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Need to update Non-Cash Benefits or
Disabilities?
e Review how to Update Income

(page 7).
The workflow to update Non-Cash
Benefits & Disabilities is similar.
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| santa Barbara HMIS Web Portal

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

The portal provides the following online resources:

e HMIS Log in: click to
access your HMIS site.

e User Central:
repository of workflow

Santa Barbara HMIS

manuals, Intake forms {l'

and other HMIS-related

documents_ 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 a client related issue, do not enter their name in
the Description field. Instead, enter their HMIS 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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| HMIS Workflow Overview

Santa Maria/Santa Barbara County CoC
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When you enrolled your client, the data entered detailed what life was like for the client at the time of enroliment.

When something changes, you can record those changes by entering an Interim Review.

Update a Single Client’s file

Update Clients in a Household

N

Access HMIS.
Select project from Enter Data As (top right of screen).
Search for client.
o Scroll down to Client Results.
0 Click the pencil icon to left of client’s name.
Locate Entry/Exits box.
0 Click pencil icon to left of the entry.
o0 Click Save & Continue.
Click Interims.
0 Click Add Interim Review.
0 Select Interim Review Type (Update or Annual
Assessment).
0 Update data in the displayed Assessment as
needed.
0 Click Save & Exit when done.
When it’s time to exit the client:
o Scroll down to Entry/Exits box.
0 Click the pencil icon in the Exit Date column.
o Enter Exit Data. Click Save & Continue.
0 Review and update data as needed.
Click Save & Exit.

n

Access HMIS.
Select project from Enter Data As (top right of screen).
Search for the head of household.
a. Scroll down to Client Results.
b. Click the pencil icon to left of client’s name.
Locate Entry/Exits box.
a. Click pencil icon to left of the entry.
b. Click Save & Continue.
Click Interims.
a. Click Add Interim Review.
b. Select Interim Review Type (Update or Annual
Assessment.
c. Update head of household as needed.
d. Other adults in the households?
Click their name to update as needed.
e. Minors in the household?
No need to update unless disability or health
coverage has changed.
f. Click Save & Exit when done.




| Access HMIS
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Link to HMIS site: https://wscs.wellsky.com/santabarbara/com.bowmansystems.sp5.core.ServicePoint/index.html

Enter your Username and Password.

Click LOGIN.

Forgot Password
Click Forgot Password

Enter in your username.
Click Send.

s WellSky

Community Services
Santa Barbara County

Username ‘

Password ‘

Forgot Password

LOGIN

Forgot Password

To reset your password, please enter your
username below. A password reset email
will then be sent to the email address
associated with the username entered.

Check your email associated with your HMIS account.
Did not receive an email? Check your Spam. User Name
Checked Spam and no email? Submit a Help ticket.

Send

Close



https://wscs.wellsky.com/santabarbara/com.bowmansystems.sp5.core.ServicePoint/index.html

| Updating a Single Client: Access their Client Profile

Step 1

Santa Maria/Santa Barbara County CoC
HMIS Workflow: Updating a Client’s File

Access HMIS. Enter your username and password. Your Home Page Dashboard will display.

Although this screenshot does not display Enter
Data As, look to the top right of your screen to see
Enter Data As (blue arrow). arcn 05 2024
D Last Viewed

Click on Enter Data As and select your project.

Y Favorites

A Home

Step 2
Click Clients (green arrow).

B clients

Santa Barbara County
= County of Santa Barbara
i

-

# Follow UpList (0)

Date Headline Client ID Type
10/31/2023 November HMIS Reports Training Movember 30, 2023, Please reserve a spol

10/31/2023 November HMIS Advanced User Training November 16, 2023, Please reserve a spot

Search for your client by entering their name in
Client Search. Click Search, then scroll down to Client Results.

Click the pencil to the left of the client’s name. Their Client Profile page will display.

Tip: Know your client’s HMIS ID?

Enter their HMIS ID # in Client

Client Number

Number (yellow arrow)
Click Submit.

Client ID # | N
—

Enter or scan a Client ID number to go directly to that Client's profile.

The client’s Profile page will

display.
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| Updating a Single Client: Create Interim Review

Step 3
Locate the Entry/Exits box on the client’s Profile. Entry/Exits
e Locate the project entry in the Project Start Date
Type Project Start Date Exit Date
column. 5
e Click the pencil icon. In this example the et A T -I‘ 08/30/2023 /'
8/30/2023 entry was selected (green arrow). —— HUD /o503 p
e The Edit Project Start Data will pop-up.
e Click Save & Continue.
e Click Interims icon (orange ™™ Hesd Gt Hotaaton! [ IOIGLEENE v Dato Merims T2t
arrow). (160) Smith, Johnathan /' 08/30/2023 Va B B

e Click Add Interim Review.

The Interim Review Data page displays.

Interim Review Data . . .
e Interim Review Type: select either Update or Annual
Entry / Exit Provider Family E Shel S) (42]
e ey Emergency Sheler (9 (62 Assessment (blue arrow).
Entry / Exit Type HUD

inerim Review Type Select > - e Review Date: defaults to today’s date. Change if needed.
e Click Save & Continue.

Review Date * 10 417 42023 [HOE42 v:50v.39v PMv

Which Interim Review Type to select? Once an Interim Review Type is selected,
e Select Update in most cases. the data entered at enrollment will display.

e Select Annual Assessment if the client has been enrolled Review the data entered and make any

in your project for 1 year, or it has been 1 year since their necessary changes.

last Annual Assessment).
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| Updating a Single Client: Interim Review

. . HUD CoC & ESG Update (2020)-SB-Non CE Interim R
If Update was selected for the Interim Review:
Common reasons to update a client's file is there has been a I I ca603 v ¢
change in the client’'s Monthly Income, Health Insurance, v
or Non-Cash Benefits, or there has been a change in their lacome from Ay Scurce® L) e
Current Living Situation. -
O\ Monthly Income

mgﬁs; Source of Income Start Date *
Scenario 1: At enrollment, the client’s total monthly D /& lesas00 | Esmod o 172023
income was $450.00 (green arrow). The client’s p7 8 ‘ e
income increased to $750 on 10/18/2023. To correctly "l TANF (HUD) 10/11/2023
enter data to show this change in income: /i Unemployment Insurance (HUD). | 10/11/2023

Private Disability Insurance
(HUD)

VA Service Connected Disability
Compensation (HUD)

10/11/2023

N,
]

If the income source is displayed, click the pencil icon
(orange arrow).

e Enter an End Date.

e Click Save & Add Another. [ add ] viewGrossincome Showing 1-8 of 15

e Enter Monthly Amount, select for Source of Total Monthly Income I 450 p— G

Income, Receiving Income Source?
e Start Date defaults to one day later than the End Date you entered.
e Click Save.

\0
]

10/11/2023

If the income source isn’t displayed, click the magnifying glass (black arrow).
e Click the pencil icon for the income source you want to change.\

e Enter End Date, then click Save.

e Click Add.

e Enter Monthly Amount, select for Source of Income, Receiving Income Source?
e Start Date defaults to one day later than the End Date you entered.

e Click Save.




| Updating a Single Client: Interim Review

Immediately below the Monthly Income box is the Total Monthly
Income data field (green arrow).

e Change the amount to reflect the amount of all income sources.

e If there is nothing else to change, scroll down to the bottom and
click on Save & Exit.

Best Practice: When you put an end date on a
Disability, Income Source, Non-Cash Bengefit, or
Health Insurance:

e Select the next day when entering a change.

o Example: 10/17/2023 was the end date entered

when the client stopped earning $450/month.
In entering that the client is now earning
$750/month, the next day (10/18/2023) was
selected as the start date.

Santa Maria/Santa Barbara County CoC
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Total Monthly Income

|450-

G

Showing 1-5 of 15
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| Updating a Single Client: Interim Review

This section describes how to create If the client had no health insurance at the time of enrollment, but now has
an Update in order to record a change health insurance, here are the steps to enter that change.
in Health Insurance. Follow the same ] ] o ) .
general process for Disabilities, and As with entering changes in income, locate the project entry, click the
Non-Cash Benefits. pencil to the left of that entry, then click Interims. Select Update or Annual
Assessment.
Covered by Health * || No(HuD) v g
. . . . Insurance
In this scenario, the client did not have
health insurance at enrollment, but now - Q. Health Insurance HUD Verification @)
has insurance. Steps to correctly Biot Date® Hetin issance Tynas | Corered End Date
entering that change: :
. = Employer - Provided Health
e Covered by Health Insurance: — /& o Insurance i
change to Yes. 7| W rorvzn Pescibooin |
e Click the pencil icon corresponding to 7 W oo aimmon () N
the type of insurance the client now /' W 10m2s e wckisinad: | g
has. Example: Employer-Provided /7 B 1011202 Other No
Health Insurance (blue arrow). Ak e~
e Type not displayed? Click

magnifying glass to display all types
(orange arrow).

e End date: enter the day before the date you will enter for when the client secured insurance.
e Click Save and Add Another.

o Start Date: will display 1 day later than the end date you entered.

e Select answer for Health Insurance Type, and Covered.

e Click Save.



Santa Maria/Santa Barbara County CoC g
HMIS Workflow: Updating a Client’s File _

| Updating Clients in a Household: Review

Best Practices:
If the household configuration has changed,
update the household configuration prior to
entering Interim data.

A household = clients who live at the same
address. A household can be comprised of
immediate family, relatives, friends, or
roommates.

Before adding any new data: Does the household configuration need to be updated?
The HMIS Workflow manual (adding new clients) details how to create a new household. Here’s a recap:

Scenario: Two new clients have been added: Client Test (mom), and Daughter Test (child). Since (2281) Test, Client is
the Head of Household (HoH) click on the client’s name to access their Summary page.
e Scroll down to the Households box. Click Start New Household.

e The Add New Household displays. | Add Néw Hoiisitiold
0 Household Type: select best match (green arrow). In this
scenario Female Single Parent is the best match. Household Type
o Immediately below is Client Search. R =
o0 Since you know the daughter’'s HMIS ID (it is displayed in el i —
Recently Viewed) Client Search
o Scroll down Client Number. Enter the daughter’'s HMIS

number (2304).
o Click Submit. Client Number

Enter or Scan a Client ID to add that Client to this Household.




| Updating Clients in a Household: Review

After clicking Submit, the daughter appears in
Selected Clients.

More members to add? Repeat this process until all

members display in Selected Clients.

Don’t know the HMIS number of a member? Use the
Client Search feature (where you enter the client’s first

and last name).

Click Continue.

Household Information displays.
Since Test, Client is the head of household (blue
arrow), change:
e Head of Household: select Yes.
e Relationship to Head of Household:
automatically changes to Self.

Since Test, Daughter is the child (orange arrow),
change:
e Head of Household: select No.

Selected Clients

Santa Maria/Santa Barbara County CoC
HMIS Workflow: Updating a Client’s File

Social Security -
D Name Number Date of Birth
2281 Test, Client -1234 01/01/1999
€ 2304 Test, Daughter ~1232 01/03/2019
Household Information - (638) Female Single Parent =
e — N T
Household Type * Femnale Single Parent v
Income us$s00.00 Q,
Client Count 2
Household Members
age Hosdof  Relatonship toHesd of oiney ouashold s Provious Housahold
© (2281) Test, Client 4 No v -Select v 09 423 2023 MM Q 1 Q
© (2304) Test, Daughter —a No ~  -Select ¥ w423 42023 Mo Q 1 Q

e Relationship to Head of Household: select Daughter.

Scroll down and click Save & Exit.



| Updating Clients in a Household: Review

The Review Household Data displays.
e Click Yes to review.

e Click No if everything appears in order.

The page refreshes and returns to the Head of
Household’s Summary page.

Scroll down to the Households box to view the
household created.

Santa Maria/Santa Barbara County CoC g
HMIS Workflow: Updating a Client’s File _

Review Household Data X
It is strongly recommended to review the fields for Head of Household,

@ Relationship to Head of Household, and Household Type for all Clients to ensure
the information is correct.

Would you like to review this data now?

I B

Households

ID Type Head of Household Relationship
/’ 638 Female Single Parent
*Test, Client Yes Self

Test, Daughter No Daughter

Search Existing Households Start New Household
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| Updating Clients in a Household: Adding a New Member

Households change over time. Correctly entering that change if the household is currently enrolled in one or more projects
can be tricky.
If you need assistance, submit a help reguest at:
https://ctagroup.org/santa-barbara-hmis/help-desk-request/

Scenario 1: The household is enrolled in your project and a new member needs to be added.
Scenario 2: The household is enrolled in your project and at least one member leaves the household.

Scenario 1: Adding a new member Best Practice: Add the new member

In this scenario, Brandnew Test (205) is joining the household of from the head of household’s Profile.

Amanda Test (203). Amanda Test is the head of household.
e Goto Amanda Test (203) Profile.

e Scroll down to the Households box.
. o Households
e Click pencil icon to left of Household ID
(green arrow) ID Type Head of Household Relationship
-/' 78 Female Single Parent
e Household Information box displays.
. *Test, Amanda Yes Self
e Click Add/Delete Household Members.
. . Test, Aud N D hte
e Click Add Clients to the Household (blue = 5 SS9
arrow)
Household Members:
Name
B (203) Test, Amanda
W (204) Test, Audrey
* Previous Household Members

- b Add Clients to the Household
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| Updating Clients in a Household: Adding a New Member

The Client Search page displays. Since we know the HMIS ID number of Clent Search
Brandew Test, enter 205 in Client Number (green arrow). _ @ e SO
e Click Submit. _— -
e Don’t know the HMIS ID number for the client? Search for the client in S = :
Client Search (blue arrow). Soi sty _
e Brandnew Test will appear in Client Results. | ¥
e Click Continue. U Mitry Vetran?  -Selct v

Exact Match

e Household Members display with Brandnew Test in the household
(orange arrow).

Search Clear

Client Number

Enter or Scan a Client 1D 1p add that Client to this Household.

Household Members. Client 10 # m
Heado!  Relationship to Head of A Previous Househald
Hame A9® Lousehold  Household claiaad A Count
€ (203) Test, Amanda 29 VYes v  Self Yoy g0 MEo Q 1 O -
© (204) Test, Audrey 1 Mo v Daughter Y10 411 4203 MMo Q i G

) (205) Test, Brandnew 24 MNo v -Select Y0419 j2023 MM o Q 100
———

e Relationship to Head of Household: select best match. In this scenario, Husband and Father will be selected.
e Joined Household: defaults to today’s date. Change if necessary.

e Scroll down to bottom of page. Click Save & Exit.

e You will be returned to the head of household’s Profile page.



Santa Maria/Santa Barbara County CoC =
HMIS Workflow: Updating a Client’s File _

| Updating Clients in a Household: New Member: Updating the ROl and Case Manager
Next steps: update ROI and Case Manager to include the new household member.

Update the ROI
¢ Click the pencil icon on the existing ROI (blue arrow)

e Click Include Additional Household Members

Release of Information

Provider
e Click box of new member to add (green arrow). -, Good Samaritan
Household Members
o To includeaMddilionaIer::s;:oEldHr::;:::::;k;:l;mh:m::c:‘mm. Only Cllck Contl nue.
[_1 (78) Female Single Parent
(203) Test. Amanda Click Save Release of Information.

(204) Test, Audrey

C T e——

==
Update Case Manager Case Managers
e Scroll down to the Case Manager box. o roider
¢ Click pencil icon to left of your name or the name of another case . .
manager in your project (orange arrow). - - Good Samarian
e Click Include Additional Household Members.

¢ Click box of new member to add.
e Click Continue.
e Click Save Case Manager.
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| Updating Clients in a Household: New Member: Updating the Program Entry

Forget to include all household members in the project entry?

Note: this assumes all household members have the same project entry date.

To add one or more household members:

What if the member’'s name does not display?

Go to the head of household’s Profile page. Household Members
Locate the Entry/Exits box. Click on the pencil icon of the project

entry to update.

If the member(s) to add are displayed, click on the box (green (203) Test Amanda Eotry Date 10/11/2025 1200 210
arrow). A check mark will display. % (204) Test, Audrey (Entry Date: 10/11/2023 12:00 PM)
Click Save & Continue. B (205 Tes. rancnew (v Date 1011720231209 000
Scroll down until the Household Members box displays.

Click on the member added to the project entry (black arrow).

@ To update Household members for this Entry C

[] (78) Female Single Parent

. X i Household Members
The client’s Intake Assessment will display. — -
203) Test, Amanda
Enter data as needed. Age: 29
. . Veteran: Yes (HUD)
Click Save & Exit when done. (204) Test, Audrey

Age: 1
Veteran: Unknown

This means the member has not been added to the household.

To add the member to the household: Follow the steps outlined in Adding a New Member (page 14).
Then follow the step as outlined in Forget to include all household members in the project entry? (this page).
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| Updating Clients in a Household: New Member: Updating the Program Entry

What if a member needs to be added to an entry but the member joined the household after the entry was created?
Scenario

e A two-member household was enrolled in a project with an entry date of 10/11/2023. A 3" member joined the
household on 10/19/2023.

e Itis not possible to have 2 different dates for a project entry.
e If you add this 3" member to the existing entry, their entry would have to be 10/11/2023.

e If you add the 3 member to the 10/11/2023 entry, then try to change their entry date to 10/19/2023, then the other
two members’ entry date will automatically change to 10/19/2023.

Best Practice in this type of scenario:
e Go to the head of household’s Profile page. Follow instructions on page 14 for adding a new household member.
e Then go to the Entry/Exits box and exit the 2-member household from the project they were entered into on
10/11/2023.
e In our scenario, this 3" member joined the household on 10/19, so the project exit will be dated 10/18/2023.

e Create a new project entry for the 3-member household for the next day. In our scenario the entry date will be
10/19/2023.
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| Updating Clients in a Household: Removing one or more members

After enrolling the household in your project, one or more members may leave that household while the remaining
household members remain in your project. To remove one or more members from a household:

Access the head of household’s Summary page.
Scroll down to the Households box.

In this example, Brandnew Test (green arrow) is
leaving the household.

Households

ID Type Head of Household Relationship

# 78 Female Single Parent

*Test, Amanda Yes Self
Click on his client's name (green arrow). Client's _'emmy - :z:z::and
Profile page will display. —_— = Father
Locate the Entry/Exits box. In this example, the
client is leaving the program with a Project Start Entry/Exits
Date of 10/19/2023 (black arrow). . Type gt uts] | ose

Click on the pencil icon in the Exit Date column
(orange arrow).

Make sure the only boxed checked is the client
who is leaving (blue arrow).

Exit Date: defaults to today’s date. Change if needed.
Reason for Leaving: select best match.
Destination: select best match.

Notes: optional.

Click Save & Continue.

Good Samaritan HUD

- -, -, _
Z 10/19/2023 7 <

] (78) Female Single Parent
1(203) Test, Amanda

1 (204) Test, Audrey
[ pe——"

Edit Exit Data - (205) Test, Brandnew

Exit Date * J25 42023 MOMAT v.49 v .53 v PM v
Reason for Leaving -Select- v

If "Other”, Specify

D -Select-

If “Other”, Specify

Notes
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| Updating Clients in a Household: Removing one or more members

The Household Members Associated

with this Entry/Exit displays.

If an Exit Assessment displays,
review the data in the assessment.
Update as needed.

To remove the client from the household:

ted with this Entry / Exit
A Project Start e
— Household Date
(203) Test, ., .
a0 Lon e 7 101912023 4 B B
g 0 @aTest 7 10ns2023  p E B

Audrey

Click Exit.

a @] (205) Test, No

Brandnew

7 10/19/2023 4 10/25/2023 BE B

Exit Date Interims Ups Reason for Leaving

Left for housing opp.
before completing
program

Destination

Staying or living with family,
temporary tenure (e.g., room,
apartment, or house) (HUD)

You will be returned to the client’s

Profile page.

Client Information

Summary

Click the Households tab (green arrow).

Click Manage Household (orange arrow).

 (78) Female Single Parent

(203) Test, Amanda

(204) Test, Audrey

(205) Test, Brandnew

Manage Household \-

Added to the system 10/19/2023 08:00 AM

t

The Household will display.

Click Manage Household
(orange arrow).

Click the red circle to left of
client's name (black arrow).

Name Test, Brandnew
Household Members
Head of
paine A%e Household
© (203) Test, Amanda 29 Yes v
° (204) Test, Audrey 1 No v
‘Q (205) Test, Brandnew 24 No v
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| Project Exit

When it is time to exit the client (or the household):

Go to the head of household’s Profile. Entry/Extts
Locate the Entry/Exit to create the Exit. Program Type Project StartDate  Exit Date
Click the pencil icon in the Exit Date column (blue arrow).  fomesrome g’ H© 7 e g

Household Members: Only the head of household (Amanda Test) is selected.
To include all members: click box for the

Household Members
type of household (green arrow) to
Se|eCt a" other |ISted household @ To update Household members for this Exit Data, click the box beside each name.
members —/T (78) Female Single Parent
. . (203) Test, Amanda
To include some but not all other —‘/:(mmmy
household members: click the box for (205) Test, Brandnew

each other member to include. Example:
to add only Audrey Test (orange arrow).
. . Edit Exit Data - (203) Test, Amanda
Exit Date: defaults to today’s date. Change if
necessary. Exit Date * 10 420 ;2023 OO0V 295y AMY

W

. ; -Select-
Reason for Leaving: select best match. Reason for Leaving

_ _ If "Other", Specify
Destination: select best match.
Destination * -Select-
Click Save & Continue. it ther, Specify
The Exit Assessment displays. Review and Notes

update the assessment as necessary.
Need to update another member’s assessment? Go to next page.

No need to update another member’s assessment? Click Save & Exit.



| Project Exit

If your client is in a household, the other Household Members will display on the
left hand side of the screen.

Do | need to update the other household members?
e Yes, If the household member is an adult AND something has changed in
their life.
e To update: click on client's name. In this example, Brandnew Test (green
arrow). Their Exit Assessment will display. Update as necessary.

Do | need to update a child’s assessment?

The answer is No.

If it necessary to update the Exit Assessment for any adult(s) in the household, and you have completed all updates:

e Click Save & Exit.

Santa Maria/Santa Barbara County CoC
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Household Members

(203) Test, Amanda

Age: 29
Veteran: Yes (HUD)
(204) Test, Audrey
Age: 1

Veteran: Unknown

(205) Test, Brandnew

Veteran: No (HUD)




