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Introduction

This manual provides step-by-step guidance on the data entry workflow for the Coordinated Entry System
(CES) for the following Continuums of Care (COCs):

e Greater Virginia Peninsula Homeless Consortium (GVPHC), VA-505
e Portsmouth Homeless Action Consortium (PHAC), VA-507
e Southeastern Virginia Homeless Coalition (SVHC), VA-501

The U.S. Department of Housing and Urban Development (HUD) released standard data collection and entry
requirements for all continuums receiving CoC funding for Coordinated Entry in 2019. Those standards were
required to be in place by October 2020 throughout our local CoCs.

This manual provides step-by-step guidance on the data entry workflow for recording data in the Homeless
Management Information System (HMIS) to include both the required HUD standards and local
requirements as agreed upon by each CoC.

Additionally, this manual is categorized by the participation level agencies have either agreed to fulfill or
been assigned to act as within the CES: Access Points, Assessment Points, and Housing Providers.

e Access Points are agencies or projects that participate as a front door to the Coordinated Entry
System that enroll households experiencing a housing crisis.

e Assessment Points are agencies or projects that provide case management services to households,
specifically completing the Housing Needs Assessment and presenting clients for services at the
case-conferencing meetings.

e Housing Providers are comprised of agencies or projects that operate Housing Projects dedicated to
assisting households experiencing a housing crisis.
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Fundamentals of CES Data Entry
Enter Data As (EDA) Mode

Enter Data As (EDA) mode must be enabled before recording any data for the Coordinated Entry System in
HMIS. When completed with Coordinated Entry System data entry, you must exit EDA mode.

Enable EDA Mode:

1. Inthe upper right corner of the HMIS window click on the words Enter Data As.

8 Shadow Mode testuser
o Enter Data As

2. The window that appears will list all HMIS projects associated with a user’s account. Click the plus [+

icon next to the appropriate CoC’s Coordinated Entry Project.

Enter Data As Provider Search

Ashley Love <%

System Admin Il

Provider Search

Search for Providers by using keywords from the Provider Name or Description.

Show Advanced Options

| search

| Provider Number

| Enter or scan a Provider ID number to search for that Provider.

Provider ID #

Provider Search Results

|#AaBCDEFGHI JKLMNOPOQRSTUVWZXY ZAI

Provider
|
| ©  Bowman Test Program (1574)

Level

Leveld

@ €D GVPHC (VA-505) Coordinated

Entry |272~JD Level 3

| © B 0ssis Opportunity Center (1725) Level 3

| © B FHAC (vA-507) Coordinated Entry (2730)  Level 3

| © O svhc (vas01) coordinated entry (2728)  Level3

| © O rest Hotelmotel covin1s (1457) Level 2

Phone

Unknown

Unknown

Unknown

Unknown

Unknown

Unknown

Location

Unknown

Unknown

Portsmouth, VA 23704  08/02/2023

Unknown

Unknown

Unknown

Last Updated

01/05/2000

07/14/2023

01/12/2023

10/06/2022

10/11/2022

3. To confirm EDA mode has been enabled successfully, look again to the upper right corner of the HMIS
window and verify the project selected shows next to the Enter Data As label.

Disable EDA mode

Ashley Love <@
Systern Admin Il

®) shadow Mode testuser

—

E3 Enter Data As GVPHC (VA-505) Ccordi..)

1. To disable EDA mode, click on the text next to the Enter Data As label in the upper right corner of the
window. The text will be removed when EDA mode is disabled.
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Release of Information
There are two very important, but different, Releases of Information (ROI) related to Coordinated Entry.

e Continuum of Care’s (COC) Coordinated Entry ROl — This document, when fully executed, allows an
agency to take an individual’s or household’s case to a table for case conferencing. This includes
being able to discuss their background and personal information with the purpose of connecting
them to housing and other resources. The CoC’s Coordinated Entry ROI can be found at
www.hamptonroadsendshomelessness.org.

e HMIS ROI —This ROI provides the ability for information that is captured in the HMIS system to be
visible to other agencies that use the HMIS.

Before recording any ROls, ensure EDA mode is enabled by looking at the upper right corner of the
HMIS window. The Coordinated Entry project name should show next to the words Enter Data As.

Ashley Love <0
A4 System Admin Il

&, Shadow Mode testuser
E3 Enter Data A{ GVPHC (VA-505) Coordi...)

CoC’s Coordinated Entry ROI:

1. Navigate to the Client Profile tab in the client’s record in HMIS.

Client - (2866) Client, Fake Female Adult @]
(2B66) Client, Fake Female Adult
Release of Information: None -Switch to Another Household Member- ~ m
Client Information Ti
' Client Profile ' Households RO Entry / Exit
/' Client Record Issue ID Card
Name Client, Fake Female Adult
Name Data Quality Full Name Reported
Alias HOH
sl Social St it 111111111
down toSocial Security -11-
locate SSN Data Quality Full 38N Reported (HUD)

U.S. Military Veteran?  No (HUD)
& Client ID 2866 Q
Age 39

2. Scroll down to locate the File Attachments section. Use the “Add New File Attachment” button to
browse for the appropriate ROI file to upload.

File Attachments

Date Added Name Description Type Provider Added From

Add New File Attachment No matches.
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HMIS ROI:

1. Navigate to the ROI tab in the client’s record in HMIS. Click the “Add Release of Information” button.

Client Information Service Transactions

Summary Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments

Release of Information

Provider Permission Start Date End Date

|  Add Release of Information No matches.

2. Complete the fields in the window that appears and click the “Save Release of Information” button.

Release of Information X

Release of Information - (2866) Client, Fake Female Adult
Household Members

o To include Household members for this Release of Information, click the box beside each name. Only
members from the SAME Household may be selected.

) (79428) Two Parent Family
(2866)_Client, Fake Female Adult

[ (227727) Client, Fake Adult Male

[ (16258) Client, Fake Child 2

[0 (58482) Client, Fake Child1 (Left Household: 08/03/2023)

Release of Information Data

provert iy gy ) Coted - m
Search My Provider
Entry (2729) e ovl

Release Granted * -Select-w

Start Date * 08 ;10 ;2023 Ny

End Date * A Nl
Documentation -Select- v
Witness

Save Release of Information

Helpful Hint: A verbal ROl is valid for one calendar year. A written ROl is valid for three
calendar years.
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Access Points
This section will outline HMIS responsibilities for Access Points. These responsibilities include:
e Verify/Update Household Members
e Executing verbal or written Releases of Information (ROI)
e Creating Coordinated Entry (CE) Project Entry
o Recording information about Attempting Diversion
o Screening for shelter and prevention assistance
o Making referrals to Assessment Point(s) when applicable

It is important to note that some Access Points also serve as an Assessment Point. Access Points that do not
serve as an Assessment Point will need to connect individuals or households with an Assessment Point.

REMEMBER: Enter Data As (EDA) mode must be enabled before recording any data for the Coordinated
Entry System in HMIS. Guidance for enabling/disabling EDA mode can be found on page 5.

Verify/Update Household Members

Before moving forward with the CE Project Entry process, it is important to review and update the
household. This will allow household members to be properly grouped together when creating the CE
Project Entry which allows for accurate reporting on household characteristics like makeup and size.

1. With EDA mode enabled search for the Head of Household’s client record in Clients.

Helpful Hint: Mark the Adult with the highest vulnerabilities as the Head of Household to
ensure household is prioritized for services appropriately.

2. Click the Households tab to review additional household members. Make sure that ALL members are
accounted for on this page. If a household member needs to be added or removed click the “Manage
Household” button. More information about creating and managing households can be found in the
Hampton Roads HMIS Training Manual .

' Househalds '

¥ (T49428) Two Parent Family

o o Head of Relationship to Head  Jeined Previous Household
"% Household of Household Household Associations Count
(2866) Client, Fake Female Adult 39 Yes self 06/06/2023 1 Q 1 Q
(227727) Client, Fake Adult Male 40 Mo Husband 10/03/2022 1 Q 1 Q
(16258) Cliert, Fake Child 2 & No son 08/08/2023 1 Q) 1 Q

Manage Househald

Executing verbal or written Releases of Information (ROI)

See Fundamentals of CES Data Entry > Release of Information beginning on page 6.
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Creating Coordinated Entry (CE) Project Entry
When creating the CE Project Entry, there are several steps that will be completed:

e Recording Universal Data Elements
o ALL household members
e Recording Current Living Situation
o ALL Adults (persons 18 years or older)
e Recording additional screening questions
o Head of Household only
e Recording the CE Assessment
o Head of Household only
e Recording CE Event(s)
o Head of Household only

First, begin creating the CE Project Entry:
1. Inthe Client Profile, click the Entry / Exit tab and select the “Add Entry / Exit” button.

Client Information Service Transactions

Households RO Emtry / Exit
@ Reminder Household members must be established on Househelds tab befere creating Entry / Exits
Entry [ Exit

Follow Client

Program Type Project Stari Date Exit Date Interims: Ups Count

Add Entry / Exit | No matches.

2. Inthe Household Members section of the window that appears, click the box next to each household
member’s name to include them in the entry.

Household Members

o To include Household members for this Entry / Exit, click the box beside each name. Only members from the SAME Household
may be selected.

[ (79428) Two Parent Family
{2866)_Client, Fake Female Adult
8 (227727) Client, Fake Adult Male

8 (16258) Client, Fake Child 2

3. The Provider field will default based on the EDA Mode. Select “HUD” from the Type field drop-down
menu. Project Start Date should be the date the individual or household was first contacted. Click the
“Save and Continue” button.

Project Start Data - (2866) Client, Fake Female Adult

Provider * SVHC (VA-501) Coordinated Entry (2728) w
Type * HUD w
Project Start Date * 08 ;08 ;2023 OE? w109 D 3TV AM W

| Save & Continue Cancel

Prepared by The Planning Council - 2023 9



4. Anew Entry/ Exit Data window will open. The top two sections will summarize the previous
selections. If a family member was forgotten in the previous window, they can be added by clicking
the “Include Additional Household Members” button.

Household Members Associated with this Entry / Exit

Exit Follow

Name Head of Household Project Start Date Date Interims Ups Reason for Leaving Destination Notes
B @ (2866) Client, Fake Female Adult Yes /' 08/08/2023 Va B B
ﬁ @J (227727 Client, Fake Adult Male No # 08/08/2023 /‘ E E

Include Additional Household Members Showing 1-2 of 2

Recording Universal Data Elements:

1. Once all household members have been successfully added to the CE Project Entry, scroll to the CE
Project Entry section and complete the Universal Data Elements for the Head of Household. This
section will be completed for all household members before the CE Project Entry is saved.

Entry Assessment

Household Members SVHC CE Project Entry Entry Date: DB/08/2023 09:30:33 AM )

REMEMBER: You must be in Enter Data As (EDA) SVHC Coordinated Entry

Date of Birth Bz 25 ;108 OMe

(227727) Clens, Fake Adls Male L e g o

Age: 40 . I

Veneran: Na (HUD) Date of Birth Type Full DOB Reported (HUD) v G
o (

I American Indian, Alaska Native, or Indigenous
Asian or Asian American
Black, African American, or African
Hispanic/Latina/e/o
Middle Eastern or North African
Native Hawaiian or Pacific Islander e
White
Client doesn't know
Client prefers not to answer
Data not collected -

Race and Ethnicity

Additional Race and

]
Ethnicity Detail
I Woman (Girl, if child) a

Man (Bay, if child)

Culturally Specific Identity (e.g., Two-Spirit)

Transgender

Non-Binary
Gender Questioning &

Different Identity

Client doesn't know

Client prefers not to answer

Data not collected -
D e 1 no(rup) v
Relationship 1o Head of  *
Household I Self (head of household) v G
Enrollment CoC * I VA-505 v G
Prier Living Situation I Staying or living in a family member's room, apartment, or house (HUD) w G

Helpful Hint: The Prior Living Situation question triggers Conditional Logic. This
means that only relevant questions will be displayed following the selected answers

for those fields. Complete all fields that appear.
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Recording Current Living Situation:

1. Scroll to the Current Living Situation section and click the “Add” button. This section will be
completed for All Adult household members (persons 18 years or older).

Q Curremt Living Situation (HoH & Adults)

Start Date * End Date Information Date Current Living Situation

2. The Current Living Situation window will appear.

Click the calendar with a dot E icon to populate the first three fields: Start Date, End Date,
Information Date. This sets each field to the Project Start Date as expected.

Add Recordset - (2866) Client, Fake Female Adult X

Current Living Situation (HoH & Adults)

Start Date* 08 ;08 ;2023 )
End Date 08 ;08 ;2023 [cu)
Infermation Date 08 ;08 ;2023 ol
Current Living Situation -Select- v G

3. Select an option from the Current Living Situation drop-down menu

a. If something from the HOMELESS SITUATIONS section of the drop-down menu is selected,
stop and click the “Save” button at the bottom of the window and skip to step 12 below.

b. If something from the INSTITUTIONAL or TEMPORARY or PERMANENT HOUSING SITUATIONS
section of the drop-down menu is selected, continue answering the additional questions on
the form.

Add Recordset - (2866) Client, Fake Female Adult ®

Current Living Situation (HoH & Adults)

Helpful Hint: The Living

sirtpetes o e yzmm EOEeC situation verified by field
End Date 08 408 42023 MOMe
Information Date 8 y08 42023 EOMe ShOU|d Only be Used When
Current Living Situation “Select- v recording data on behalf of an
If "Other”, Specify G th th

agency other than your own.
Living situstion verified by [ ciear J8 8 Y Y

If client is in an Institutional or Temporary or Permanent Housing Situation

Is client going 10 have 10
leave their current living -Select- v o
situation within 14 days? -

If 'Yes' 1o 'Is client going to have 10 leave their current living situation within 14 days? answer the following questions.

Has a subsequent

E - v
residence been identified? 5ot °

Does individual or family
have resources or support
networks to ebtain other
permanent housing?

-Select- v G

Has the client had a lease
or ownership interest in a
permanent housing unit in
the last 60 days?

-Select- v G

Has the client moved 2 or
maore times in the last 60 -Select v G
days? e —

Location details G

D T

Prepared by The Planning Council - 2023
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Recording additional screening questions:

1. Complete the additional screening questions for the Head of household only.

TO BE COMPLETED FOR Hi

EAD OF HOUSEHOLD OMNLY:

Clients e-mail address:

Phone Number

In what locality do you
reside or have established
yourself as a resident?

Are you tempararily
dizplaced elsewhere?

If yes, in what
City/County?

If yes, do you intend to
remain there?

If the household is
=1aying in & place not
meant fer habitation,
select the specific type of
location:

Does anyone in your
household have a severe
medical condition?

Dees anyone in your
househeld have a severe
mental health condition?

Number of Adults
Do any of the adults
identify as Male?

Number of children under
age 18

Are any of the children
under the age of 17

Do you identify as LGBT?

Do any members of your
household identify as
LGET?

Is there any adult in the
household in their 3rd
trimester of pregnancy?

Do you have any
household income?

Gross Income Per Month

Do you consider yourself
a survivor of

I fmc@gmail.com

I 455454646

I -Select-

I -Select-w G

I -Select-

I -Select-w G

I -Select-

IYes L]

IYes WG

I1 v G

I -Select-v @

I -Select-w G

I -Select-v G

I -Select-

I -Select-

I -Select-w &

I -Select-

I G

I -Select-

G

~

interpersonal viol

Does the
client/household meet
the criteria for the Elder
Status prigrity group?

Prevention Tool Score:

I -Select-w G

I -Select-v @

Helpful Hint: When recording Gross Income per Month, be sure this reflects the ENTIRE household when

asked.

Recording the CE Assessment:

1. Use the Coordinated Entry Assessment section to record that an Access Point has conducted a Crisis
Needs Assessment. Click the “Add” button to bring up the relevant fields.

Q Coordinated Entry Assessment (HoH)

Date of Assessment*

End Date

Prepared by The Planning Council - 2023
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Assessment Level

Prioritization Status
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2. The Coordinated Entry Assessment window will appear. Click the calendar with a dot o icon to
populate the first two fields: Date of Assessment and End Date

Fill in the Assessment Location and Assessment Type.
Select Crisis Needs Assessment for the Assessment Level field.
Select Not Placed on Prioritization List for the Prioritization Status field.

Finally click the “Save” button.

Add Recordset - (2866) Client, Fake Female Adult X
Coordinated Entry Assessment (HoH)

Date of Assessment * 08 ;08 ;2023 2

End Date ;o ! [

Assessment Location -Select- v G

Assessment Type -Select- w G

Assessment Level -Select- v G

Prioritization Status -Select- v G

3 EEITTTE S

Recording CE Event(s):

1. Use the Coordinated Entry Event section to record that an Access Point has attempted Diversion, and
to record any referrals that are made. Click the “Add” button.

Q, coordinated Entry Event (HoH)

Location of Crisis
Start Date * Date of Event* Event* Housing or Permanent Referral Result Date of Result

Housing Referral

Helpful Hint: Everyone should have at a minimum one CE Event for Diversion. This is
recorded as Problem Solving/Diversion/Rapid Resolution Intervention or service in the

drop-down menu.
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2. The Coordinated Entry Event window will appear. Click the calendar with a dot o icon to populate
the first three fields: Start Date, End Date, and Date of Event.

Fill in the Event field. This selection will determine which of the following questions you should
complete.

Read each of the next questions carefully to determine if it is relevant. If so, complete the
associated data entry.

Finally click the “Save” or “Save and Add Another” button.

Add Recordset - (2866) Client, Fake Female Adult X

Coordinated Entry Event (HoH)

Start Date * 08 ;08 ;2023 =
End Date /o )
Date of Event * [ )
Event* -Select- i ®

If ‘Event’ answer was Problem Solving/Diversion/Rapid Resolution intervention or service result, please answer the
following question:

Problem
Solving/Diversion/Rapid
Resolution intervention or
service result - Client
housed/re-housed in a safe
alternative

-Select-w G

If ‘Event’ answer was 'Referral to post-placement/follow-up case management result, please answer the following
question:
Referral to post-
placement/follow-up case
management result -
Enrolled in Aftercare project

-Select-v G

If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following

question:

Location of Crisis Housing

or Permanent Housing G

Referral
If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following
question:

Referral Result -Select- v G
If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following
question:

Date of Result s MoYoMe

-—

Helpful Hint: If the CE Event was Diversion and Yes was selected for the follow up
guestion, the indication is that the individual or household was successfully diverted
away from homelessness. This means the client or household should be immediately
exited from the CE Project.
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3. Once all Coordinated Entry Events have been added, click the “Verify and Save Data” button at the
bottom of the screen. A pop-up will appear. Click “Verify and Save Data” again.

Verify and Save Data

By clicking Verify and Save, you are agreeing to have all
A visible assessment data saved with the current date and
your user name. Would you like to continue?

Repeat applicable steps for all additional household members:

1. Scroll back to the top of the Entry Assessment window and repeat the Assessment process for each
household member by selecting their name in the Household Members section.

Entry Assessment

Household Members

(227727) Ciznn, Faise Aduis Mz
: 40

Age:
Veerzn: No (HUD)

{ SVHC CE Project Entry Entry Date: 08/08/2023 09:30:33 AM e
REMEMBER: You must be ir
Date of Birtn Bz 20 10 mMoms
Date of Birth Type 1 cui poB Reportes HuB) ve
1 American incian, Alaska Native, o Indigenous ~
‘Asian or Asian American
Black, Afican American, of African
Hispanic/Latina/e/o
Middle Eastern or Narth African
[ — Native Hawaiian o Pacific Islander N
wnite
Client doesn't know
Client prefers not 1o answer
Data not collected -
Clear All
Adcitionsl Race and R
Enniciy Detail
1 Woman (Gir if chile) -
Man (Boy, if child)
Culturally Specific dentiy (e.g, Two-Spirt)
“Transgender
Non-Binary
s Questioning N
Different Idenity
Client doesn't know
Client prefers not 1o answer
Datanot collected o
Clear Al
e 1 vo(hun) ve
e SN | S5 ot rouschai)

Helpful Hint: Be sure to click “Save and Verify Data” after completing the assessment

for each household member.

2. When you are finished recording information for each household member, click the “Save and Exit”
button on the bottom right-hand side of the screen.

The CE Project Entry will now appear on the Entry / Exit tab.

If the client or household is successfully diverted, the CE Project Exit should be completed. Guidance on
completing a CE Project Exit can be found in the Recording CE Project Exit section on page 39.
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Sending Referrals

When a Coordinated Entry Event is recorded, indicating that a referral has been made, it is important to
create the Referral Service Transaction. This is the action in HMIS that sends a notice to the agency
receiving the referral. Without it, the intended agency is unaware of the referral.

1. Inthe Client Profile, select the Service Transactions tab.

Client - (2866) Client, Fake Female Adult @]
B (2866) Client, Fake Famale Adutt
Release of Information: None -Switch to Another Household Member- v

Client Profile Households RO Entry / Exit Case Managers | CasePlans Measurements Assessments

2. Then click “Add Referrals” from the Service Transaction Dashboard.

Service Transaction Dashboard

\ = ~
= &5 ©

g e . .

i 3+ = i ?

= 7

Add Need Add Service Add Multiple Services Add Referrals View Previous Service
Transactions

3. The window that appears begins with a Household Members section. Skip that section and continue
to the Needs Assignment area. Locate the Service Code Quicklist.

a. Ifreferring someone to Street Outreach, select Street Outreach Programs and click the “Add
Terms” button.

b. If referring someone to an Assessment Point, select Housing Related Coordinated Entry and
click the “Add Terms” button

Service Code Quicklist

Housing Related Coordinated Entry (BH-0500.3200)
| Street Outreach Programs (PH-8000)

| AddTerms Service Code Look-Up Add Terms & Go To Search Results

4. Continue to the Referral Provider Quicklist section, choose the agency the client will be referred to
from the drop-down menu, and click the “Add Provider” button.

Referral Provider Quicklist

Provider -Select- ~ Add Provider |
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5. When successfully selected the provider’s information will appear in the next section, Selected
Providers.

Selected Providers

Provider Type Phone Location Last Updated
(-] the Planning Council Level One Level 1 Unknown Narfolk, VA 23513 03;31;2023)
Showing 1-1 of 1

6. Scroll past the Referral Data section, it has prepopulated the date already, to find the Referrals
section. Review the referral and confirm by clicking the checkbox. Note: if this step is missed the
referral will not send.

Send Summary

Referrals
Referred-To Provider Housing Related Coordinated Entry Referred Clients
The Planning Council Level One (301) f{iﬁt&l Client, Fake Female

7. Scroll to the final section, Selected Needs, and ensure the Need Status defaulted to /dentified, and
then select Service Pending for Outcome and click the “Save ALL” button.

Selected Needs

Need Amount if Financial Need Status / Outcome / If Not Met, Reason Notes
Identified ~
Q Housing Related Coordinated Entry (BH-0500.3200) Service Pending v B
\\sﬁﬁ—_l o

Remove All Needs
Save Needs ONLY Clear ALL

8. The screen will now show the Service Transactions > Referrals tab, to reflect the referral has been
entered. If additional referrals need to be added, click the “Add Referral” button and repeat these

steps.

Client - (2866) Client, Fake Female Adult @

(2866) Client, Fake Female Adult
Release of Information: None -Switch to Another Household Member- v

Client Information Service Transactions

Needs Services Referrals Shelter Stays Entire Service Histor

Previous Referrals

Select Dates Start Date End Date

Select: v i o8 s BoM0

Need Date Referred Date Referred To Referral Outcome Need Type Need Status Need Outcome
7 B oteniz023 08/11/2023 The Planning Council Level One Housing Related Ceordinatad Entry Identified Service Pending
| Add Referral | Showing 1-1 of 1

Prepared by The Planning Council - 2023
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Assessment Points
This section will outline HMIS responsibilities for Assessment Points. These responsibilities include:
e Executing verbal or written Releases of Information (ROI) as needed
e Updating the Coordinated Entry (CE) Project Entry/Exit
o Recording information about Attempting Diversion

o Recording VI-SPDAT and Prioritization Tool (if applicable to your CoC) information

REMEMBER: Enter Data As (EDA) mode must be enabled before recording any data for the Coordinated
Entry System in HMIS. Guidance for enabling/disabling EDA mode can be found on page 5.

Executing verbal or written Releases of Information (ROI)

See Fundamentals of CES Data Entry > Release of Information beginning on page 6.

Updating the Coordinated Entry (CE) Project Entry/Exit
When updating the CE Project Entry/Exit, there are several steps that will be completed:

e Complete any missing Universal Data Elements
o ALL household members
e Record an updated Current Living Situation
o ALL Adults (persons 18 years or older)
e Record the CE Assessment
o Head of Household only
e Record the Literal Homeless Assistance Screening
o Head of Household only
e Record CE Event(s)
o Head of Household only

First, locate the CE Project Entry/Exit:

1. Once inthe Client Profile for the Head of Household, click the Entry / Exit tab and locate the CE
Entry/Exit record.

Client Information Service Transactions

Summary Client Profile Households RO ' Entry / Exit ! Case Managers Case Plans Assessments Measurements

o Reminder: Household members must be established on Households tab before creating Entry / Exits

Entry / Exit

Follow Client

Program Type Project Start Date Exit Date Interims Ups Count

B | 5VHC (VA-501) Coordinated Entry (2728) HUD # 08/08/2023 rd B B Oé [“J)

Add Entry / Exit Showing 1-1 of 1
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Complete any missing Universal Data Elements:

1. Click the pencil /" icon to the left of the Project Start Date.

Entry / Exit
Follow Client
Program Type Project Start Date Exit Date Interims Ups Count
B SVHC (VA-501) Coordinated Entry (2728) HUD 08/08/2023 ra BE B Q@ 1]

Add Entry / Exit Showing 1-1 of 1

2. Click the “Save and Continue” button at the bottom of the window to continue.

Edit Project Start Data - (2866) Client, Fake Female Adult

Provider SVHC (VA-501) Coordinated Entry (2728)
Type HUD
Project Start Date * 08 ;408 ;2023 [HOM9 v:09v 3I7v AMV

| Save & Continue m

3. Scroll to the Entry Assessment section. The Universal Data Elements are the top set of questions.

Ensure that these fields are completed; if any are blank, fill them in.

SVHC CE Project Entry

Entry Date: 08/08/2023 09:39:57 AM &

REMEMBER: You must be in Enter Data As (EDA) SVHC Coordinated Entry
Date of Birth I ;o OMs

Date of Birth Type I -Select- v G

I American Indian, Alaska Native, or Indigenous .
Asian or Asian American
Black, African American, or African
Hispanic/Latina/e/o
Middle Eastern or Morth African

Race and Ethnicity Native Hawaiian or Pacific Islander e

White
Client doesn't know
Cliemt prefers not to answer
Data not collected -

Additional Race and

G
Ethnicity Detail
I woman (sirl, if child) .

Man (Baoy, if child)

Culturally Specific Identity (e.q., Two-Spirit)

Transgender

Non-Binary
Gender Questioning s

Different Identity

Client doesn't know

Cliemt prefers not to answer

Data not collected -
Does the client have a
disabling condition? I No (HUD) ol &
Relationship to Head of *
Househald I Self (head of household) v G

Prepared by The Planning Council - 2023
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4. This needs to be done for ALL household members. Click on each household member’s name in the
Household Members section on the left to view their individual assessments.

Entry Assessment

Household Members ‘ SVHC CE Project Entry

Date of Birth

(227727) Clien, Faks Adult Male
Age: 40
Vveteran: No (HUD)

Date of Birth Type

Race and Ethnicity

Additional Race and
Ethnicity Detail

REMEMBER: You must be in Enter Data As (EDA) SVHC Coordinated Entry

Iififwgg MO Ms

I Full DOB Reported (HUD) v 6

I American Indian, Alaska Native, or Indigenous .
Agian or Asian American
Black, African American, or African
Hispanic/Latina/e/o
Middle Eastern or North African
Native Hawaiian or Pacific Islander
White
Client doesn't know
Client prefers not 1o answer
Data not collected -

I Woman (Girl, if child) -

Helpful Hint: Be sure to click “Save and Verify Data” after completing the assessment

for each household member.

5. When you are done checking all Universal Data Elements for each household member, scroll to the
bottom of the page and click the “Save and Verify” button (if you haven’t already) and then “Save and

Exit”.

intervention is the

client/household -Select-

v G

recommended for?

Record an updated Current Living Situation:
1. Click the icon under the Interims label.

vty s sowi o

Entry / Exit
Program Type Project Start Date  Exit Date Interims FE';J‘;W ggz':t
B SVHC (VA-501) Coordinated Entry (2728) HUD # 08/08/2023 Vs e Qe @I
Shoving 11011
2. Click the “Add Interim Review” button on the window that appears.
Interim Reviews X
Interim Reviews Associated with this Entry / Exit
Review Date Review Type Client Count
—

Prepared by The Planning Council - 2023
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In the window that appears select Update from the Interim Review Type drop-down menu. Use the
Review Date field to indicate when information was captured. If data entry is done after the fact, back
date this field. When complete, click the “Save and Continue” button.

Household Members

o To include Househald members associated with the Entry / Exit for this Interim Rewview, click the box beside sach name.

l (79428) Two Parent Family

(2866) Client, Fake Female Adult (Entry Date: 08/08/2023 12:22 PM)
(237727) Client, Fake Adult Male (Entry Date: 08/08/2023 12:22 PM)

Interim Review Data

Entry / Exit Provider SVHC (VA-501) Coordinated Entry (2728)

Entry / Exit Type HUD

Interim Review Type*

Review Date * 08 ;14 ;2023 [ Oy 12v :32v 35v PMw

3. Scroll to the Current Living Situation section of the Interim Review Assessment screen and click the
“Add” button. This section will be completed for all Adult household members (persons 18 years or
older).

3E COMPLE B A S OMLY

Q Current Living Situation (HoH & Adults)

Start Date* End Date Information Date Current Living Situation

Helpful Hint: There are three reasons to record a current living situation:

e Anindividual’s or household’s living situation has changed
e A CE Assessment has taken place (i.e., a VI-SPDAT was completed)

e ACE Event has occurred (i.e., there was an attempt at diversion)

e  Every 45 days to indicate the client is active and not a “fall-off”
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4. The Current Living Situation window will appear.
Click the green checkmark/calendar icon to populate the first three fields: Start Date, End Date,
Information Date. This sets each field to the Interim Review Date as expected.

5. Select an option from the Current Living Situation drop-down menu

a.

Add Recordset - (2866) Client, Fake Female Adult X
Current Living Situation (HoH & Adults)
Start Date * 08 ;08 ;2023 =k (o]
End Date 08 ;08 ;2023 = [
Information Date 08 I,rDﬁ J.'21]23 . B
Current Living Situation -Select- v G

If something from the HOMELESS SITUATIONS section of the drop-down menu is
selected, stop and click the “Save” button at the bottom of the window and skip to step

12 below.

If something from the INSTITUTIONAL or TEMPORARY and PERMANENT HOUSING
SITUATIONS section of the drop-down menu is selected, continue answering the
additional questions on the form.

Add Recordset - (2866) Client, Fake Female Adult x
Current Living Situation (HoH & Adults)
Start Date * 08 ;08 ;2023 [=la
End Date 08 ;08 ;2023 MoMe
Information Date 08 yo8 s2023 EOMe
-Select- v G

Current Living Situation
If "Other", Specify

Living situation verified by

C T B

If client is in an Institutional or Temporary or Permanent Housing Situation:

Is client going to have to
leave their current living
situation within 14 days?

-Select-

w G

If "Yes' to Is client going to have to leave their current living situation within 14 days? answer the following questions.

Has a subsequent
r been identified?

-Select-

R

Does individual or family
have resources or support
networks to obtain other
permanent housing?

Has the client had a lease
or ownership interest in a
permanent housing unit in
the last 60 days?

Has the client moved 2 or
more times in the last 60
days?

Location details

-Select-

-Select-

-Select-

G

D ST N
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Record the CE Assessment:

1. Use the Coordinated Entry Assessment section to record that an Assessment Point has conducted a
Housing Needs Assessment (VI-SPDAT). Click the “Add” button to bring up the relevant fields.

Q coordinated Entry Assessment (HoH)

e 0 SSessmen SSessme SSessmel rioritization
Date of *EndDa’[e A t A nt A nt  Prioritizati
Assessment Location Type Level Status
. . Not Placed on
§ = The Planning Crisis Needs AR
# [ DB/08/2023 08/08/2023 Council I Person Assessment Erslctnrmzatlc-n

2. The Coordinated Entry Assessment window will appear. Click the green checkmark/calendar icon to
populate the first two fields: Date of Assessment and End Date

Fill in the Assessment Location and Assessment Type.
Select Housing Needs Assessment for the Assessment Level field.
Select Placed on Prioritization List for the Prioritization Status field.

Finally, click the “Save” button.

e Em Fieie & ~—

Add Recordset - (2866) Client, Fake Female Adult X

Coordinated Entry Assessment (HoH)

Date of Assessment * 08 ;14 ;2023 O

End Date 08 ;14 ;2023 3] [

Assessment Location -Select- v G
Assessment Type Select- v G

Assessment Level -Select- v G

Prioritization Status -Select- b

G
1D BT T
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Record the Literal Homeless Assistance Screening:
1. Locate the Homeless Assistance Screening section to record the results of the VI-SPDAT and
Prioritization Tool. Click on the “Add” button to open the data entry window.

Q Literal Homeless Assistance Screening (HoH)

VI-
Start Date * Agency Name: * VI-SPDAT Type SPDAT

Score

2. The Start Date will prepopulate as expected.

VI-SPDAT Prioritization

Range Tool Score ER

Continue to the VI-SPDAT information.
Fill in the VI-SPDAT Type, VI-SPDAT Score, and VI-SPDAT Range.

If your CoC utilizes a Prioritization Tool, fill in the Prioritization Tool Type and Prioritization Tool
Score. If your CoC does not use this tool, leave these fields blank.

Fill in the Agency Name field.

Finally click the “Save” button.

Add Recordset - (2866) Client, Fake Female Adult X

Literal Homeless Assistance Screening (HoH)
Start Date * 08 ;14 ;2023 MO Mo
Agency Name: * -Select- ~ G
VI-SPDAT Type Select-+ G
VI-SPDAT Score e G
VI-SPDAT Range -Select- ~ G
Priritization Tool Type -Select-w 6
Prioritization Tool Score G
End Date A Y@M e
=m =n
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Record CE Event(s):
1. Use the Coordinated Entry Event section to record that an Assessment Point has attempted
Diversion, and to record any referrals that are made. Click the “Add” button.

Q, coordinated Entry Event (HoH)

Location of Crisis
Start Date * Date of Event* Event * Housing or Permanent Referral Result Date of Result

Housing Referral

Helpful Hint: Everyone should have at a minimum one CE Event for Diversion. This is
recorded as Problem Solving/Diversion/Rapid Resolution intervention or service in the

drop-down menu.

2. The Coordinated Entry Event window will appear. Click the Green checkmark/calendar icon to
populate the first three fields: Start Date, End Date, and Date of Event.
Fill in the Event field. This selection will determine which of the following questions you should
complete.

Read each of the next questions carefully to determine if it is relevant. If so, complete the
associated data entry.

Finally click the “Save” or “Save and Add Another” button.

Add Recordset - (2866) Client, Fake Female Adult X

Coordinated Entry Event (HoH)

Start Date* 08,08 y2023 [YE Helpful Hint: If the CE Event
End Date VA - 12 =] was Diversion and Yes was
Date of Event * i o) selected for the follow up
Event* e ~MN question, the indication is

If 'Event’ answer was 'Problem Solving/Diversion/Rapid Resolution intervention or service result, please answer the that the individual or

following question:
household was successfully

Problem
Solving/Diversion/Rapid

Resolution intervention or diverted away from

. - Select-v 6
service result - Client
housed/re-housed in a safe homelessness. This means
alternative
If ‘Event' answer was Referral to post-pl. it/follow-up case result!, please answer the following the client or individual
question: . .
Tl should be immediately
lacement/follow-up case . .
ﬁ]anagememmsmf Select v © exited from the CE Project.

Enrolled in Aftercare project

If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following
question:

Location of Crisis Housing
or Permanent Housing m G
Referral I —
If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following

question:

Referral Result -Select- v G
If 'Evelnt' answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following
question:

Date of Result ;7 ol

D T N
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3. Once all Coordinated Entry Events have been added, click the “Verify and Save Data” button at the
bottom of the screen. A pop-up will appear. Click “Verify and Save Data” again.

Verify and Save Data

By clicking Verify and Save, you are agreeing to have all
A visible assessment data saved with the current date and
your user name. Would you like to continue?

Repeat applicable steps for all additional household members:

1. Scroll back to the top of the Interim Review Assessment window and complete the Current Living
Situation for each additional Adult household member by selecting their name in the Household
Members section.

Interim Review Assessment

Household Members SVHC CE Project Update/Exit Interim Review Date: 08/14/2023 12:32:35 PM &

2866) Client, Fake Female Adult
o gge=3; — REMEMBER: You must be in Enter Data As (EDA) SVHC Coordinated Entry

Veberan: No (HUD)

(227727) Client, Fake Adult Male
Age: 40 TO BE COMPLETED FOR ADULTS ONLY:

\eteran: No (HUD)

Q, current Living Situation (HoH & Adults)

Start Date * End Date Information Date Current Living Situation

Add

Helpful Hint: The Current Living Situation needs to be recorded for every Adult
household member (persons 18 years and older).

Be sure to click “Verify and Save Data” after completing the assessment for each
household member.

Prepared by The Planning Council - 2023
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When you are finished recording information for each household member, click the “Save and Exit”
button on the bottom right-hand side of the screen.

This will return you to the Interim Reviews window.

2. Click the “Exit” button to close the window

Interim Reviews X

Interim Reviews Associated with this Entry / Exit

Review Date Review Type Client Count
/2 B 0814/2023  Update Q@

Add Interim Review Showing 1-1 of 1

3. You should now see the Entry/Exit tab. The CE Project Entry/Exit record should now show a blue circle
in the Interim column giving a count of interims that have been recorded.

Entry / Exit

Follow Client
Ups Count

B SVHC (VA-501) Coordinated Entry (2728) HUD # 08/08/2023 /7 B Qe U
Add Entry / Exit Showing 1-1 of 1

Program Type Project Start Date Exit Date Interims

If the client or household is successfully diverted, the CE Project Exit should be completed. Guidance on
completing a CE Project Exit can be found in the Recording CE Project Exit section on page 39.

Prepared by The Planning Council - 2023 27



Sending Referrals

When a Coordinated Entry Event is recorded, indicating that a referral has been made, it is important to
create the Referral Service Transaction. This is the action in HMIS that sends a notice to the agency
receiving the referral. Without it, the intended agency is unaware of the referral.

1. Inthe Client Profile, select the Service Transactions tab.

Client - (2866) Client, Fake Female Adult @]
i (2868) Client, Fake Female Adult
Release of Information: None -Switch to Another Household Member- v m

ousehold R Entry / Exit Case Manager Case Pla Measurements sessments

2. Then click “Add Referrals” from the Service Transaction Dashboard.

Service Transaction Dashboard

’ = [
¢ 4+ ] .l »
(+] & -t W
Add Need Add Service Add Multiple Services Add Referrals View Previous Service
Transactions

3. The window that appears begins with a Household Members section. Skip that section and continue
to the Needs Assighment area. Locate the Service Code Quicklist.

a. Ifreferring to Street Outreach, Select the Street Outreach Programs Option and click the
“Add Terms” button.

b. If referring someone to an Assessment Point, select Housing Related Coordinated Entry and
click the “Add Terms” button.

Service Code Quicklist
Housing Related Coordinated Entry (BH-0500.3200)
Street Outreach Programs (PH-8000)

Add Terms & Go To Search Results:

4. Continue to the Referral Provider Quicklist section, choose the agency the client will be referred to
from the drop-down menu, and click the “Add Provider” button.

Referral Provider Quicklist

Provider -Select- v Add Provider |

5. When successfully selected, the provider’s information will appear in the next section, Selected
Providers.

Selected Providers

Provider & Type Phone Location Last Updated

° a'rhe Planning Council Level One Level 1 Unknown Norfalk, VA 23513 03/31 ,fQEIZB)

Showing 1-1 of 1
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6. Scroll past the Referral Data section (it has prepopulated the date already) to find the Referrals
section. Review the referral and confirm by clicking the checkbox. Note: if this step is missed the
referral will not send.

Referrals Send Summary
Referred-To Provider Housing Related Coordinated Entry Referred Clients
The Planning Council Level One (301) fiﬁf' Client, Fake Female

7. Scroll to the final section, Selected Needs, and ensure the Need Status defaulted to /dentified. Then
select Service Pending for Outcome and click the “Save ALL” button.

Selected Needs

Need Amount if Financial Need Status / Outcome / If Not Met, Reason Notes
Identified
@ Housing Related Coordinated Entry (BH-0500.3200) Service Pending v =]
el 3 v

Remove All Needs
Save Needs ONLY Clear ALL

8. The screen will now show the Service Transactions > Referrals tab, reflecting the referral has been
entered. If additional referrals need to be added, click the “Add Referral” button and repeat these
steps.

Client - (2866) Client, Fake Female Adult @

(2866) Client, Fake Female Adult

Release of Information: None -Switch to Another Household Member- v

Client Information Service Transactions
ee Services Referrals Shel Entire Service History
Previous Referrals
Select Dates Start Date End Date
s« ___mom ___tom
Need Date Referred Date Referred To Referral Outcome Need Type Need Status Need Outcome
/‘ i 08/11/2023 08/11/2023 The Planning Council Level One Housing Related Coordinated Entry Identified Service Pending
| Add Referal | Shawing 1-1 of 1
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Housing Providers

This section will outline HMIS responsibilities for Housing Providers. These responsibilities include:

e Answering Referrals
e Updating the Coordinated Entry (CE) Project Entry/Exit
o Recording information about Attempting Diversion

e Recording CE Project Exit

REMEMBER: Enter Data As (EDA) mode must be enabled before recording any data for the Coordinated
Entry System in HMIS. Guidance for enabling/disabling EDA mode can be found on page 5.

Answering Referrals

When a referral is received from the Coordinated Entry System, it is very important to record the Referral
Outcome and other associated data in the Referral Service Transaction.

1.

2.

Check the Home Page Dashboard in HMIS to make sure you have a Counts Report for Outstanding
Incoming Referrals as shown in the image below. Once you have located the Counts Report, click on
the teal hyperlinked number.

O Last Viewed Home > Home Page Dashbosrd Type here for Globl Search a9

- Favorites .
System News (28) H Follow Up List (0) X

A Home Date Hezdline Client 1D Type Date Time Remaining

A ciients 10/01/2019 M

. cals S

E B 05/09/2019 Passwor

Shelters
2 08/23/2017 NEW 20

¥ Scans
° 04/20/2016 Merges

B Reports

01/21/2016 Jordan Schalle:

@ ~dmin Add System News

[+ Logout

#" Courns Report

Collapse <

38

Helpful Hint: If you do not have a Counts Report for Outstanding Incoming Referrals appearing on your
Home Page Dashboard, contact your System Administrator.

After the Count Details window opens, click on the Client ID — this will take you to the client’s profile.

I¥ Count Details X

| Outstanding Incoming Referrals

| Cliemt ID Call Record 1D Group ID Household ID Referral Date Referral Ranking Need Type Referred By
08/11/2023 Housing Related Coordinated Entry  The Planning
| 3
| Download Full Report Shawing 1-1 of 1
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3. Click on the Service Transactions tab.
Client - (2866) Client, Fake Female Adult

W (2856) Client, Fake Female Adult

Release of Information: None

Client Information

&

-Switch to Another Household Member- v

Summary Households ROI

4. Click the View Entire Search History button.

Client - (2866) Client, Fake Female Adult

W (2868 Cllent, Fske Female Adult

Release of Information: None

Client Info
Service Transaction Dashboard

- o

o o

Add Need Add Service

!
el e

View Entire Service History

View Shelter Stays

5. Click on the Referrals tab.
Client - (2866) Client, Fake Female Adult

W (2866) Client, Fake Female Adult

Release of Information: None

Client Informaticn

Measurements Assessments

Entry / Exit

-Switch to Another Household Member-

Service Transactions

i+ »
View Previous Service
Transactions

fi

a7
/’.6

i

Add Multiple Services Add Referrals

&

-

-Switch to Another Household Member-

Service Transactions

All Service Transactions

Select Dates Start Date
-Select- v ;g =l o]
Transaction Type Date Provider

S "oy W Nexd

ra W Referral

6.

08/11/2023 The Planning Council Level One

08/11/2023 The Planning Council

Shelte Entire Service History

End Date

Need Status / Outcome Need Goal

Type

Housing Related Coordinated Entry Identified / Service Pending

Housing Related Coordinated Entry

Showing 1-1 of 1

Back to Dashboard -

Locate the referral that needs to be addressed and click on the pencil " icon to edit the referral.

Service Transactions

ntire Service History

Referrals Sheltes

nt Information
Ne: Services
Previous Referrals
Select Dates Start Date
R /. B8°o8
Need Date Referred Date  Referred To

' 08/11/2023  08/11/2023 The Planning Counc!

Add Referral
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Need Status ~ Need Outcome

I on
Referral Outcome  Need Type

Housing Related Coordinated Entry ldentified Service Pending

Showing 1-1 of 1

Back to Dashboard m
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7. Complete the areas circled in red in the image below (note: additional fields may appear based on
responses provided). Then click “Save and Exit” on the bottom right-hand side of the screen.

Referral Data Send Summary

Referred-To Provider ~ The Planning Couneil (1)

NeedsReferialDate* 08 /11 ;2023 (MO E 1 v 20w 52v PUV Ioful Hi f h

— Helpful Hint: Refer to the
(reeratoseome  pccepies v) Coordinated Assessment

—| Follow o |

(tow o o Referrals Outcome

D;fcledFo low Up by d o) ﬂ

Follow Up User ey ol document f.or guidance

St v on completing these
Follow Up Made -Select- v flelds
Coreatilonts Hom '

Need Status and Outcome

fN!ed Status * Closed  w

Outcome of Need Fully Met v

If Need is NotMet, T -
\_Reason

Updating the Coordinated Entry (CE) Project Entry/Exit

When updating the CE Project Entry/Exit, there are several steps that will be completed:

e Complete any missing Universal Data Elements
o ALL household members

e Record an updated Current Living Situation
o All Adults (persons 18 years or older)

e Update/Record CE Event(s)
o Head of Household only

First, locate the CE Project Entry/Exit:

1. Once inthe Client Profile for the Head of Household, click the Entry / Exit tab and locate the CE
Entry/Exit record.

Client Information Transactions

Summary Cliert Profile Households RO Entry / Exit Case Managers Case Plans Measurements Assessments

0 Reminder: Household members must be established on Households tab before creating Entry / Exits

Entry / Exit
Program Type Project Stan Date Exit Date Imerims Fﬁ':;;"’ fﬂ
.(G\’HCI:\‘A-ﬁl)'\)CoardmatedEmry (2728) HUD /' 08/08/2023 7 B B 9 @
Add Entry / Bxit Showing 1-1 of 1
Complete any missing Universal Data Elements:
1. Click the pencil icon to the left of the Project Start Date.
Entry / Exit
Program Type Project Start Date Exit Date Imerims FE'L‘?"' g}'ﬁ:;
B SVHC (VA-501) Coordinated Entry (2728) HUD B;oarzozs Va % B Qﬂ U]
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2. Click the “Save and Continue” button at the bottom of the window to continue.

Edit Project Start Data - (2866) Client, Fake Female Adult

Provider SVHC (VA-501) Coordinated Entry (2728)
Type HUD
Project Start Date * 08 408 ;2023 [MOM1 v 2iv v PUv

3. Scroll to the Entry Assessment section. The Universal Data Elements are the top set of questions.
Ensure that these fields are completed; if any are blank, fill them in.

SVHC CE Project Entry Entry Date: 08/08/2023 09:39:57 AM

REMEMBER: You must be in Enter Data As (EDA) SVHC Coordinated Entry

Date of Birth ., ., MoMs

Date of Birth Type I -Select- v G

I American Indian, Alaska Native, or Indigenous .
Asian or Asian American
Black, African American, or African
Hispanic/Latina/e/o
Middle Eastern or North African
Native Hawaiian or Pacific Islander
White
Client doesnit know
Client prefers not to answer

Race and Ethnicity

Data not collected -

Additienal Race and
Ethnicity Detail

I Woman (Girl, if child) "
Man (Boy, if child)
Culturally Specific Identity (e.g., Two-Spirit)
Transgender
Non-Binary
Gender Questioning 6

4. This needs to be done for ALL household members. Click on each household member’s name in the
Household Members section on the left to view their individual assessments.

Entry Assessment

| Household Members | ‘ SVHC CE Project Entry

REMEMBER: You must be in Enter Data As (EDA)} SVHC Coordinated Entry

Date of Birth Bz 20 ;1083 6
(227727) Client, Fke Adult Male 1z 429 1983 BEDO cal
Bl Date of Birth T I
Vereran: N (HUD) ate of Birth Type Full DOB Reported (HUD) v e

I American Indian, Alaska Native, or Indigenous .
Asian or Asian American
Black, African American, or African
Hispanic/Latina/e/o
Middle Eastern or North African

Race and Ethnicity Native Hawaiian or Pacific Islander s
Wihita

Helpful Hint: Be sure to click “Save and Verify Data” after completing the assessment

for each household member.

5. When you are done checking all Universal Data Elements for each household member, scroll to the
bottom of the page and click the “Save and Verify” button (if you haven’t already) and then “Save and
Exit”.

recommended for?
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Record an updated Current Living Situation:
1. Click the icon under the Interims label.

Entry / Exit

- e e S . __ Follow Client

Program Type Project Start Date Exit Date Interims Ups Coumt
B SVHC (VA-501) Coordinsted Entry (2728) HUD ' 08/08/2023 7 B O-n (U]
H " H H 2 H
2. Click the “Add Interim Review” button on the window that appears.
[RE—— S —
t Interim Reviews X
Interim Reviews Associated with this Entry / Exit
| Review Date Review Type Cliemt Count
(o]

‘ 7 B 08142023 Updats 5

Add Interim Review Showing 1-1 of 1
i

3. Inthe window that appears, select Update from the Interim Review Type drop-down menu. Use the
Review Date field to indicate when information was captured. If data entry is done after the fact,
back date this field. When complete, click the “Save and Continue” button.

Interim Review Data

Entry / Exit Provider SVHC (VA-501) Coordinated Entry (2728)

Entry / Exit Type HUD

Interim Review Type *

Review Date * 08 ;24 ;2023 [ OM12v:1Bv: 15v PM v)

| Save & Continue

4. Scroll to the Current Living Situation section of the Interim Review Assessment screen and click the
“Add” button. This section will be completed for All Adult household members (persons 18 years or
older).

TO BE COMPLETED FOR ADULTS OMNLY:

Q current Living Situation (HoH & Adults)

Start Date* End Date Information Date Current Living Situation

Helpful Hint: There are three reasons to record a current living situation:

e Anindividual’s or household’s living situation has changed

e A CE Assessment has taken place (i.e., a VI-SPDAT was completed)
e ACE Event has occurred (i.e., there was an attempt at diversion)
e  Every 45 days to indicate the client is active and not a “fall-off”
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5. The Current

Living Situation window will appear.

Click the calendar & icon to populate the first three fields: Start Date, End Date, Information
Date. This sets each field to the Interim Review Date as expected.

| Add Recordset - (2866) Client, Fake Female Adult X
Current Living Situation (HoH & Adults)
| Start Date * 08 424 ;2023 [3 DA
| End Date 08 ;24 ;2023 [ OIA)
I Information Date 08 ;24 2023 [ O
Current Living Situation -Select- v G

6. Select an option from the Current Living Situation drop-down menu.

a.

If something from the HOMELESS SITUATIONS section of the drop-down menu is
selected, stop and click the “Save” button at the bottom of the window and skip to step

12 below.

If something from the INSTITUTIONAL or TEMPORARY and PERMANENT HOUSING
SITUATIONS section of the drop-down menu is selected, continue answering the

additional questions on the form.

| Add Recordset - (2866)

Client, Fake Female Adult X

Current Living Situation (HoH & Adults)

Start Date *

End Date

Information Date

Current Living Situation
If "Other”, Specify

Living situation verified by

08 s24 ;2023 BoMe
08 24 ;2023 BOYMe
o8 24 y2023 MO M

-Select- v G

Cior | o B

If client is in an Institutional or Temporary or Permanent Housing Situation:

Is client going to have to
leave their current living
situation within 14 days?

-Select- v G

If 'Yes' to 'Is client going to have to leave their current living situation within 14 days?' answer the following questions.

Has a subsequent
residence been identified?

Does individual or family
have resources or support
networks to obtain other
permanent housing?

Has the client had a lease
or ownership interestin a
permanent housing unit in
the last 60 days?

Has the client moved 2 or
more times in the last 60
days?

Location details

-Select- w G
-Select- v G
-Select- w G

-Select- v G

B T T
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Helpful Hint: The Living
situation verified by field
should only be used when
recording data on behalf
of an agency other than
your own. The Location
details field can be used to
provide more information
about an individual’s living

situation location.
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Update/Record CE Event(s):

1. Scroll to the final section, Coordinated Entry Event. This section will be used to review referrals that
have been received. Scan the fourth column, Location of Crisis Housing or Permanent Housing

Referral to find the name of the project you represent and click the pencil #" icon to update the
Event.

Q, coordinated Entry Event (HoH)

Location of
Crisis
SwrDse*  Date of Event® Event® Housingor  Referral Date of
Permanent  Result Result
Housing
Referral

The Planning

" Referral to RRH project .
. 08/21/2023 08/21/2023 resource opening Council Level

One (301

Problem
T Solving/Diversion,/Rapid
s W 08/21/2023  08/21/2023 Resolution intervention
or service

2. Once open, the bottom two fields need to be updated: Referral Result and Date of Referral. Click the
“Save” button when complete.

If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following

question:

Referral Result (Successful referral: client accepted  w G)
If 'Event’ answer was a Referral to an ES, TH, Joint TH-RRH, RRH, PSH, or Other PH opening, please answer the following
question:

Date of Result ( ;7 D G)

B ST

3. Continue to use the Coordinated Entry Event section to record that a Housing Provider has attempted
Diversion. Click the “Add” button.

Q, Coordinated Entry Event (HoH)

Location of
Crisis
Date of * Housing or  Referral Date of
* E‘IH *
ER e Event . Permanent  Result Result
Housing
Referral
- Successful
) The Planning )
7 W 0822023 os21j20p3  Referral ORRHproect ooy eyel fefemal gy /023
resource opening One (301) client
accepted

Problem

- Solving/Diversion/Rapid
W 08/21/2023  08/21/2023 oo ion intervention

or service

n Showing 1-2 of 2

Helpful Hint: Diversion is recorded as Problem Solving/Diversion/Rapid Resolution
Intervention or service in the drop-down menu.
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4. The Coordinated Entry Event window will appear. Click the Green checkmark/calendar icon to

populate the first three fields: Start Date, End Date, and Date of Event.

Fill in the Event field. This selection will determine which of the following questions you should

complete.

Read each of the next questions carefully to determine if it is relevant. If so, complete the

associated data entry.

Finally click the “Save” or “Save and Add Another” button.

Add Recordset - (2866) Client, Fake Female Adult X

Current Living Situation (HoH & Adults)

Start Date * 08 ;24 ;2023 ) |l

End Date 08 ;24 ;2023 ) [

Information Date 08 ;24 ;2023 olE

Current Living Situation -Select- v G
If "Other", Specify 6

If client is in an Institutional or Temporary or Permanent Housing Situation:

Is client going to have to
leave their current living -Select- v G
situation within 14 days? -

If 'Yes' to 'Is client going to have to leave their current living situation within 14 days? answer the following questions.

Has a subsequent
residence been identified?

Does individual or family
have resources or support
networks to obtain other
permanent housing?

Has the client had a lease
or ownership interestin a

permanent housing unit in
the last 60 days?

Has the client moved 2 or
more times in the last 60 -Select- v G
days? —_—

-Select- v G

-Select- v G

-Select- v G

Location details G

Save Save and Add Another

Helpful Hint: If the CE Event
was Diversion and Yes was
selected for the follow up
question, the indication is
that the individual or
household was successfully
diverted away from
homelessness. This means
the client or individual
should be immediately
exited from the CE Project.

5. Once all Coordinated Entry Events have been updated/added, click the “Verify and Save Data” button
at the bottom of the screen. A pop-up will appear. Click “Verify and Save Data” again.

Verify and Save Data

By clicking Verify and Save, you are agreeing to have all
A visible assessment data saved with the current date and
your user name. Would you like to continue?

Prepared by The Planning Council - 2023
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Repeat applicable steps for all additional household members:

1. Scroll back to the top of the Interim Review Assessment window and complete the Current Living

Situation for each additional Adult household member by selecting their name in the Household

Members section.

Interim Review Assessment

Household Members SVHC CE Project Update/Exit

Interim Review Date: 08/24/2023 09:47:19 AM &

(227727) Client, Fake Adulr Male
Age: 40

TO BE COMPLETED FOR ADULTS ONLY:

REMEMBER: You must be in Enter Data As (EDA) SVHC Coordinated Entry

Veteran: Ne (HUD)

Q Current Living Situation (HoH & Adults)

Start Date * End Date

Information Date

Current Living Situation

7 W 081472023 08/14/2023

& W | nrmanna nRMAAMIM

08/14/2023

R4 N2

Place not meant for
habitation (e.g, a
vehicle, an abandoned
building,
bus/train/subway
station/airport or
anywhere outside)
[HUD)

Place not meant for
habitation {e.g., a
vehicle, an abandened
building,

Helpful Hint: Be sure to click “Save and Verify Data” after completing the assessment

for each household member.

2. When you are finished recording information for each household member, click the “Save and Exit”

button on the bottom right-hand side of the screen.

This will return you to the Interim Reviews window.

3. Click the “Exit” button to close the window

Interim Reviews

Interim Reviews Associated with this Entry / Exit

Review Date Review Type
/ W 08/24/2023  Update
2/ W 08142023 Update

Add Interim Review

Showing 12 of 2

Client Count

&=

4. You should now see the Entry / Exit tab. The CE Project Entry/Exit record should now show a blue
circle in the Interim column giving a count of interims that have been recorded.

Entry / Exit
Program Type Project Start Date Exit Date Interims
B SVHC (VA-501) Coordinated Entry (2728) HUD /' 08/08/2023 Va

Add Enitry / Exit

Prepared by The Planning Council - 2023

Showing 1-1 of 1

Follow Client
Ups Count

a q 0

38



Recording CE Project Exit

When an individual moves into a housing unit/bed, they should be Exited from the Coordinated Entry
Project. The Housing Provider is responsible for completing the project exit upon Housing Move-In.

First, locate the CE Project Entry/Exit:

1. Once in the Client Profile for the Head of Household, click the Entry / Exit tab and locate the CE
Entry/Exit record.

Client Information

@ Reminder Household members must be established on Households tab before creating Entry / Exits

Entry / Exit
Program Type Project Start Date Exit Date Interims FB";W E!:"mt
i(ﬁ\‘HCI\’.ﬂ-SD'\} Coordinated Entry (2728) HUD #' usjoer2023 ra % B QD @)
Add Entry / Exit Showing 1-1 of 1
. . - . .
2. Click the pencil # icon next to the empty Exit Date field.
Entry / Exit
Program Type Project Start Date Exit Date Interims Fa";‘” E'DE:“
B SVHC (VA-501) Coordinated Entry (2728) HUD A 08/08/2023 % B Qﬂ U]

3. The Edit Exit Data window will appear. In the Household Members section at the top, make sure each
family member that has been housed with the project is selected.

Edit Exit Data - (2866) Client, Fake Female Adult X

Household Members

o To update Household members for this Exit Data, click the box beside each name.
(79)28) Two Parent Family

| B66) Client Fake Female Adult
27727) Client, Fake Adult Male

6258) Client, Fake Child 2

4. Next, ensure the Exit Date reflects the day the client/household moved into the housing unit and
select the proper Destination. Then, click the “Save and Continue” button.

Edit Exit Data - (2866) Client, Fake Female Aduht

Exit Date * o8 ."29 #2023 [:] OBE W 52w o lEv PMw

Reason for Leaving -Select- -

If "Other”, Specify

Destination * (—Se\em— v)

5. The Entry / Exit Data window will open allowing an update to any data before completing the exit
process. Once complete, scroll to the bottom of the page and click the “Save and Verify” button and
then “Save and Exit”.

recommended for?
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