name, or code name reported
Quality of DOB Full DOB Reported

Date of Birth 11/2512009 Child. Age:
Middle Name D I

Gender Male

Race White

Ethnicity Hispanic/Latin{a){o)(x)

Current City Select

Click Save Changes when finished.

13

Toolbar

REFERRALS

O SEARCH = CASELOAD

Schedule appointment

v . .
= ) O Change Client Privacy

Household Members ==

Access Reports

D Test Not Set

Care Team o

Mo active membfrs

UNIQUE IDENTIFIER _
BAS1294F8

Ny Click Manage to ad

household member
Add Photo: Move cursor to top

right to display camera icon. Click
icon to take or upload a photo.

Click Manage to add

yourself as a member of o
the client's Care Team

d
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| New Client Workflow: Client Privacy
The data you enter on a client is default open. Meaning, other agencies can see the data. Sometimes a client will request
their data not be shared with other agencies. If this is the client’s request, you set the Permission to No when entering
their ROI (Release of Information).

You can also make one or more sections of the client record private, leaving the other components of client file open.

e Assessments

Files

Program Enrollments

e Contact Records

Location Records

Referral

e Coordinated Entry Events

Notes

Service Iltems

Can’t see Privacy Icon?
Your access rights do not include
Privacy.

When you make the client record or any of the above components private, only staff members at your agency will be able
Change Client Record to Private
e Click security icon (green arrow)

to see the information.
= ] O
e The client’s Privacy page will display

e Click Save Changes

NOTE
The client’s record cannot be set to

Private if their data (including
Client Privacy htse s services) is already being shared by
two or more agencies.
= two or more agencies

Make Location, Contact, Notes, Files, Service Items, and Referrals

Private
When you entering or entering data in any of these components, you will see: Private
Click on the white circle to move it and turn it blue. Blue means the

information is now private.



Merced County CoC
HMIS Workflow

| New Client Workflow: Adding Household Members

Before creating a household, make sure each household member is in HMIS. If a member is not in HMIS, add that
member by creating their client profile.

Is your client single? Proceed to Programs (page 12). ot O

Household Members
IRecommendation: Determine who is the head of household. .

Create the household from their profile page.

No active members

In the head of household’s profile, click Manage for Household Members
(green arrow). The Household Management page will display.

Your recent searches (including adding new clients to HMIS) will display
under Your recent client searches accessed.

Is the household member listed? If yes, place your cursor on the client’s
name. A + sign will appear to the right. Click on the + sign.

In this example, Alan Test (blue arrow is a household member). Place your
cursor on Alan’s name, look to the right, and click on the + sign.

ADD TO HOUSEHOLD

Member Type

Start Date

Not Set

08/24/2023

SAVE

Care Team o Manage

No active members

Household Members

No active members

Your recent client searches accessed

Nan Test — a2

Ben Test 5126

Bobby Test 7890

Add To Household will pop-up.

Member Type: select best match. In this example, Son will be selected.
Start Date: defaults to today’s date. Change if needed.
Click Save
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| New Client Workflow: Adding Household Members

You will be returned to the Household Management page. Household Members

e Alan Test display as Son (green arrow)
e D Test displays as Not Set (blue arrow) D Test
e Place your cursor on Not Set. A pencil icon will appear to

the right. Alan Test - Son

e Click on the pencil icon. Edit Global Household pop-ups.

EDIT GLOBAL HOUSEHOLD ®

Not Set

Member Type: select best match. In this example: D Test is the father.

Member Type Not Set v
i of Hisahiod DHet v Head of Household: since we started creating the household from D Test’'s
Joined Household 0872412023 Profile, D Test defaults to the head of household.

Exited Household

Joined Household: defaults to today’s date. Change if needed.

“ Click Save

Need to add more household members? Repeat for adding a household member.

One or more members not listed under Your recent client searches accessed? See next page for details.



| New Client Workflow: Adding Household Members
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If one or more members are not listed under recent searches, you will need to search for the client. On the Household
Management page, enter the name of the client in the search field (black arrow).

HOUSEHOLD MANAGEMENT

Enter name (black arrow), then click

Search. Search results will display. Search for a Household Member
In this example, there are 2 matches. - (==
. Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination

Bob Test is the member. Place your

cursor on the name. A + Slgn WI" Bob multiple race Test 01/01/1988 0000 07/22/2022

appear to the left. Click on + sign.

Addt H h |d " d | S | t [BODD:Efth dofH o R Tt ek 04/19/1985 7890 08/11/2022
O Ouse O WI ISp ay. e ec xisting Group. Head of Household: Juniper Test. Members: 4

best match for Member Type, then

Save.
Need to add more members? Repeat the process.

Finished creating the household? Time to enroll your
household.

You may receive an alert that a client is already in a
household. Clients cannot be in 2 different households
at the same time. In the above screenshot, Bobby Test is
already in a household. If you attempt to add Bobby Test to
this household, a pop-up will display.

If you transfer this client to a new household, the client will
be exited from their current household. To do this:
e EXxisting Exit date: change date if necessary

e Member Type: select best match
e Start Date: change if necessary
e Click Save

JOIN HOUSEHOLD

A Active client is already in a Household. This action will end ivvolvernent in the current household and add as a member of the sslected household.

® Active client Bob multiple race Test will leave the existing Household to join Bobby Test's Househald
(O Transfer Bobby Test from their existing Household to this Household

EXISTING HOUSEHOLD

Existing End Date 082472023

NEW HOUSEHOLD

Member Type Mok Set w
Start Date OB/2472023




| New Client Workflow: Programs
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Click Programs on the Toolbar to begin the enrollment process into your program. If your client is already enrolled in a

program, that information will display in Program History.

In this example, the client is enrolled in HSA-Housing Disability & Advocacy Program

e Start Date: date client was enrolled
e End Date: Active: client is enrolled PROGRAM HISTORY

in the program. If a date displays:

date client was exited.

.. ) . HSA- Housing Disability & Advocacy Program
e Type: If Individual displays, client PH- Rapid Re Housing N
. Merced County Human Services Agency
was enrolled as a single.

Program Name

Start Date End Date

06/12/2023 Active

Type

Individual

Scroll down to see Programs: Available. Any program(s) you can enroll your client
will display. In this example, you can enroll your client in Los Banos Outreach.

To enroll, click Los Banos Outreach.

Recommendation: If you will be enrolling a family, begin the enroliment
process from the head of household’s record.

PROGRAMS: AVAILABLE

Los Banos Outreach




| New Client Workflow: Programs

After clicking on Los Banos Outreach, this will display:

PROGRAMS: AVAILAELE

Want to Include group members?
(green arrow)
e Click on each group member to

Los Banos Outreach

Active Clients

include in the enrollment

¢ In this example there is 1 group o
member: Family Baby Test

e Click Enroll " 9 s

* Funding Source Service Categories:

V' Case Management + Rental Assistance

Avadlability

The Enrollment page will display. At
the top of the page you will see:

Include group members:
Enroll ‘Los Banos Outreach’ program for client Bitfocus Test Family Baby Test

Project Start Date 08/26/2023

dh

Relationship to Head of Household Self (head of household)

' Lnility Deposit

Merced County CoC
HMIS Workflow

Project Start Date: defaults to today’s date. Change if necessary.

Relationship to Head of Household: since we began the enrollment process from the head of household’s Profile page,

Self (head of household) displays.

Depending on the program, additional question to answer may display.
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| New Client Workflow: Programs

When do | enter a Housing
Move-in Date? When the

e Project Start Date: defaults to today’s date. Change if necessary. client/household has been
. . . .. . . permanently housed, enter the

e Starting with Prior Living Situation (blue arrow), enter data. date the client/household
e If the client is single, and once data has been moved into the permanent unit.
entel’ed, click Save & Close. COMPLETE HOUSING MOVE-IN DATE WHEN CLIENT MOVES INTO A PERMANENT HOUSING UNIT

Housing Move-In Date

e Ifclientis in a household, instead of Save & Close,

yOU W|” see Save & Next PRIOR LIVING SITUATION -
° NeXt memberys page W|” dISp|ay If you Changed the Type of Residence Jail, prison or juvenile detention facility v
Project Start Date for the head of household, Length of Stay in Prior Living Situation S SRR e T S e s

change the Project Start date to match.
e Relationship to Head of Household: select best match. In this example, Family Baby Test is the daughter, so
select Head of household’s child.
e Enter data for all applicable questions.
e Repeat this process for any additional group members.

e Click Save & Close when done.

BITFOCUS TEST

ATICALLY ASSIGNED:

Obtain Permanent Housing

If your program has been configured to automatically assign one or more goals at —

enroliment, those assigned goal(s) will display for each group member. FAMILY BABY TEST
e Click [close all]

Obtain Permanent Housing

[close all ]
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| New Client Workflow: Assessments

e
After clicking on [closing all], you will

be on the Assessments page. One or
more assessments may display under Enrollment  History  ProvideServices  Events  Assessments  Goals  Notes  Files  Chart X Exit
Assessments. In this example, 3 e
Assessments display, all with Start to

. ASSESSmentS LINK FROM ASSESSMENTS
the right.
Current Living Situation - m
Completed Assessments will display Status Update Assessment | sarr |
under Assessment History (blue
aI’rOW) Annual Assessment

ASSESSMENT HISTORY I

To complete the Current Living Situation, click Start (green arrow)
e Since this client is in a household, a pop-up appears.

e To include all household members, Click Add Current Living Situation.

@@ sitfocus Test Daughter
e Enter the requested data. Click Save & Next. WY Doy syt DRt
e Enter data for the next household member.

e More household members? Click Save & Next.
e Click Save & Close when data for all household members entered.

When do | enter a Status Update Assessment? When a significant change takes place in your client’s life after enroliment. For
example, if your client had no monthly income at enroliment, but now is receiving $750 in monthly income, click Start on Status
Update Assessment and enter data on the client’s income.

When do | enter an Annual Assessment? If your client is enrolled in your program for a year or more, HUD mandates that you
complete an Annual Assessment. For example: if this client was enrolled on 8/26/2022, you would complete an Annual
Assessment on or before 8/26/2023.
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| New Client Workflow: Toolbars

Immediately below your client’s

name, you will see this toolbar: Bitfocus Test

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS MNOTES FILES CONTACT LOCATION REFERRALS

Profile: click to display data entered to create the client’s profile.

History: click to review the program(s) client has been enrolled in.

Services: click to review services provided to the client.

Programs: click to review enrollment history, and to view additional programs you can enroll the client in.
Assessments: click to complete a VI-SPDAT and to review completed assessments.

Notes: click to add a new note or review existing note(s). Can also add/review public alerts.

Files: click to add a file or a form.

Contact: click to add contact information (phone and email).

Location: click to add location (address).

Referrals: click to review referrals by agency or by program category.

From the Program dashboard page, you can also complete the following:

Enrollment: click to review the data entered

History: click to review service history.

Provide Services: click to add service(s).
Events: click to Coordinated Entry (CE) events
(if your program has been configured for CE

Enrollment History Provide Services Events Assessments Goals Notes Files Chart

events).

Assessment: click to add a new assessment, or to review completed assessment(s).

Goal: click to add a goal or review the status of a goal (if your program has been configured for goals).
Notes: click to add a new note or review existing note(s).

Files: click to add/upload a file.

Chart: click to review chart data.



| Existing Client Workflow: Access Client Profile
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Although your client may be new to you, they may already be in HMIS. Search for the client and if they are in HMIS:

e Scroll over your client’s name.
e The pencil icon will appear.
e Click on the pencil icon to display their Profile page.

On the right side of the screen:

e Household members: If the client is in a household, each
member of the household will display. Click Manage (green
arrow) to add or edit members.

e Active Programs: If a program(s) is listed, the client is
currently enrolled in that program(s). Click on the program to
access their enrollment.

e Care Team: Click Manage (blue arrow) to who is on the client’s
care team, or to add a new care member.

Client already enrolled in your program?
Scroll over the program to see the pencil icon. Click on the pencil icon
to access their enrollment.

Client not enrolled in your program?

Zle=lQ)
Household Members —

Family Baby Test Daughter
Active Programs
Los Banos Outreach

HSA- Housing Disability & Advocacy Pro...

Care Team 2 -

®

Click Programs (top of page) to display Program History and Programs: Available. In Programs: Available, click on

your program to begin the enrollment process.

e Need help in entering data? Go to New Client Workflow: Programs (page 12) for information on the enrollment

process.
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| Existing Client Workflow: Add Contact Information

Bitfocus Test

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES FILES CONTACT LOCATION REFERRALS

Add Contact Information e clent
e Click Contact (blue arrow). Email
e Click Add Contact +. Phone (#1) XHXX-XXK-KXKX
e Note: all data fields are optional. i S
¢ Enter Email, Phone, Contact Date, and Note. _
) ) i i i Active Contact ‘ _.
e Private: click on white circle to turn the circle blue.
Private
Note: Setting Contact to private means other agencies Contact Date
will not be able to see the client's contact data.
Note B I
e Click Save Changes. =
=
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| Existing Client Workflow: Add Location

Bitfocus Test

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES FILES CONTACT LOCATION REFERRALS

ADD CLIENT LOCATION

Address Type Select

Add Contact Information
e Click Location (green arrow).

e Click Add Address +. Nairie

e Address Type: select best match.
e Name: enter client's name.

e Add Location: click to display pop-up. Enter Kmnind

client’s address. Click Add. Location Date
e Location Date: enter date. Active Location @
e Private: click on white circle to turn the circle blue. Private

Note

Note: Setting Location to private means other agencies
will not be able to see the client’s location.

¢ Notes: enter a note (optional).
e Click Save Changes.

T




| Existing Client Workflow: Complete a VI-SPDAT

Bitfocus Test

Merced County CoC
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LOCATION REFERRALS

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES FILES CONTACT

ASSESSMENTS

e Click Assessments (green arrow).

Merced CoC VI-F-SPDAT Prescreen for Families [V2]

¢ Click Start on Families or Single Adults.
e The VI-SPDAT you selected will display.

Merced CoC VI-SPDAT Prescreen for Single Adults [V2]

o Assessment Date: defaults to today’s date. Change if necessary.
e Assessment Location: select best match.

e Assessment Type: select best match.

e Assessment Level: select Housing Needs Assessment.

e Primary Language: select best match.

If you selected the VI-SPDAT for Families, you will also be asked:
e |[s there a secondary Head of Household? If you move the circle,
you will be asked to enter their name, gender, and date of birth.
e Arethere children present in the household? If you move the
circle, you will be asked to enter the number of children.

Enter data for the remainder of all the VI-SDPAT fields.

Click Save when done.

Assessment Date

08/29/2023

Assessment Location Select
Assessment Type Select
Assessment Level Select
Primary Language Select

Is there a secondary Head of Household?

CHILDREN

Are children present in the household?

IF HOUSEHOLD INCLUDES A FEMALE: Is any Select

member of the family currently pregnant?




Click Programs, then select the program the clie

Enrollment: click to review their
enrollment data.

History: click to review their

Program Service History.

Click Provide Services to add one

or more services.

In this example 3 Services have been
configured for this program.

Services may have subcategories of services.
Click on a service (green arrow) to see if there

are any subcategories.

In this example, 2 types of Case Management display. Click on best match.

nt is enrolled in:

PROGRAM: LOS BANOS OUTREACH

Provide Services

Enroliment

History
Services

Case Management —

Rental Assistance

Utility Deposit

Start Date: defaults to today’s date. Change if necessary.
Tracking: Select hours and minutes of CM session (optional).

Service Notes: enter notes (optional).
Click Submit.

Some services only require a start/end date.

Other services allow you to enter a funding
source, dollar amount, etc.

Merced County CoC
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| Existing Client Workflow: Add Services, Assessments, Goals, Notes, and Files

What is a Chart? A chart allows
agencies to track/display changes
in assessment data over time in a
client record. This feature must be
configured for an agency.

Events Assessments Goals Notes Files Chart
Case Management
Rental Assistance
Uttility Deposit ~
Case Management
Case Management
Outreach and engagement

Qutreach and engagement

Start Date: 08/28/2023 End Date: 08/29/2023

Tracking: Mone ~  None w

Service Note :

B I
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| Existing Client Workflow: Add Services, Assessments, Goals, Notes, and Files

Click Assessments to display a list of assessments
configured to your program. Assessments can vary from
program to program, so your list of available assessments
may be different.

Enroliment History Events Assessments Goals Motes Files Chart ® Exit

A ASSESSMENTS

Assessments

Curent Living Shuation -

Status Update Assessment

Before starting an Assessment, scroll down to the

Assessment History section to see if that Assessment
has already been completed for the client.

Annual Assessment

How to enter an Assessment for the client:
e Locate the Assessment from the list. Example: Current Living Situation.
e Click Start to right of Current Living Situation (blue arrow).
e For more information on how to complete an Assessment: go to New Client Workflow: Assessments, page 15.

Scroll down to view Assessment History. Any
completed Assessment will be displayed.

ASSESSMENT HISTORY

In this example, a Current Living Situation Advariosd seaich options: view v

Assessment was completed for the client on
8/26/2023 by the City of Los Banos.
e Scroll over the name of the Assessment to Current Living Situation
reveal 2 icons: a garbage can, and a pencil. Gty of Los Banon (D)
e Click the pencil to display the data entered in
the Assessment.

e Click the garbage can to delete the Assessment. A pop-up will appear, asking you to confirm deleting.

Assessment Name Completed Details

08/26/2023
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| Existing Client Workflow: Add Services, Assessments, Goals, Notes, and Files

If your program has not been configured to record goals, Goals will not appear in the toolbar. If your program has been
configured to record goals, click Goals.

In this example, Obtain Permanent Housing
has been entered as a goal for this client.

Enroliment History Provide Services Events Assessments Goals Notes Files Chart < Exit

Some programs have been
configured to automatically enter this
goal at enrollment.

Program Goals

- ain Per et Housin
(}‘::l Obtain Permanent Housing

The red X means the goal has not
yet been accomplished.

To enter a goal: click Add Goal (green arrow).
Budget Preparation

Select the goal from the list of available goals. Click Add. P
Cal-Fresh
If you select Cal-Fresh the Program Goals section refreshes to display: e ik

Document-Social Security Card

How do | change the red X to a green check

(R) Cvten PemanentHous mark? A green check mark means the goal has “

been accomplished.

® Cal-Fresh

Every goal is associated with a measure, typically either Time-based or Service-based. Goals are
also linked to services.

A time-based goal (example: Case Management) is accomplished when you enter a Case
Management service and record how long the session lasted. A service-based goal (example:
Cal-Fresh) is accomplished when you enter a service detailing the client is receiving Cal-Fresh.

Goals and linking those goals to services must be configured into your program before you can
enter goals and track their outcomes.
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| Existing Client Workflow: Add Services, Assessments, Goals, Notes, and Files

Click Notes on the toolbar, then select Add Note.

Tiftereniera fle for the nore
Category: select best match.
Title
Date: defaults to today’s date. Change
. Category Select v
if necessary.
. . . ) Agency City of Los Banos
Time Tracking: enter hours/minutes if
. Date 08/30/2023 TimeTracking Select v  Select v

want to track how much time you spent
with the client. - Bz
Note: enter note data detailing what )

Private
happened.
Private: click white circle until it turns
blue if you want to make this note
private.

Click Add Record.
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| Existing Client Workflow: Add Services, Assessments, Goals, Notes, and Files

ClICk F”es in t00|bar to dlsplay Enroliment History Provide Services

e Click Link From Files or
Add File (green arrow) Client Program Files

Link From File: the file you want to add to this
client’s file may have been already uploaded.

Click to display what files are available.

Add File: click to add a new file.

In this example, clicking Link from File reveals one file has
already been uploaded. If this is the file you want:
e Click on the white circle until it turns blue.

e Click Link & Close.
e Link will display under Client Program Files.

Not the file you want? Click Cancel.

To add a new File, click Add File.

Category: Click on “Family” to select best match.
Name: Click on “Alimony” to select best match.

Click on Select File to select a file from your computer.

Private: click on white circle until it turns blue to make this file

private.

Click Add Record.

Events

Assessments Goals Notes Files Chart * Exit

- LINK FROM FILES ADD FILE

HPRP Documentation:HOMELESS
VERIFICATION

View

by Jesenia Aguilar on 2 Aug, 2023, 1.202 MB}
Merced Rescue Mission

T

UPLOAD A FILE

Category Family, Sodial and Legal
Mame Alimory Agreement
Private
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| When to Update an Active Enroliment

When you enroll a client in your program, the data you enter describes their situation at the time of enroliment. Over time,
there may be significant changes in their life. For example: at the time of enrollment the client had no monthly income, but
a month later the client now has an earned income. HUD requires that if a client in enrolled in your program for a year or
more, you must enter an Annual Assessment.

Time to update? Go to the client’s

. Assessments LINK FROM ASSESSMENTS
enrollment, then click Assessments.
Click Start for Status Update Current Living Stuation [ smanr |
Assessment to record a change if client
. . Status Update Assessment m
actively enrolled in your program.
Click Start for Annual Assessment if S e— [ smaer |

your client’s one year anniversary in your
program is about to occur.

If client is in a household, a pop-up will appear listing members. Click on the white button to
&l biious et it the left of a member’s name to included them in the Status Update Assessment.
‘ Family Baby Test Daughter

Click Add Status Assessment.

L Add Status Update for client Bitfocus Test
The Assessment will display.

Project Status Date 08/30/2023
Project Status Date: defaults to today’s date. Change if
necessary.

DISABLING CONDITIONS AND BARRIERS

Review as you scroll down the assessment. Physical Disability No v




| When to Update an Active Enroliment

Scroll down the assessment until you find where you want to enter a
status update. In this example, the client had no income at the time of
enroliment, but now they have an income.

To record the client is now receiving a monthly income:

e Income from Any Source: click on No (green arrow) to
reveal a drop- down menu. Select Yes.

e Monthly Income And Sources table will appear.

e Click on the white circle of the income source. The white
circle will turn blue. In this example Earned Income was
selected.

e The Amount field will appear. Enter a dollar amount (black
arrow).

e Total Monthly Income for Individual will update to that
dollar amount (orange arrow).

e Click Save & Next.

Update any remaining data fields that need to be updated. If the
data displayed in a data field is correct, there is no need to do
anything.

Click Save & Close.

The process for completing the Annual Assessment is the

same as the process for a Status Update Assessment.

Merced County CoC
HMIS Workflow

MONTHLY INCOME AND SOURCES

Income from Any Source —_— No
Income from Any Source Yes
Earned Income . Amount 500

Unemployment Insurance

Supplemental Security Income (SSI)

Social Security Disability Insurance (SSDI)

VA Service-Connected Disability Compensation
VA Non-Service Connected Disability Pension
Private Disability Insurance

Worker's Compensation

Temporary Assistance for Needy Families
(TANF)

General Assistance (GA)

Retirement Income from Social Security

Pension or Retirement Income from a Former
Job

Child Support
Alimony and Other Spousal Support

Other Income Source

Total Monthly Income for Individual 500.00
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| Client Exit

An Exit is entered for a client when the client is no longer enrolled in your program. When it’s time to exit your client,
access their enrollment, then click x Exit (green arrow).

Goals Notes Files Chart x Exit

If the client is in a household, a pop-up will display, listing —
household members. Select member(s) to include in the exit.
Click End Program.

End Program for client Bitfocus Test

The End Program for client page displays:
e Project Exit Date: defaults to Project Exit Date 08/30/2023
today’s date. Change if needed.

e Destination: select best match.

Destination Select

Review the remaining data fields. Update any field as need. If the client is single, you will be prompted to click Save &
Close. If the client is in a household, you will be prompted to select Save & Next.
e Data fields for the next household member will display.

e Change Project Exit Date (if needed) to match the exit date entered for the head of household.
e Destination: select best match.
e |If there are more members, you will be prompted to select Save & Next.

Once data for all members has been added, you will be prompted to click Save & Close.
If you program has been configured to conduct a Follow-up Assessment, the page will refresh to display:

e Enter a Follow-up Assessment per your agency’s guidelines. Assessments
e Create a Follow-Up Assessment following the same guidelines
as entering data for any other assessment. Follow-up Assessment



