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Introduction

A Homeless Management Information System (HMIS) is a local information technology system used to collect client-level
data and data on the provision of housing and services to individuals and families experiencing and at risk of
homelessness. All agencies utilizing government funding for homeless services provision are required to utilize the HMIS.
The Planning Council serves as the HMIS Lead Agency for several Continua of Care and provides technical assistance and
training for over 250 users located within service provider agencies, private, faith-based and governmental organizations.

Aggregate and specific data from the HMIS are used by local, state, and federal policymakers to inform decisions around
homeless service provision. Local design and implementation of the HMIS is important as there are many benefits,
including streamlined services for clients, the ability to track outcomes and identify service gaps, as well as guide
communities to address homelessness based on the true picture of those experiencing, and at risk of, homelessness
around them.

This training manual serves as a resource for new and experienced users of the Hampton Roads HMIS and is intended to
support data collection and reporting efforts for all who need it. We wish to thank all our HMIS partners and funders for
their continued support and assistance over the years.

System Overview

Community Services is a web-based software that houses the Hampton Roads HMIS. This system contains data for the
following Continua of Care (CoC):

e BEACH Community Partnership (Virginia Beach), VA-503

e Lynchburg Continuum of Care (Central Virginia CoC), VA-508

e Greater Virginia Peninsula Homelessness Consortium (GVPHC), VA-505

e Portsmouth Homeless Action Consortium (PHAC), VA-507

e Southeastern Virginia Homeless Coalition (SVHC), VA-501

The Hampton Roads HMIS is located at: https://shelterlink.servicept.com

e Passwords must be 8 to 16 characters long and contain two numbers, a symbol,
and capital letter.

e Never share your password

e Always log out of HMIS prior to leaving your work area.

e Do not hit the spacebar after your username.

e You will be prompted to change your password every 45 days.

e Users can reset their password should it be forgotten or typed incorrectly 3
times. The Forgot Password feature is a self-service tool that will send an email to
the user.

2 WellSky

Community Services

your compliznce with the terms and conditions
19992023 WelSky Al Rights Reserved
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Community Services Home Screen

The Home Page Dashboard is the first screen you will see after logging into Community Services. Community Services is
divided into several modules that have different functions, but they work together to form a comprehensive client
information management system. This manual will describe these modules in detail.

In the center of the home page you will see System News, Agency News, Follow Up List and Customize Home Page
Dashboard.

e System News is used by System Administrators to post news for all users.
e Agency News can be used by Agency Administrators to post news for only their users.
e The Follow Up List provides a quick and easy way to review the status of client follow ups.
e Customize Home Page Dashboard is used to add Counts Reports to the dashboard. Contact a System
Administrator for assistance with customizing your Home Page Dashboard.
Ashley Love &

sl Well Community Services S System Admin |
,’ Hampton Roads HMIS 2, Shadow Mode
_F:| Back Date Mode

*  The Planning Council Level One
4 Connect To BusinessObjects

e
August 08, 2023

9 Last Viewed Home > Home Page Dashboard Type here for Global Search ] (2]
Y Favorites
System News (28) i Follow Up List (0) X
ﬂ Home Date Headline Client 1D Type Date Time Remaining
g e 10/01/2019 NEW 2020 HMIS Data Standards
Calls

. 09/11/2019 Release of Information (ROI)
E Resources

05/09/2019 Password Reset Feature

View All

A Shelters

08/23/2017 NEW 2017 HMIS Data Standards
=V Activities

04/20/2016 Merger
o Scans

01/21/2016 Jordan Schaller
B Reports

Add System News View All
@ Admin

(} Customize Home Page Dashboard )

[® Logout

» Legal Notices

- Collapse <<

On the far left-hand side of the screen you will see a series of tabs; these comprise the navigation pane. The navigation
S pane allows you to access certain functions and modules applicable to your agency. Accessible modules differ based on
the settings established by the System Administrator when creating your account.

”0
.

e last Viewed — Keeps a list of the last clients accessed during a login session

e Favorites — Allows the user to create a list of favorite client profiles

e Home — Takes the user back to the Home Page Dashboard

e Clients — Allows the user to create and access client records

e C(Calls — Allows the user to record client Call Records

e Resources — Contains information on service providers

e Shelters — Allows shelters to document client check in and checkout, view bed availability, and more

e Activities — Used to assign clients to Provider activities

e Scans — Expedites the process of recording services provided to clients (can include the use of Client IDs that have
a barcode)

e Reports —Houses canned (preformatted) reports

e Admin — A section used only by System Administrators

e Logout— Logs user out of HMIS

e Collapse << — Collapses the navigation pane
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Clients

The Clients module allows users to perform the following tasks:

e Search for existing clients e Create an Entry/Exit

e Add new clients e Add Case Manager

e View Client Profiles e (Create and manage Case Plans

e Create and manage existing households e (Create and manage Measurements
e Add Release of Information e Complete Assessments

e Service Transactions e Record Services & Referrals

Helpful Hint: ClientPoint is designed to conduct a search for a client record before creating a new

record to prevent duplication.

Searching for a Client: Basic Search
Click on the Clients tab on the navigation pane. The Client Search screen will be displayed.

Clients > Client Search Type here for Global Search . 0

Client Search

o Please Search the System before adding a New Client.

First Middle Last Suffix
Name

Name Data Quality -Select- v

Alias

Social Security Number

Social Security Number Data Quality -Select- v
U.S. Military Veteran? -Select- v

Exact Match a

Search ACTIVE Clients ®

Search INACTIVE / DELETED Clients
Search ALL Clients

(oo | o

Helpful Hint: The screen may look different based on your settings.

Enter the client’s name and/or any other key information (e.g. Date of Birth or Social Security Number) into the
corresponding search fields. This can be done with partial or full information.

s

Click “Search” to return a list of possible matches. By clicking on the client’s blue hyperlinked name or the pencil ’ icon,
you will be taken to the client’s profile. If no matches are found, then you can create a new client record.

Client Results

D Name & Social Security Number Date of Birth Alias Gender Banned ggjsteho\d
V4 227727 || Client, Fake Adult Male 121111111 12/12/1982 In Family B 1 Q
Vd 58482 | client, Fake Child1 898-43-0001 09/23/2010 B 2 Q
/7 16258 | Client, Fake Child 2 015426444 01/01/2015 B 1 Q
/7 2866 Client, Fake Female Adult 1111111 12/29/1983 HOH B 1 Q

Helpful Hint: Each client is assigned a Client ID number which is used when referencing the client. Never

give out any personally identifiable information about clients.
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Adding A New Client
When adding a new client to the system, ALWAYS search to verify that they are not already in the system. If no record
exists, click on the “Add Client with This Information” button.

Clients > Client Search Type here for Global Search ‘ 0

Client Search

o Please Search the System before adding a New Client.

First Middle Last Suffix
Name
Name Data Quality -Select- v
Alias
Social Security Number
Social Security Number Data Quality -Select- v
U.S. Military Veteran? -Select- ~
Exact Match @]
Search ACTIVE Clients @®
Search INACTIVE / DELETED Clients (@]
Search ALL Clients (@]

m Add New Client With This Information

A warning will appear to make sure you have thoroughly searched for the client before opting to create a new record. To
continue, click the “Ok” button.

Add New Client Information

You are about to add a New Client to the system (Be sure to look through all the
possible matches before continuing this process). Continue with Add New Client?

s

Client Record

Client Records are like a virtual file for each person. The records contain various tabs to organize client data into the
following categories:

e C(Client Information e Service Transactions
o Summary o Add Need
o Client Profile o Add Service
o Households o Add Multiple Services
o ROI o Add Referrals
o Entry/Exit o View Previous Service Transactions
o Case Managers o View Shelter Stays
o Case Plans o View Entire Service History
o Measurements
o Assessments
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Client Profile
On the Client Profile screen, you will find some of the Universal Data Elements for the client such as Name, Social Security
Number, Veteran Status, Date of Birth, Race, and Ethnicity.

To add or edit data, click the pencil /icon next to Client Record and/or Client Demographics. For more information refer
to the current HMIS Data Standards Manual.

Name Data Quality

Full Mame Reported

Summary I cliemt Profile I Households I ROI I Entry / Exit I Case Managers I Case Plans I 1ENT: I ment:
@Iiem Record Issue ID Card
Name Client, Fake Female Adult

— o ===
e
Social Security 11111111
SSN Data Quality Full 85N Reported (HUD)
U.S. Military Veteran? Mo (HUD)
Client ID 2066
Age 38
Ii=m Demographics *
Date of Birth 06/15/1385
Date of Birth Type Full DOB Reported (HUD)

To select multiple
values hold down the
"ctrl” or "emd” key and
click on each value

Race and Ethnicity American Indian, Alaska Native, or Indigenous; Black, African American, or African; White
Additional Race and

Ethnicity Derail

Gender Woman (Girl, if child); Culturally Specific Identity (e.g., Two-Spirit)

If Different Identity,

Flease Specify

Once you click on the pencil 7" icon, next to the section you wish to edit, the section’s window will pop out for editing.
Once you have finished entering data in each field, click “Save”.

Client Demographics x

A Editing the Client Demographic Infermation could affect the Unigue ID and
the Client Search.

Client Demographics -
Dte of Birth Bos ;15 j10es mome
Date of Birth Type [Ny —— v

To select multiple values hold down the “ctrl” or "emd” key and click on each value

[l American indian, Alaska Native, o Indigenous .
Asian or Asian American
Black, African American, or African
Hispanic/Latina/efo
Middle Eastern or North African
Native Hawaiian or Pacific Islander &
‘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) ~
Man (Boy, if child)
Culturally Specific Identity (2.g., Two-Sgirit)
Transgender
Non-Binary

Gender Questioning &

Different Identity
Client doesn't know
Client prefers not to answer
Data not collected 7

Clear All

G

m

If Diffarent Identity, Pleaze
Specify

| Helpful Hint: To select multiple Gender response options, hold down the “ctrl” key while clicking the

| appropriate response options.
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https://files.hudexchange.info/resources/documents/FY-2022-HMIS-Data-Standards-Manual.pdf

As you scroll down the Client Profile, the following sections are also available:

e Call Records — Captures call records with various agencies such as the housing crisis hotline. To view Call Notes,
click on the notepad icon

e (lients Notes — Notes meant to be shared with other agencies. Click the notepad icon to view.

o File Attachments — Allows you to upload files to the client’s record. (e.g. ROls and VI-SPDATSs)

¢ Incidents — Captures a variety of events related to the client.

Call Records
Start Date Callip Call Time Call Type Call Status Follow Up Needed Call Notes
7 W 037z 533887 0:11:03 Infarmation Complete No =]
Z W 12nez020 510164 0:04:59 Referra| Complete Na B
Showing 1-2of 2
Client Notes
N ) ) Full
Provider Note Date  Note Preview Note
N
/‘ i The Planning Council Level One 02/01/2022  Client stated they've been sleeping in... B
Add New Cliertt Note m Showing 11 of 1
File Attachments
Date Added Name Description Type Provider Added From
/7 B Q ooz ElV Reazan Accem docx  GVPHC (VA-505) Coordinsted Entry Client Profile a8
: HPro.docx . : ’
Add New File Attachment Showing 1-1 of 1
Incidents
Start Date End Date ncident Incident Code Provider Ban Site Staff

Add New Incident Mo matches.

Households

The Households tab represents the family unit. Households can vary from agency to agency depending on how the client
presents themselves for services. In other words, a client may present as a single individual to Agency A, but then with
their significant other or child to Agency B.

When creating a household, one member is designated as the Head of Household and the other members are identified
by their relationship to the Head of Household.

Helpful Hint: Households must be created in order for clients to be grouped together in an Entry/Exit.

Creating a Household
To create a new Household, click the “Start New Household” button.

Client Information Service Transactions

Summary Client Profile  Households ROI Entry / Exit Case Managers = Case Plans Measurements | Activities As

o This Client is not currently a member of any Households.

» Previous Households

Search Existing Households | Start New Household |
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The Add New Household window will appear. Select the Household Type from the dropdown list.

Add New Household X
Household Type
Household Type * ' -Select- v '

alsssssEsssssEEEssEEEREnEn s sEEsEEsEEEsEEsEEsEESEEsEEESEESEEEsEESEEsEEEsEEsEEEEEEEEEEEEEEE
=l Client Search
H
E o Please Search the System before adding a New Client Hide Advanced Search
H First Middle Last Suffix
H
H [z Client
H
H Name Data Quality -Select- b4
H
H Alias
H
H
H Social Security Number
: I s e—
H Social Security Number .
: Data Quality SEzH hd
US. Military Veteran?  -Select v
H
H Exact Match [}
H
H
H Clear

K s am EEE R R AR R AR R AN EEE RN AN AN AN EEEEAEEEEEEEEEEEEEEEAEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

o

o
o+
’,“ Client Number
+
o
‘." Enter or Scan a Client ID to add that Client to this Household.
o
8 )
‘.,o Client ID # Submit
o
o
o

The Client Search area allows you to search for additional household members if needed. The search can be done by
name or Client ID.

If the additional household members are found in the search results, click the plus o icon to add them to the household.
Each client that you have added to the Household will appear at the bottom under Selected Clients.

Client Results

D MName ﬁifﬁjjecu ity Date of Birth Alias Gender Banned E{gﬁ:fhold
o 58482 Client, Fake Child1 898-43-0001 09/23/2010 a 2
o 191856 Client, Fake Single Adult 522-22-2222 01/01/1986 B 1
@ 227727 Client, Fake Adult Male 121111111 12/12/1982 In Family B 1 Q
€@ 236222 Client, Fake Youth 100-00-1100 04/18/2003 N/A B 0 Q
€@ 2860  Client, Fake Femnale Adult  111-11-1111 12/29/1983 HOH B 1 Q
o 272073 Client, Fake Older Adult 798-98-9879 10/22/1947 B 0 Q

Showing 1-6 of 6

Selected Clients

D Name Social Security Date of Birth Alias Gender Banned ousehold
Number Count
@ 16258 Client, Fake Child 2 015-42-6444 01/01/2015 B 1 Q
252179 Client, Fakest B 123-45-5789 01/01/1978 B 0o Q

Showing 1-2 of 2

Once all the household members have been selected, click “Continue”.
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The Household Information window will appear with a unique household ID number.

Household Information - (84615) Male Single Parent

B (84615) Male Single Parent m |  Save & Exit “

Household Type * Male Single Parent hd
FETIE US$50.00 Q
Client Count 2

Household Members

Head of Relationship to Head Previous Household
Bame j‘I'\”Q(H ousehold of Household Joined Housshold * ) Associations Count
@ (16258) Client, Fake Child 2 8 MNo w  -Select v 08 ,08 ;203 Mo 2 Q
@ (252179) Client, Fakest B 45 MNo v  -Select v 0 408,203 [0 Q 1 Q

Add/Delete Household Members Household History Report

To set the Head of Household: if this client is the Head of Household, select Yes; otherwise select No.

In the Relationship to Head of Household column, select the relationship from the dropdown list. If the client is the Head
of Household, select Self (this is selected by default if there is a Yes in the Head of Household column).

Complete the Joined Household* column. The date entered should reflect the date the client(s) started working with your
agency.

Click “Save & Exit” to confirm the household information. The Household tab will be displayed with the updated
information.

Editing a Household
When viewing the Households tab, click “Manage Household” below the household that needs to be altered.

w (79428) Two Parent Family

Name Age :ead of Relationship to Head  Joined Previous Household
ousehold  of Household Household Associations Count
(2866) Client, Fake Fernale Adult 39 Yes Self 06/06/2023 1 Q 1 Q
(227727) Client, Fake Adult Male 40 No Husband 10/03/2022 1 Q 1 Q
(58482) Client, Fake Child1 12 No Daughter 08/03/2023 0 Q 2 Q
(16258) Client, Fake Child 2 3 No Son 08/03/2023 0 Q 10

Manage Household

The Household Information window will appear.

Household Information - (79428) Two Parent Family

¥ canmormrny =N TN N

Household Type * Two Parent Family -
T Ussn.00 Q
Client Count 4

Household Members

Head of Relationship to Head . ~ Previous Household
Name A9 ousehold of Household LTIl Associations Count
ient, Fake Female Adul es v el v
2866) Client, Fake F le Adult 3?0 Self 06 ;06 ;2023 1 1
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For household members that have left the household, click the red minuse icon next to their name and Client ID. The
Client Left Household window will appear. Complete the Date Client Left Household* field and click “Save”.

1L uo fud W1 U N Z

Client Left Household

By removing this Client from the Household you will no longer be able to associate
o them with Household information including Goals, Case Motes, Case Managers,
Shelter Stays, and Service Transactions after this date.

|| Please select the date the Client left the Household.

Date Client Left Household *§ 08 .-'OE J.rZDZS m
D=

Household Members

o SIS LTIRN sonaaroooge  FEIO Houseol
@ (2866) Client, Fake Female Adult 39 ves w  self v 06 406 ;2023 BE Q 1 Q
@ (227727) Client, Fake Adult Male 40 MNo W  Husband v 10 ;03 j2022 EHE Q 1 Q
& (58482) Client, Fake Child1 12 Ne ~  Daughter v 08 ;03 ;2023 = e 2 Q
& (16258) Client, Fake Child 2 B No %  Son v 08 ;03 ;2023 Bl Q 1 Q

st st s |

To add or delete household members, click the “Add/Delete Household Members” button. The Add/Delete Household
Members window will appear.

Add/Delete Household Members - (79428) Two Parent Family x
Household Members
T o Head of Relationship 1o Head Joined Previous Household
%€ Household of Household Household Associations Count
W (2866) Client, Fake Female Adult 39 Yes Self 06/06/2023 1 Q 1 Q
W (227727) Cliem, Fake Aduft Male 40 No Husband 10/03/2022 1 Q 1 Q
W (58482) Client, Fake Child1 12 Mo Daughter 08/03/2023 0 Q 2 Q
@[wzsauhem, Fake Child 2 & No Son osm3/zozs 0 Q 1 Q

¥ Previous Household Members

@ This Household does not have any previous members.

P Add Clients to the Household

To delete members that were added incorrectly, click the trash can @ icon next to their name and Client ID.

To add a new member, click the arrow next to Add Clients to the Household and search for the household member(s) to
be added.

Click “Continue” at the bottom of the screen when you are done. This brings you back to the Household Information tab.
If there are no additional edits, click “Save & Exit”.

| Household Information - (79428) Two Parent Family =
B (79428) Two Parent Family Save | SaveaBExit | Exit
Household Type * Twao Parent Family v
T Uss0.00 Q
Client Count 4

Prepared by The Planning Council - 2023 -11-



Release of Information (ROI)

The Release of Information grants or denies the sharing of the client’s information with other HMIS participating agencies.
This tab should reflect the client’s signed HMIS Release of Information document. All ROIs have start and end dates. Data
entered on or between the ROI's start and end dates will be visible to other providers.

Adding a Release of Information
Click on the ROl tab inside a client’s record. Click the “Add Release of Information” button.

Client Information Service Transactions
Sul Client Profile = House ROl Entry / Exit Case Managers | Case Plans Measurements | Activities
Release of Information
Provider Permission Start Date End Date

| Add Release of Information No matches.

The Release of Information window will be displayed.

In the Household Members section, check the box next to each client listed on the ROI. Remember, all adults (18 years
and older) are required to sign separate ROls, but children can be included on their parent or guardians form.

| Release of Information X

Release of Information - (227727) Client, Fake Adult Male

Household Members

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

(79428) Two Parent Family
W (2866) Client, Fake Fernale Adult
(227727) Client, Fake Adult Male
14 (58482) Client, Fake Child1
@ (16258) Client, Fake Child 2

Release of Information Data

Provider * ;I’ghﬂe&'lanning{}ouncil Level One | Search l My Provider

Release Granted * -Select-w

Start Date * 08 408 4203 (OM

End Date* A oF
Documentation -Select- v
Witness

T

In the Release of Information Data section, the Provider* automatically defaults to the agency. Click “Search” to search for
the project(s) the client(s) is being enrolled into.

Helpful Hint: This is what we refer to as covering both agency and project-level data.
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The Provider Search window will appear. Search by entering the name of the project, the Provider ID number, or by

scrolling through the list of Provider Search Results.

| Provider Search X
: Provider Search
| search for Providers by using keywards from the Provider Name or Description
s ) s o]
' [ o
!
Provider Number
Enter or scan a Provider ID number to search for that Provider.
(G )
| Provider Search Results
b#’ABCDEFGH|JKLMNOPQRSTUV\NKVZM
Provider Level Phone Location Last Updated
[ I N CRE 757-567-4202 Norfolk, VA 23510 04/20/2023
e 1-Norfolk VERP (2826) Level 3 757-664-7368 Norfolk, VA 23510 03/13/2023
e 2-1-1 Virginia Central Region (92) Level 3 800-230-6977 Lynchburg, VA 24501 08/15/2019

Once the correct project has been located, select the plus [+
you have added all applicable projects, click “Exit”.

Provider Search Selected Results

# A B C D E F G H |1 J K L M
Provider ID  Mame Level
2-11 Virginia Central Region: List
@ = Serve Level 5
Q@ @ a0 The Planning Council Level One Level 1

Clear Selected

icon to add to the Provider Search Selected Results. Once

N O P Q R S T U V W X Y Z Al

Phone Location Last Updated

(434) 845-8016 Lynchburg, VA 24501 10/31/2022

Unknown Norfolk, VA 23513 03/31/2023
Showing 1-2 of 2

The Release of information Data window will be displayed agai
project(s) listed in the Provider* section.

Release of Information Data

© ciicking ‘Save Release of Information’ will create a distinct Release of Information for each selected provider.

Provider * The Planning Council Level One (301) m
2-1-1 Virginia Central Region: List Serve (198)

Release Granted * -Select-v

Start Date * 08 yo8 ;2023 [HOM

End Date + ;o oM

Documentation -Select- v

Witness

n. You should now see the agency and any selected

e Release Granted - indicate the Yes or No answer
by using the drop-down

o Start Date* - should match the date of the
signature on the form

e End Date* - Verbal ROIs are valid for 1 year and
written ROls are valid for 3 years from the Start
Date

e Documentation - gives options to indicate the
type of documentation (e.g. Signed statement
from client)

e Witness —is an optional section where you can

input the initials of a staff member that
witnessed the provision of the ROI.

|  SaveRelease of Information m

Once all the information has been completed, click “Save Release of Information”.

The ROI tab will be displayed. You will see the multiple levels (agency and project(s)) of ROl for the client.

Prepared by The Planning Council - 2023
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Updating a Release of Information

In HMIS a client may have more than one ROI, which can cause visibility issues when not entered correctly. Regardless of
newest entry, an ROl with a permission of “Yes” will supersede a permission of “No” when both responses overlap. To
avoid this issue, the previous permission must be updated in order for the denied ROl to be put into effect.

Click on the ROI tab inside a client’s record. Click the pencil # icon next to the ROI that needs to be updated.
Release of Information

Provider Permission Start Date End Date

# W The Planning Council Level One Yes 08/08/2023 08/08/2024 U

Add Release of Information Showing 1-1 of 1

The Release of Information window will be displayed with the current ROl information. You will need to edit the end date
to the date the client stated they no longer want to give permission for their information to be shared.

Release of Information Data

proviser® g CouncALevel One m - My Provider m
(301)

Release Granted Yes
Start Date * 08 ;08 ;2023 oM

(End Date* 08 ;08 ;2024 oM
Documentation Verbal Consent A
Witness

Print Release of Information Save Release of Information m

Once the new end date has been entered click “Save Release of Information” and you will see the new end date reflected
on the ROI.

Release of Information

Provider Permission Start Date End Date

# W The Planning Council Level One Yes 08/08/2023 08/10/2023 U
Add Release of Information Showing 1-1 of 1
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Entry/Exit

An Entry/Exit is a record of the client’s participation in a project. An Entry/Exit is needed for every project the client is
participating in, and it should include all members of the household that are being served.

Creating a Project Entry
Click on the Entry/Exit tab inside of a client record.

Client Information Service Transa

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

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

Entry / Exit
e Type Project Start Date Exit Date Interims Follow Client
Ups Count
| Add Entry / Exit | No matches.

Click the “Add Entry/Exit” button. The Project Start Data window will appear.

Indicate the household member(s) being served by checking the box next to each client as applicable.

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

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
[ (227727) Client, Fake Adult Male

[ (58482) Client, Fake Child1

\_ (0 (16258)_Client, Fake Child 2

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

I

Provider * The Planning Council Level One m My Provider
[ (301)
| v

Type* -Select-

(| Project Start Date* 08 ,08 ;2023 [HOE4 v:20v:31v PMy

| Save & Continue |
l -

Change the Provider* to the correct project by using the dropdown menu.

If you don’t have a dropdown menu, you will have a “Search” button (as shown in the screenshot above - this occurs
when you have a large number of projects to choose from). After clicking “Search”, a Provider Search window will be
displayed. Search for the appropriate project using the same steps described in the Adding a Release of Information
section.

Select the Type* that applies to the project. If you are unsure what Entry Type applies to your given project(s), contact a
System Administrator for assistance.

Project Start Date* is the date the client was admitted into the project.

The Calendar button allows you to view a calendar to select the date. The circle with an arrow allows you to
O B clear the date. The Calendar with a dot selects the current date automatically.

Click “Save and Continue” once all fields are complete.
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The Entry/Exit Data window will appear.

Entry/Exit Data = %
o Mote: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessment defaults. Any information saved to the previous Assessment will still be attached to that
Assessment record for the Client.
Type* HUD -
Update
Household Members Azsociated with this Entry [ Exit
Hame Head of Household Project Start Date Date Imterims Ups Reason for Leaving Deestination Motes
B U | (2856) Client, Fake Female Adul Ves # 08/08/2023 Vs B B
B U |27727) Client, Fake Adutt Male Mo # | 08/082023 Vs -] B
B U 16258) Client, Fake Crild 2 No # | 08/0E/2023 Vi =] B
Inchsde Additional Household Membars Showing 1-3 of 3
‘ ' Entry Assessment '
Household Members \|[ HUD CoC/ESG/SNOFO Entry S0 ES SH (FY2024) ] Entry Date: 03/08/2023 0%:41:57 AM a
{2886) Client, Fake Female Adult
© o= Date of Birth [ P! j29 ;1983 MO Me
Veteran: Mo (HUD) e S—
L‘?::‘Z:: e e Date of Birth Type I Full DOB Reported (HUD) v G
veteran: Mo (HUD) To select multiple values hold down the “ctrl” or "emnd” key and click on each valus
(16258) Chent, Fake Child 2
Age: 8 _ I American Indizn, Alaska Native, or Indigenous
L N _) Asizn or Asian American
Black, African American, or African
Hispanic/Latina/e/o
Middle Eastern or North African
Race and Ethnicity Native Hawaiian or Pacific |slander c
White
Cliznt doasnt know
Client prefers not to answer
Data not collected i
Additional Race and P
Ethnicity Detail
I ‘Womnan (Girl, if child) o~
Man (Bay, if child)
Culturally Specific Identity (e.g.. Two-Spirit)
Transgender
Non-Binary
Eendew Questioning G
Different Identity
Client doesn't know
Client prefers not to answer
Data not collected hd
If Different Identity, Pleaze e
Specify
Does the client have a .
disabling condition? I (HuD) bl
ﬁdma;'.imuuﬁdﬂ . I Self (head of househald) WG

Helpful Hint: The Entry Assessment must be completed for each client(s) in the household. You can click
on the client names under the Household Members section to fill out the assessment for each
participant. The bold elements are required to be completed for every client. The non-bold elements

are only required for adults (age 18 and up).

The Entry Assessment may vary depending on the data collection requirements determined by the project’s funding
source and/or project type. In the screenshot above, the Entry Assessment assigned is titled HUD CoC/ESG/SNOFO Entry
SO ES SH (FY2024). This indicates it aligns with the HUD CoC & ESG funding source requirements for Emergency Shelter
(ES), Street Outreach (SO) and Safe Haven (SH) project types. The year indicates which data standards version the
assessment aligns with.
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Universal Data Elements
HMIS Universal Data Elements are elements required to be collected by all projects participating in HMIS. As you review
the Entry Assessment, you will need to verify the information is accurate, make updates, and fill in any blanks.

HUD CoC/ESG/SNOFO Entry SO ES SH (FY2024) Entry Date: 08/08/2023 09:41:57 AM
Date of Birth liz 2 ;1982 moOMe
Date of Birth Type I Full DOB Reported (HUD) ~ G

To select muhtiple values hold down the "crl” or “"emd” key and click on each value

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

White

Client doesn't know

Client prefers not 1o answer

Data not collecte:
Additional Race and s
Ethnicity Detail

[l Woman (Gir, if child)

Man (Boy, if child)

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

Transgender

Non-Binary
Gender Questioning G

Different Identity

Client doesnit know

Client prefers not 1o answer

Data not collected

Clear All
If Different Identity, Flease s
Specify
Does the client have
v

disabling conditi 0 no ¢u) &
Relationship to Head of B P v
—— I Self (head of household) v G
Enrollment CoC * I vasos v e
Prior Living Situation I Place not meant for habitation (.g., a vehicle, an abandoned building, bus/train/subway station/airport or anywhere cutside) (HUD) v ©

Length of Stay in Previous

I One month or more, but less than 90 days v ©
Place

Approximate date this
episode of homelessness o /05 2023 MO MG
started —

Regardless of where they

etayed |ast night - Mumber

of times the client has been

on the streets, in ES, or SH I Select
in the past three years
including today

Total number of months:
homeless on the street, in

Select- -
ES or SHin the past three I EeE &

Helpful Hint: Refer to the HMIS Data Standards Manual for more information on data element

definitions and collection requirements.
The screenshot above contains Universal Data Elements. Here are some important notes for a few of those:

Race and Ethnicity — Multiple response options may now be selected for this data element. To select more than one
response option, hold the “ctrl” key while clicking on the appropriate response options.

Gender — Multiple response options may now be selected for this data element. To select more than one response option,
hold the “ctrl” key while clicking on the appropriate response options.

Relationship to Head of Household — There must be at least one, but not more than one, Head of Household for each
enrollment. Heads of Household may be alternatively thought of as the “primary client”, the “eligible individual” etc.,
rather than as a fixed designation.

Enrollment CoC* — This response should correlate to the CoC Code in which the client resides.
e VA-501 — SVHC: Cities of Chesapeake, Franklin, Norfolk, Suffolk; Counties of Isle of Wight & Southampton
e VA-503 — BEACH: City of Virginia Beach
e VA-505 — GVPHC: Cities of Hampton, Newport News, Poquoson, Williamsburg; Counties of York & James City
e VA-507 — PHAC: City of Portsmouth
e VA-508 — Central Virginia: City of Lynchburg; Counties of Amherst, Appomattox, Bedford, & Campbell
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Prior Living Situation — Commonly phrased to the client as “where did you sleep last night” — responses are broken down
by category of Homeless Situations, Institutional Situation, Temporary and Permanent Housing Situations and Other.

If the client is literally homeless (as determined by their Prior Living Situation and Length of Stay in Previous Place) the
three following fields will be present:

Approximate date this episode of homelessness started — This should be the date the client’s current episode of
homelessness started. This is not based on the client’s first time ever becoming homeless.

Regardless of where they stayed last night — Number of times the client has been on the streets, in ES, or SH in
the past three years including today — This should equal the number of separate homeless episodes the client has
had in the past three years, to include their current episode.

Total number of months homeless on the street, in ES or SH in the past three years — This should equal the
combined total number of months that a client has spent homeless in the past three years. For example, if a client
reported two episodes of homelessness, and one episode lasted for 3 months while the other lasted 6 months,
their total number of months would be 9.

Helpful Hint: Conditional logic is what allows fields to appear or to be hidden based on data
entry. Conditional logic does not occur for Emergency Shelters, Street Outreach and Safe

Haven project types.

If your project is using a Universal Data Elements (UDE) Entry Assessment, the questions will end here. Other
assessments will continue to include Program Specific Data Elements as required by the project’s funding source. The
screenshots below will be based on the 2024 HUD CoC & ESG requirements (the most used assessment in the HMIS).

Program Specific Data Elements

The Program Specific Data Elements outlined below are required for all CoC and ESG funded projects. As you review the
Entry Assessment, you will need to verify the information is accurate, make updates, and fill in any blanks.

Helpful Hint: Refer to the HMIS Data Standards Manual for more information on data element

definitions and collection requirements.

Monthly Income, Non-Cash Benefits, Health Insurance and Disabilities are recorded through sub-assessments. Sub-
assessments are used when a question could yield multiple answers. For example, you may have multiple sources of
Income or Non-Cash Benefits. Each Sub-Assessments has a HUD Verification icon that allows for data entry.

To complete these sections, first answer the yes/no questions and then, click on the HUD Verification icon.

Income from Any Source (I Mo (HUD) w ;

Q Monthly Income

Monthly Amount Source of Income Receiving Income Source? Start Date * End Date
=n
Total Monthly Income I G
Non-cash benefit from any Yes (HUD) oo
source
Q, Nor-Cash Benefits
Amount of Non- .
Cash Banafit Source of Non-Cash Benefit Receiving Benefit? Start Date * End Date
Covered by Health Insuran::ﬂ(l Yes (HUD) ~ L“)
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The HUD Verification window will appear. Select Yes or No for each source/type.

HUD Verification: Monthly Income for 08/08/2023 )
Per Source of Income, the current records for Monthly Income as of 08/08/2023 are displayed below. Any previous records for Monthly
o Income not overlapping as of this date are not displayed. In the event that multiple records exist per Source of Income as of 08/08/2023,
records containing “Yes® values will be displayed and take precedence for reporting purposes.
(Select the Receiving Income Source? O o )
wvalue for all incomplete Source of ) Data Not Collacted
Income records @ I
Receiving Income Source?
Source of Income ﬁes No g:ﬁ;;gé Inoo"nplea
Alimony or Other Spousal Support (HUD) o [s] o -
Child Support (HUD) (9] ] @ ®
Earned Income (HUD) (] ] o [
General Assistance (HUD) (@ [s] (] [
Other (HUD) o [s] (] [
Pension or retirement income from ancther job (HUD) @] [e] (8] (]
Private Disability Insurance (HUD) (@] ] @] ®
Retirement Income From Social Security (HUD) o ] (@] [C]
SSDI (HUD) o s} (e} ®
581 (HUD) o [e] o [C
TANF (HUD) (9] ] @ ®
Unemployment Insurance (HUD) (] ] o [
VA Non-Service Connected Disability Pension (HUD) (@ [s] (o] [
WA Service C d Dizability Comy (HUD) o (8] (] [C]
Warker's Compensation (HUD) “ o] &) ® J
=n

Helpful Hint: The response options listed at the very top of the screen (circled in orange in the

screenshot above) will assign that selection to each of the sources/types that are currently Incomplete.

This saves you from assigning the same answer to every source separately.

If you select Yes for a Monthly Income source and/or Disabilities type, another window will appear that is titled Add
Recordset. Be sure to complete the fields in these additional windows as shown below.

Add Recordset

Monthly Income

Monthly Amount

Source of Income

If Other, Please Specify
Receiving Income Source?
Start Date*

End Date

MNote on Income

Monthly Income

Monthly Amount should equal monthly gross income that is received
from the selected source. A child’s income should be included on the

G
$SDI (HUD) Head of Household’s record.
- 4° Start Date should equal the Project Start Date. Do not change this
o o MOM date to be prior to the Project Start Date.
I BoBe. The End Date should be left blank.

Prepared by The Planning Council - 2023
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Add Recordset X

Disabilities
Disability Type Physical (HUD)
Disability determination Yes (HUD)

If Yes, Expected to be of

long-continued and

indefinite duration and -Select- v G
substantially impairs ability
to live independently

Start Date og ;08 ;2023 [EAOMe

Note on Disability [
s

Above condition is going to

be long term? (Retired) e ©

End Date (if any) ;o OMe

Disabilities

If Yes, Expected to be of long-continued and indefinite duration
and substantially impairs ability to live independently — a
response of yes is what makes this condition a Disabling
Condition.

Start Date should equal the Project Start Date. Do not change
this date to be prior to the Project Start Date

The End Date should be left blank.

Click “Save” and you will be returned to the HUD Verification
window.

Once all types and sources have the correct response option, click “Save & Exit” at the bottom of the window.

This will return you to the Entry Assessment. You will notice a checkmark next to the HUD Verification icon if all

sources/types have a valid response option.

Q, monthly Income

Monthly

Amount
P | Worker's Compensation (HUD) Mo
/u A Snfce Conect Disabiy
/7 il
Pl | Unemployment Insurance (HUD) No
| TANF (HUD) No

i | oo

Prepared by The Planning Council - 2023

(HUD Verification °)

Source of Income Receiving Income Source? Start Date * End Date

08/08/2023
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The last Program Specific Data Elements on the HUD CoC & ESG Entry Assessment are found in the screenshot below.

Domestic viclence

victimysurvivor 0 ves (Huo) Y.

If yes for Domestic
vidlence victim/sunvivor,
when experience
occurmed

If yes for Domestic Violence
Victim/Survivor, ane you I Mo (HUD) L ]
currently fleeing?

I More than a year ago (HUD) w

(-]

Q, current Living Situation (HoH & Adults)

Start Date * End Date Information Date Current Living Situation
Duate of Engagement 0oe j07 y2022 EIO M

Q cosrdinated Entry Event (HaH)

Location of Crisis
Start Date * Date of Event ® Everit @ Housing or Permanent  Referral Result Diate of Result

Hioasing Referral
EEE) =N TN N

Current Living Situation only applies to Street Outreach projects and the universal CoC Coordinated Entry projects. This
does not need to be completed inside of any other project entries.

Date of Engagement only applies to Street Outreach project types. This field should represent the date a deliberate client
relationship is formed (i.e. the client has agreed to receiving services through the project and a full assessment will now
be completed). Street Outreach projects are held accountable for data quality standards on all engaged clients. This date
may occur on or after Project Start but cannot occur after Project Exit. If the client is not engaged at the point of Project
Start, this field should be left blank.

Coordinated Entry Event only applies to the universal CoC Coordinated Entry projects. This does not need to be
completed inside of any other project entries

Click “Verify & Save Data” at the bottom of the screen.

REMEMBER, if there are multiple household members, scroll back up and complete the Entry Assessment for each
household member listed in the Household Members section on the left. A green checkmark will be visible next the
household members that have been completed.

rHouselwld Members \‘ HUD CoC/ESG/SNOFO Entry SO ES SH (FY2024) Entry Date: 08/08/2023 09:41:57 AM &

[2B66) Client, Fake Female Adult
Q@ noe: 33 Date of Birth D1z 12 ;1982 DM
Veteran: No (HUD) -

227 Clien

Date of Birth Type I Full DOB Reported (HUD) v G

To select multiple values hold down the "ctrl” or "cmd” key and click on each value

{16258) Client, Fake Child 2 ) ) ) )
Age: 8 [ American ingian, Alaska Native, or Indigenous ..

k Weteran: N/A J Asian or Asian American

Black, African American, or African
Hispanic/Latina/efo
Middle Eastern or Nerth African
Race and Ethnicity Native Hawaiian or Pacific Islander
White
Client doesn't know
Client prefers not to answer
Data not collected -

Additional Race and &
Fthnirity Netail
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Once all household members assessments have been completed, click “Save & Exit” on the bottom right-hand side of the
screen.

This returns you to the Entry/Exit tab, and you will see the Entry/Exit record that you just created.

Client Information Service Transactions

RO Entry / Exit anagers Case Plans Measurements Assessments

Summary Client Profile Hou

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

Entry / Exit
5 Follow Client
Program Type Project Start Date Exit Date Interims Ups Count
W The Planning Council Level One (301 HUD 08/08/2023
o . : BE B 90
Add Entry / Exit Showing 1-1 of 1

Interims allow you to record updates to client information that occur after the Project Start Date. Clients are required to
have an Interim recorded every 365 days. These are called Annual Assessments and should occur in alignment with the
clients Project Start Date (or within a 30+/- day window).

To create an Interim locate the applicable Entry/Exit record on the Entry/Exit tab. Click the Interims icon on that record
line.

Client Information

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

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

Entry / Exit
Program Type Project Start Date Exit Date Interims ﬂgc'a“’ ggz’;
e Planning Council Level One (301) HUD /17042023 Vs B JB 0

Showing 11 of 1

The Interim Reviews window will appear. From here, you can view existing interims, or create new interims. Click the “Add
Interim Review” button.

Interim Reviews X

Interim Reviews Associated with this Entry / Exit

1 Review Date Review Type Client Count

' Add Interim Review ' Mo matches.
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The Add Interim Review window will appear.

Add Interim Review - (2866) Client, Fake Female Adult X

Household Members

o To include Household members associated with the Entry / Exit for this Interim Review, click the box beside each name.
[ (79428) Two Parent Family

(2866) Client, Fake Female Adult (Entry Date: 08/08/2023 4:29 PM)

(227727) Client, Fake Adult Male (Entry Date: 08/08/2023 4:29 PM),

(58482) Client, Fake Child1 (Entry Date: 08/08/2023 4:29 PM)

Interim Review Data

Entry / Exit Provider The Planning Council Level One (301)

Entry / Exit Type HUD

Interim Review Type * -Select- v

Review Date * 08 ;09 ;2023 (MO Mo v a2v 12V AMY

|  save & Continue

Be sure to select all household members.

Interim Review Type* - Update should be used to record general updates that occur over time. Annual Assessment should
be used to record the required Annual Assessment. The other options do not apply at this time (unless your grant
specifically requires it). Contact a System Administrator if you are unsure.

Review Date* - this should be the date the Update or Annual Assessment occurred.

Click “Save & Continue”.

Entry / Exit Interim Review - X

Interim Review Data

Entry / Exit Provider The Flanning Council Level One (301)
Entry / Exit Type HUD

Interim Review Type Update

Review Date 08/09/2023 10:01:15 AM

Interim Review Assessment

Household Members HUD CoC/ESG/SNOFO Update (FY2024) Interim Review Date: 08/09/2023 10:01:15 AM ﬁ
Housing Move-in Date 0 os ;09 ;2023 S Me
{227727) Client, Fake Adult Male Income from Any Source I Yes (HUD) v G
Age: 40
Weteran: No (HUDY)
{16258) Client, Fake Child 2 Q, Menthly Income HUD Verification o
Age: &
Viateran: NfA Monthly Receiving Income »
P — Source of Income E— Start Date End Date
s Worker's
’ . Compensation {HUD) Mo LDl
WA Service
rFal | Connected Disability | No 0B/01/2023
Compensation {HUD)
Fal | TANF (HUD) Mo 08/01/2023
=

The Entry/Exit Interim Review window will appear. Scroll through the assessment to make edits to the client(s)
information wherever necessary.
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Updating a Sub-Assessment

Updating sub-assessments requires a few extra steps compared to the other data elements. Remember, sub-assessments
are used to record Monthly Income, Non-Cash Benefits, Health Insurance, and Disabilities. Below is an example on how to
update Monthly Income.

If the client no longer has a source of income or if the income source has changed, scroll down to the Monthly income
section. Be sure the Income from Any Source yes/no question reflects the update (simply change the response using the
dropdown menu if needed) and then click the HUD Verification icon.

(Income from Any Source I No (HUD) v G )
Q Monthly Income HUD Verification (g
Monthly  gouree of Income EE T Start Date* End Date
Amount Source?
P :':ﬁjrg‘)*"s Compensation 07/04/2023
N VA Service Connected
rd ' Disability Compensation Mo 07/04/2023
(HUD)
,. i :.:_‘njgn)ploymem Insurance No 07/04/2023
N VA Non-Service
rd ' Connected Disability No 07/04/2023
Pension (HUD)
P | TANF (HUD) No 07/04/2023

R e EEDEE

The HUD Verification window will appear. From here, locate the source of income that needs to be updated and click the

\J
pencil # icon.

HUD Verification: Monthly Income for 08/09/2023

Per Source of Income, the current recerds for Monthly Income as of 08/09/2023 are displayed below. Any previous recerds for Monthly
o Income not overlapping &s of this date are not displayed. In the event that multiple records exist per Source of Income as of 08/09/2023,
records containing "Yes" values will be displayed and take precedence for reporting purposes.

Receiving Income Scurce?

Source of Income Data Not
Yes Mo Incomplete

Collected
" Alimony or Other Spousal Support (HUD)
/" Child Support (HUD)
/‘ Generzl Azsistance (HUD)
# Other (HUD)
#" Pension or retirement income from anather job (HUD)
/" Private Disahility Insurance (HUD)
/' Retirement income From Social Security (HUD)
# ssDI(HUD)
/' S8l (HUD)
# TANF(HUD)
# Unemployment Insurance (HUD)
#" VA Non-Service Connected Disability Pension (HUD)
/‘ VA Service Connected Disability Compensation (HUD)

# Worker's Compensation (HUD)
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The Edit Recordset window will appear.

Edit Recordset - (2866) Client, Fake Female Adult X
Monthly Income U] ﬁ

Monthly Amount G

Source of Income | Eamed Income (HUD)

If Other, Please Specify G

P
Receiving Income Source? I No ~ G
Start Date * Bo7 jos 203 IO M
(End pare 08 s08 ;2028 (D)
Note on Income G
4

=l e

Complete the End Date field with the date one day prior to the date of the updated information. For example, if a client
began receiving Earned Income on 08/09/2023, the End Date for the old recordset (where it was indicated that they did
not receive Earned Income) would be recorded as 08/08/2020.

Click “Save” and you will return to the HUD Verification window. Notice the Source of Income that you just edited now
appears Incomplete.

HUD Verification: Monthly Income for 08/09/2023

Per Source of Income, the current recerds for Monthly Income as of 08/09/2023 are displayed below. Any previous records for Monthly
Income not overlapping as of this date are not displayed. In the event that multiple records exist per Source of Income as of 08/09/2023,
records containing "Yes” values will be displayed and take precedence for reporting purposes.

Select the Receiving Income Source? ONo
value for all incomplete Source of O Data Not Collected
Income records @® Incomplete
Receiving Income Source?
Source of Income Data Not

Yes No Incomplete

Collected

# Alimony or Other Spousal Support (HUD)

4 Child Support (HUD)
( Earned Income (HUD) @] @] @] [C] )

Now you get to assign the new answer to this question. If you are changing the answer to Yes, the Add Recordset window
will appear so that you can record the Monthly Amount and click “Save”.

Add Recordset X

Monthly Income

Monthly Amount 1000 G

Source of Income Earned Income (HUD)

If Other, Please Specify e
P

Receiving Income Source? Yes

Start Date * 08 ;09 ;2023 IO M

Helpful Hint: The Start Date field will automatically populate as the date assigned to Interim Review.

Prepared by The Planning Council - 2023 -25-



You will now be returned to the HUD Verification window. If no other sources are in need of updating, click the “Save &
Exit” button. If the “Save & Exit” button is shaded out, that just means you have already saved your changes; you can use
the “Exit” button instead.

HUD Verification: Monthly Income for 08/09/2023

Per Source of Income, the current records for Monthly Income as of 08/09/2023 are displayed below. Any previous records for Monthly
o Income not overlapping as of this date are not displayed. In the event that multiple records exist per Source of Income as of 08/09/2023,
records containing "Yes" values will be displayed and take precedence for reporting purposes.

Receiving Income Source?

Source of Income Data Not

fles KT Collected

Incomplete
’ Alimony or Other Spousal Support (HUD)

/' Child Support (HUD)

# Eamed Income (HUD)

/ General Assistance (HUD)

# Other (HUD)

/ Pension er retirement inceme from anaother job (HUD)
# Private Disability Insurance (HUD)

/ Retirement Income From Social Security (HUD)

/' 5SDI(HUD)

/' 531(HUD)

/' TANF (HUD)

/ Unemployment Insurance (HUD)

/' VA Non-Service Connected Disability Pension (HUD)
/ A Service Connected Disability Compensation (HUD)

’ Worker's Compensation (HUD)

0 S )

You will be returned to the Entry / Exit Interim Review screen. From here, you can click on the magnifying glass for any of
the sub-assessments to review the historical and updated answers to the sources/types.

Interim Review Assessment

Household Members HUD CoC/ESG/SNOFD Update (FY2024) Interim Review Date: 08/09/2023 10:01:15 AM ﬁ
Housing Maove-in Date I ;09 ;2023 S M e
(227727) Client, Fake Adult Male Income from Any Source I Yes (HUD) v G
Age: 40
Veteran: No (HUD)
(16258) Client, Fake Child 2 @O‘O'I‘NY Income HUD Verification °
Age: 8
‘ateran: NfA Monthly Receiving Income -
[ — Source of Income — Start Date End Date
Worker's
7 0 Compensation (HUD) @ LA
WA Service
Fal | Connected Disability | No 08/01/2023
Compensation (HUD)
Fal | TANF {HUD) Mo 08/01/2023
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This window that appears allows you to see the client’s history with each income source. In our current example, we can
see that the client was not receiving Earned Income from 07/04/2023-08/08/2023 but began receiving $1000 on

08/09/2020.
Show All Monthly Income Records = X
Monthly Income
Provider Date Effective LI Source of Income Receiving Income Start Date End Date
Amount Source?
} .i. E:z {P;.;T;mg Council Level gﬁﬂ'}ﬁﬂﬂ 94211 US$1,000.00 I:EHaLT[n]E}d Income Yes 08/09/2023
-i- g:ee {Pé.;ql;lng Council Level EEMIEDES 4:29:3 I:EHaLT[-.;_;d Income No 07/04/2023 08/08/2023
= The Planning Council Level 07/04/2023 4:29:31 Child Support
¥ o Gon) e (HUD) Mo 07/04/2023
Helpful Hint: These same steps can be used to record updates to the Non-Cash Benefits, Health
Insurance and Disabilities sub-assessments.
Once you are done recording all updates to the client’s information, scroll down and click “Save & Exit”. The Interim
Reviews window will appear. Click “Exit” and you will be returned to the Entry/Exit screen.
*

Interim Reviews

Review Date Review Type

/7 W 08/09/2023 Update

Add Interim Review

Interim Reviews Associated with this Entry / Exit

Showing 1-1 of 1

Client Count

(T’]

The Interims column will display the number of existing Interim Reviews inside of a navy-blue circle. You should notice

that number has now increased by one.

Entry / Exit
Program

B TePlanning Council Level One (301)

Add Entry / Exit
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Project Start Date

# 07/04/2023

Showing 1-1 of 1

Exit Date

ollow Client
Ups Count
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Project Exits

Completing the Exit Date section lets the system know that the client(s) is no longer enrolled in the project. Different
project types use this field differently, to address the difference in meaning associated with “ending” residential and
service projects.

For residential projects, this date should be the last day of a continuous stay in the project. For example, a client’s last
night spent in an emergency shelter bed is 08/08/2023. Their Project Exit Date should be 08/09/2023.

For non-residential projects this should be the last day a contact was made or a service was provided.

When viewing the Entry/Exit tab, locate the applicable Entry/Exit record. Click the pencil #" icon located in the applicable
record line under the Exit Date column.

Client Information

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

Program Type Project Stat Date ExiDate interins Folow Cent

T o [ BB 0
‘Add Entry / Exit Showing 1-1 of 1

The Edit Exit Data window will appear.

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

Household Members

o To update Household members for this Exit Data, click the box beside each name.

(79428) Two Parent Family
(2866) Client, Fake Female Adult
8 (227727) Client, Fake Adult Male
[ (58482) Client, Fake Child1

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

Exit Date * 0 409 42023 [OEI2 v 21v:30v PMv

| Reason for Leaving Completed program v

If "Other”, Specify

Destination * Rental by client, no ongoing housing subsidy (HUD) e

If "Other”, Specify

Notes

( saveacConinee | Cancel

Helpful Hint: Be sure to check the box next to each household member that is exiting the project.
Record the appropriate Exit Date*, Reason for Leaving and Destination*. Click “Save & Continue”.

The Entry/Exit Data window will appear. The Exit Assessment is available for any last updates to client information can be
made following the same steps described in the Interims section of this manual. If there are no updates, scroll down and
click “Save & Exit”.

This returns you to the Entry/Exit tab. Notice the Exit Date has been recorded.

Entry / Exit
. " n . __ Follow Client
Program Type Project Start Date Exit Date Interims "0 ot ot

B The Planning Council Level One ) 07/ * 08/09/

The Pt Council Level One (301 HUD 07/04/2023 08/09/2023 B B 40
‘Add Entry / Exit Showing 11 of 1
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Case Managers

The Case Managers tab allows you to add yourself or other HMIS licensees within your agency as a Case Manger to a
client record.

Adding a Case Manager
Click on the Case Manager tab when viewing a client record; then click the “Add Case Manager” button.

Client Information Service Transactions

Case Managers

Name Provider Phone Number Start Date End Date

Add Case Manager | No matches.

The Case Manager window will appear.
Helpful Hint: At the top of this window you have the ability to add additional household
members for this Case Manager. Many agencies opt to include only the Head of Household to

yield a more accurate case load when reviewing Case Manager Client Counts.

| Case Manager X

Case Manager - (2866) Client, Fake Female Adult

¥ Household Members
o To include Household members for this Case Manager, click the box beside each name. Only members
from the SAME Household may be selected.
) (79428) Two Parent Family

(2866)_Client, Fake Female Adult
O (227727) Client, Fake Adult Male

[0 (58482) Client, Fake Child1

O (16258) Client, Fake Child 2 (Left Household: 08/08/2023)
(Typa * O community Services User ®Me O M)
Name * Ashley Love
Title
Phone Number
Email Address alove@theplanningcouncil.org
Provider* ;h;:;lanning Council Level One m
(( start Date 08 ;09 203 (9O )
End Date ;o oM
(  Addcasemanager |

Complete the Type* section

e selecting the Community Services User option assigns the Case Manager to another HMIS end user

e selecting the Me option inserts your information as the Case Manager

e selecting the Other option allows you to type in the name and information for a Case Manager that is not yourself
or another HMIS end user

Make sure the Start Date is accurate and then click the “Add Case Manager” button. This returns you to the Case Manager
tab.
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Removing a Case Manager

To remove a client(s) from your caseload, navigate back to the Case Managers tab and click the pencil # icon next to the
record line with your Name.

Case Managers

Name Provider Phone Number Start Date End Date

@ B AsnisyLove The Planming Counc Level s 0810872022
The Case Manger window will appear.
Case Manager X
Case Manager - (2866) Client, Fake Female Adult @]

» Household Members

Type * ' Community Services User ®Me O Other
Mame # Ashley Love
Title

Phone Number

; Email Address alove@theplanningcouncil.org
Provider * (T;;glanning Council Level One m
Start Date* 08 ;09 ;2023 BoMm
(End Date . oM™

T

Complete the End Date field and then click “Save Case Manager”.

This returns you to the Case Manager tab.

Case Managers

Name Provider Phone Number Start Date End Date
/‘ @ . Ashley Love The Planning Council Level One 08/09/2023 08/18/2023

Add Case Manager Showing 1-1 of 1

Case Plans

Case Plans allows you to create and manage client goals. This includes creating action steps, scheduling follow-ups, and
making case notes for clients. For more information, training, or technical assistance on this tab, please contact a System
Administrator.

Measurements

The Measurements tab allows you to add new Measurement tools for the client. Measurements include the Self-
Sufficiency Matrix and the SPDAT. Please note the SPDAT is different than the VI-SPDAT. For more information, training, or
technical assistance on this tab, please contact a System Administrator.
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Assessments

The Assessment tab allows you to select additional Assessments to complete for the client. An example of an assessment
that can be recorded on this tab is the VI-SPDAT. For more information, training, or technical assistance on this tab, please
contact a System Administrator.

Service Transactions

Service transactions include the recording of Needs, Services, and Referrals. Certain grants require the use of Service
Transactions (such as PATH, RHY, and HOPWA). Other CoC functions, such as Coordinated Entry, also use Service
Transactions to track referrals made to various CoC projects.

Needs can be identified to track what types of services the client is need of. Needs are automatically identified and
created in the client’s record when a Service or Referral are recorded.

A Service should be recorded to reflect when an agency or project rendered a particular type of service to the client.

Referrals are recorded to reflect when any agency or project refers the client to another agency or project for services,
shelter, or housing. This feature notifies other HMIS participating agency that the client is being sent to them for services.

Adding a Service
Click on the Service Transactions tab and click “Add Service”.

Client - (2866) Client, Fake Female Adult @]

B (2866) Client, Fake Female Adult
Release of Information: Ends 08/10/2023 -Switch to Another Household Member- A

( Service Transactions )

Service Transaction Dashboard

.

o =0

®

Add Need Add Service Add Multiple Services Add Referrals View Previous Service Transactions
-
s i
View Shelter Stays View Entire Service History

The Add Service page will appear.

Add Service

¥ Household Members

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

) (79428) Two Parent Family
(2866) Client, Fake Female Adutt (Primary Client)
[ (227727) Client, Fake Adult Male

() (584e2) Client, Fake Child1

(J(16258) Client, Fake Child 2 (Left Household: 08/08/2023)
Service Provider* (Tah;r}:\anning Council Level One m
Creating User Ashley Love
Start Date * 08 ;09 ;2003 [HOE2 v a8V isIv PMY
End Date Il Mol - v - -
SeV:elTeS ~Select- v

Provider Specific

-select-v
Service

Sme. Coniue

Helpful Hint: Be sure to check the box next to each household member that should be associated with
the Service. If your grant requires that Services be recorded, there may be specific rules that state to
only record the Service under the Head of Household (even if it benefits all household members). Be

sure to consult your grant’s requirements.
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Add Service

¥ Household Members

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

() (79428) Two Parent Family
(2866)_Client, Fake Female Aduit (Primary Client)
(1) (227727) Client, Fake Adult Male
[ (52482) Client, Fake Child1

[0 (16258) Client, Fake Child 2 (Left Household- 08/08/2023)

*
Service Provider (301)

Creating User Ashley Love

The Planning Council Level One

A

~ Look Up

k&emce

Start Date * 08 ;09 ;2023 mf}mz—vzgzm—vwv
End Date i (9] B_V_V_V_V
Eaos lVpes Select-

Provider Specific s

| Save & Continue Cancel

Helpful Hint: The Service Type dropdown list can be customized to reflect the specific services an

agency provides. Contact a System Administrator for assistance.

The Service Provider* should be the project that the service is connected to.

Select the Start Date* and End Date — it is highly common that these dates are the same.

Select the Service Type — if your grant requires you record Services, see the applicable Crosswalk document to determine

which Service Type to select.
Click “Save & Continue”

The Edit Service page will appear.

If you need to record dollar amounts connected to the Service, scroll down to the Service Cost section and record that

information.

Edit Service

¥ Household Members

No Household Members were originally associated.

-
Service Provider 7 o

Creating User Ashley Love

» The Planning Council Level One

Include Additional Household Members

Start Date * 08 ;09 ;2023 (IO 2 v 43v 51V PMv

End Date 08 ;09 ;2023 [JOM2 v S6v 26v PMv

Service Type* /' Utility Assistance (BV-2000)

Provider Specific e

Service

Service Notes

P

Service Costs | N\

Number of Units

Unit Type -Select-w

Cost per Unit

Total Cost of Units $
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Finally, locate the Need Information section and mark the Need Status as Closed. Click “Save & Exit”

— | Need Information

Need Status * Closed .

Outcome of Need -Select- A

If Meed is Mot Met,

Reason Select- h

Save | Save & Exit m

This will take you to the Services tab. Additional services can be added by clicking the “Add Service” button.

client Information Service Transactions

Needs Services Referrals Shelter Stays Entire Service History

Previous Services

Select Dates Start Date End Date
Select: v I of I o8
Service Start Date Service End Date Provider of Service 220 e
Provided
,‘ . 08/09/2023 08/09/2023 The Planning Council Level One Yes
# B 071172023 07/11/2023 Virginia Beach System Yes
' Add Service Add Multiple Services Showing 1-2 of 2

Back to Dashboard
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Recording a Referral
Click on the Service Transactions and click Add Referrals.

Client - (2866) Client, Fake Female Adult &
B (2866) Client, Fake Female Adult

Release of Information: Ends 08/10/2023 -Switch to Another Household Member- A
Client Information Service Transactions

Service Transaction Dashboard

‘} w‘-;o = '._ﬁ # ’

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

(i) T

View Shelter Stays View Entire Service History

The Add Needs page will be displayed.

¥ Add Neads

¥ Househald Members

o To include Household members for this Service Transaction, click the box beside each name. Only members from the SAME Household may be selected.
[ (79428) Two Parent Family
{2866) Client, Fake Female Adult
0 (227727) Client, Fake Adult Male
[ (58482) Client, Fake Child1
0 (16258) Client, Fake Child 2 (Left Household: 08/08/2023)

Needs Assignment

@ sclectup to 5 Needs

Service Code Quicklist
Domestic Violence Shelters (BH-1800.1500-100) -
Emergency Shelter (BH-1800)

Rental Deposit Assistance (BH-3800.7250)
Rent Payment Assistance (BH-3800.7000)

Transitional Housing/Shelter (BH-8600)

Utility Assistance (BV-8900)

Add Terms &.60 To Search Recull

Referral Provider Quicklist

Provider Add Provider

In the Needs Assignment section, use the Service Code Quicklist box to identify the appropriate Service Code for the
referral. Once you have selected the appropriate Service Code, click “Add Terms”.

Select the appropriate provider from the Referral Provider Quicklist and click “Add Provider”.

Scroll down and locate the Referrals section - click on the checkbox that appears in the middle column under the type of
referral you are creating so that a check appears.

Referrals Send Summary
Referred-To Provider Emergency Shelter Referred Clients
The Planning Council (1) O (2866) Client, Fake Female Adult
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Scroll down and Locate the Selected Needs section — locate Need Status / Outcome / If Not Met, Reason and select
Service Pending from the second drop down list.

Click “Save ALL”

Selected Needs

Need Amount if Financial Need Status / Outcome / If Not Met, Reason Notes
Identified
@  Emergency Shelter (BH-1800) -Select- ~ B
-Select- R
Remove All Needs

SaveNeeds ONLY | SaveAllL | ClearALL

This will take you to the Referrals tab. Additional referrals can be added by clicking the “Add Referral” button.

Service Transactions

ee Service Referrals elter Star Entire Service Hist
Previous Referrals
Select Dates Start Date End Date
et v i ®Bow ., tom® =xn =
Need Date Referred Date Referred To Referral Outcome Need Type Need Status Need Outcome
/‘ i 08/09/2023 08/09/2023 The Planning Council Emergency Shelter Identified
I. i 08/04/2023 08/04/2023 The Planning Council Level One Emergency Sheiter Identified
[ Add Referral | Showing 1-20f 2

Resources

The Resources module is a provider database that contains a list of service providers in the area. It can be used to locate
agencies and/or projects based on name, location, and services provided. Resources contains profiles for each
agency/project, allowing you to view information about them.

Click Resources on the navigation pane located on the left-hand side of the HMIS screen. A Provider Search screen will be
displayed.

Ashley Love 2o

. Well Community Services - [ —
Hampton Roads HMIS &, Shadow Mode
The Planning Council Level One £ Back Date Mode

24 Connect To BusinessObjects

ye

9 Last Viewed Resources > Search Type here for Global Search [ (2]

August 09,2023

Y Favorites Provider Search

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

A Home Search Show Advanced Options

Clients
=

R, Calls

Provider Number

B Resources Enter or scan 2 Provider 1D number to laok up that Brovider

(Prwde«m #

Shelters

i Scans

B Reporis

@& Admin

[ Logout
There are several options for searching:
e C(lick “Search” to display all the providers in the system
e Enter search criteria, such as keywords, location or name of agency and click “Search”
e Click “Show Advanced Options” to search by additional criteria
e Enter the Provider ID number if available and click “Submit”

If you do not have a specific Provider ID #, you will be clicking “Search” and then Provider Search Results will appear. Scroll
through the list of Providers or select a letter of the alphabet from the top to narrow the search.
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Provider Search

Search for Praviders by using keywords from the Provider Mame or Description.

Search The Planning Council Level One Show Advanced Options

Provider Number

Enter or scan a Provider 1D number to look up that Provider.

Provider ID # Submit

Provider Search Results
# A B [H D E E G H | J K L M N 4] P Q R s

Name Level Phone Location

@D The Planning Council Level One (301) Level 1 Unknewn Morfalk, V& 23513

Last Updated

03/31/2023

Shaowing 1-1 of 1

Helpful Hint: If you hover the cursor over the providers name, a pop-up window will show a snapshot of

the profile.

Select the provider by clicking on their hyperlinked name. This will take you to the Provider Profile screen.

The Provider Profile contains information about the provider to include the services they provide, where they are located,

eligibility criteria, contact information, and much more (as available).

Click “Exit” to return to your initial search results.

Provider Profile - The Planning Council Level One (Level 1) (#301)

Send Summary

Name: " The Planning Council Level One ' Exit '
AKA
Created: 09/07/2010 3:51 PM by BIS Support on behalf of WellSky (Level 1)
Last Updated: 03/31/2023 &:04 AM by Ashley Love on behalf of The Planning Council Level One (Level 1)
. Q Community Services User: @
Description:
Contact Information Location Information
Provider Telephone Numbers: Mailing: 2551 Efthemn Ave, Suite |
Provider Contacts: Email Contacts Norfolk. V& 23513
Map Address
Contact1: Jordan (Primary) County/Parish: Narfalk City
E-mail: jschaller@theplanningrouncil.org
Contact 2 Rachael
E-mail: rgibson@theplanningzouncil.org
Service Information Additional Information

No Service Information Listed. Area/Geography Served Information

No Area Served Data Available
Mo Geography Served Data Avallable

Handicap Accessible: Mo
Brochures on File: Mo
Call Center. Yes

Shelter Information

Shelter: Ma
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Reports

The Reports module allows you to run preformatted reports that are created by the software vendor, WellSky.

Click on Reports on the navigation pane on the left-hand side of the HMIS screen. The Reports Dashboard will be
displayed.

Certain reports that are required to be submitted to your funders will be located here. For example, this is where you find
the CoC APR, the ESG CAPER, and the PATH Report.

For additional assistance with running Reports, please contact a System Administrator.

Report Dashboard

Provider Reports

4 )
C ] " L] C
Call Record Report Client Served Report FY2023 CoC APR F¥2023 Coordinated Entry APR Daily Unit Report
.
) 4
@ ] C L ]
F2023 Data Quality Framework FY2023 ESG CAPER Meeds Report PATH Referrals
J .
@
Service Transaction
Custom Reports
C 9 ] 9
ReportWriter Hashed HMIS CSV SSVF Data Quality SSVF Export
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Additional Resources

The Hampton Roads HMIS Policy and Procedures contains information surrounding the use and purpose of HMIS, security
and privacy policies, copies of the agency and user agreements, etc. Contact your HMIS Lead Agency or a System
Administrator for more information.

The Data Quality Plan has been formally adopted by each CoC and contains information on the expectations, monitoring,
and evaluation of data quality in HMIS. Contact your HMIS Lead Agency or a System Administrator for more information.

The HUD Exchange HMIS Data Standards web page: https://www.hudexchange.info/resource/3824/hmis-data-dictionary/

This webpage contains the following manuals and resource guides:

e HMIS Data Standards Manual — applicable to all HMIS participating agencies
e Federal Partner Program Manuals —

O

O O O O O O
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