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Introduction

Objectives

The content in this User Data Entry Manual will provide information on basic features of ClientTrack and
guidance on day-to-day data entry.

In this manual, the following information will be reviewed:

e Basic Navigation of ClientTrack

e Entering Client Information and Managing Project Enrollments, including Coordinated Entry
e Basic Reports

e Submitting an Issue Ticket

Disclaimer

This guide does not exhaustively cover all uses and features of Stanislaus County HMIS ClientTrack. For
questions beyond what is included in this guide, please refer to Eccovia University as an additional resource. You
may also reach out to HMIS@stancounty.com if you have additional questions. All screenshots recorded in this

document are comprised of fabricated client data.
Important Information

HMIS Help Desk: If you come across any issues within ClientTrack at any time, please contact the HMIS Help
Desk at HMIS@stancounty.com. Please do not send any client personally identifiable information when emailing

the Help Desk. Please use the ClientTrack Client ID number when emailing the Help Desk, if applicable.

If you do not see an assessment in the workflow that you are expecting to see, please reach out to
HMIS@stancounty.com or submit an issue ticket immediately. There may be issues within the system that need

to be addressed.

Make sure you have a signed HMIS ROI (Release of Information) from the client before entering their
information into HMIS.

HUD HMIS Resources

HMIS Data Standards Resource Page

FY 2024 HMIS Data Dictionary

FY 2024 HMIS Data Standards Manual

HMIS Standard Reporting Terminology Glossary
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Log into ClientTrack

1. Passwords are case sensitive
Never let your internet browser store your login or Password )’( S
3. Remember: Sharing your Username and password is NOT A Qﬁﬂ@ﬁt—gﬁg@
PERMITTED! T

Sign in to Modesto

{ User Name }

Password
Settings X Did you forget your password?
l \/ . . . . .
Stophano Hang If you have access to more than one organization, navigate to Settings when you first
handst@stancounty.com
login. The Organization and Workgroup will appear in the Account Settings section. It
Sign Out
o is critical that you make sure to change to the correct organization prior to entering
data on a client.
—Modesto Users 2020 s
Organization
(CSA) Stanislaus County Community $
Location
CSA


http://www.clienttrack.eccovia.com/login/modesto

Home Dashboard

| Home Dashboard button
Q search < Welcome Stephanie Hand % LB e
& t Stephanie Hand A
| I (csn) Stanisiaus County Community Services Agency oo ® USere 2020 2 /

| Welcome Stephanie Hand *

—Modesto Users 2020 \
J T - b ty Services Agency News
FomT— )11 the menu button
® D Community Services Agency (CSA)
Be o Stanislaus County
w/ Most Recent
L Welcome to ClientTrack
ack
;\ The HMIS System for Stanislaus Community System of Care Collaborative
s N\
. Admini by i County C ity Services Agency (CSA)
> f@ Testing Menu hY
Group { My ClientTrack
> 0 Global HMIS Administrator: Lynnell Fuller (20) 558-3676, Email: Fullly@stancounty.com

Administration

Help Information:
Use the Help Topics link or contact the HMIS Administrator.

My Case Assignments =

Client Name 13 Begin Date End Date Program

Home Dashboard: This is your “Home Workspace” as a user. Here you can view information specific to you like
your user configuration, case assignments and current program enrollments. Select User Dashboard to return to
the screen shown above.

Settings: This will have your initials in a circle. Use this to switch organizations or workgroups, change your
theme, or clear your preferences. It is important you ensure you are in the right organization before editing any
data.

My ClientTrack: This will be where you can view the Coordinated Entry by Name List (BNL), change your
passwords, view your paused operations, add quick services to multiple clients, and view any submitted issue

tickets.

Toggle Menu Button: Use this if you are unable to see explanations for icons or would like to collapse the menu.



Client Dashboard Options

Q search < Jasper King's Dashboar % 28 e

(csA) stanislaus Jasper
County Community 8/15/1
Services Agency

Client Dashboard Options

JaSperKing's Uashboard

Modesto Users 2020
Jasper King's Information =

Q Find Client

(D Client Dashboard

2 intake STANISLAUS TEST

Name:  King Jasper James il BirthDate:  8/15/1961 Age 62

Gender:  Man (Boy. if child)

ClientID: 53033 Race:  Asian or Asian American, Black, African American, or African

Jasper's Enrollments =

1result found,

Active
Enroliment Household Project StartDate  HousingMove-In  Project ExitDate  Case  EnrollD  Days Last Program
Description Members  Household Type Date 1 [} Enrolled Exit Destination Organization Assessed  Type

v Active
~ Emergency Shetter - Entry Exit

.. CSATEST 1 Household without 081142024 94515 137637 0
Es Children

nislaus County Community 81412024 0

Jasper's Services =z

No records found.

e eentck ccain comMainpase sspininetope DatelZ Service Units $Total Oraanization Service Creation Time

Find Client: You should ALWAYS conduct a search for the client prior to entering a client into the system,
remembering the “Less is best” mentality. Start with last 4 or SSN and then search again using ONLY the first few
letters of the first/last name and not rely solely on the social security number or birth date, as those elements
have a higher rate of missing or inaccurate data. Another option for searching is to search different spellings of
the client’s name and remember to search for nicknames such as “Joe” in addition to “Joseph”.

Client Dashboard: This is your “Client Workspace” as a user. Here you can view information specific to clients
such as their current and past enrollments from your organization, demographics, and assessments.

Intake: Use this to start the workflow for all enrollments regardless of the funding source (CoC, ESG, RRH, HP,
SSVF, RHY, and PATH). Once selected, it will ask if you would like to use the current client listed on your

dashboard or a new client.

Profile: Use this drop-down menu to update client demographics using edit client, add a case note, update a
current living situation, and more.

Common Assessments: Use this drop-down menu to access some common assessments collected in
enrollments including, Domestic Violence, Barriers, Universal Data, Financial, and more.

Other Assessments: Use this drop-down menu to access assessments such as Housing Assessment disposition at
Exit, Well-Being Assessment, and more.

Enrollment and Services: Use this drop-down menu to access Enrollments, Referrals, Services, Quick Services,
and more.
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RHY Assessments: Use this drop-down menu to access RHY associated assessments including Entry Assessment,
BCP Assessment, Aftercare, and more.

SPDAT Assessments: Use this drop-down menu to access recorded VISPDATSs for the client.

Coordinated Access: Use this drop-down menu to view if the client has been enrolled in Coordinated Entry or

any other organization that participates in HMIS. This tab can be utilized for care coordination, exit destination
information, and other information.

Client Dashboard - Client Record

Q search

(CSA) Stanistaus
County Community
Services Agency

Modesto Users 2020
Q Find Client

(U Client Dashboard

13 Intake

@ Day Center Entry

Client ID

e Bor i £ 2 s o8

Jasper King
8/15/1961

Jasper King's Dashboard

JasperKing’s Information

STANISLAUS TEST

Name:  King, Jasper James Il
Gender

Man (Boy. i child)

lignt D 53033

Jasper's Enroliments

Program Enrollments

Active
Household
Members

Enroliment
Description

Project Start Date  Housing Move-In
Household Type

v Active
 Emergency Shelter - Entry Exit

. CSATEST 1 Household without
Es Children

08/14/2024

Jasper's Services

Services

Date | Service Units

Birth Date.  8/15/1961

Client Demographic Information ‘

Race:  Asian or Asian American, Black. African American, or African

result found.

ProjectExitDate  Case  EnrolliD Days

D Enrolled

94515 137637 0

Na records found.

$Total  Organization

Last

Exit Destination Organization Assessed

(CSA) Stanislaus County Community
Services Agency

81412024

Service Creation Time

% -
%
c
e @
c4
Program
Tvee
0
@

Client ID: ClientTrack’s identifer of each client. This number can be used as an identifier instead of using
Personally Idenfitable Information such as, Client Name, DOB, Age, Gender, or SSN.

Client Demographic Information: Shows the Client Name, DOB, Age, Gender, Ethnicity, and Race.

Program Enrollments: Shows the Enroliment Description (Program you enrolled the client in), How many case

members are enrolled, Project Start Date, Housing Move-In Date (if applicable), Program Exit Date, Case ID,

EnrollID, Number of Days Enrolled, Exit Destination, Organization, Last Assessment Completed, and Program

Type.

Services: Any Referrals or Services provided to the client.

11



Action Button Functions

# Add Household Member A Add Household Member
. Q, Associated Assessments
Q, Associated Assessments e

= Exitthe Enrollment

‘D Missed Annual/Update Assessment

[# Edit Enrollment

[ Edit Enrollment B Edit Project Entry Workflow

I8 Edit Project Entry Workflow I EditExitWorkflow

) = Link Assessments

=» Link Assessments

= Re Enter the Enrollment

1 P - - .

Il Review Entry Assessments B Review Entry Assessments

‘D Update/Annual Assessment Il Review Exit Assessments

Add Household Member: Use this feature if a new household member needs to be added to the household and
enrolled after an enrollment has already been established.

Associated Assessments: This feature will bring up the assessments that have been linked to this
Enrollment. The type of record and Assessment link type can be used to determine how they are linked to these
other records.

Missed Annual/Update Assessment: This feature allows a user to enter a missed Annual/Update Assessment
after a client has been exited from an enrollment. If you have missed a window for an Annual Update, adding a
Missed Annual Assessment will not remove this data quality error. Note: This function will only show after a
client has exited.

Exit Enrollment: To exit a client from enrollment, you will be prompted through the exit workflow, for the client
and all household members if applicable. If you need to only exit one household member, go to the specific
household member’s client record, and conduct the exit workflow without exiting the household.

Edit Enroliment: Only use this function to view all case members associated with enroliment.
Edit Project Entry Workflow: Only use this to correct any data entry errors, as this will change the baseline data.

Edit Exit Workflow: Only use this to correct any data entry errors, as this will change the baseline data. This
includes updating the destination if additional information is gathered. Note: This function will only show after a
client has exited.

Re-Enter the Enrollment: Use this feature to re-enroll a client who was accidentally exited or for Outreach
clients who return prior to 90 days, this option should be used sparingly and is only allowed in certain
circumstances. If you utilize this feature, please reach out to HMIS@stancounty.com so we can remove any
assessments associated with the exit. Note: This function will only show after a client has exited.

Review Entry Assessments: Use this feature to review all the details from the enrollment’s entry assessment.
This includes general details (date, enrollment name, type of assessment, and user who created the assessment)

12


mailto:HMIS@stancounty.com

as well as links to review completed assessments for the enrollment including (RHY and PSH) RHY Entry
Assessment, HMIS Universal Data, HMIS Barriers, Domestic Violence, and Financial.

Review Exit Assessments: Use this feature to review all the details from the enrollment’s exit assessment. This
includes general details (date, enrollment name, type of assessment, and user who created the assessment) as
well as links to review completed assessments for the enrollment including HMIS Universal Data, Housing
Assessment Disposition at Exit, HMIS Barriers, and Financial. Note: This feature will only show when the client
has been exited.

Update/Annual Assessment: Use the Update/Annual Assessment to conduct annual assessments or capture
changes to client’s status since enrollment. You will also use this workflow to update an enrollment with a
Move-In Date (RRH projects) and Engagement Date/PATH Enrolled Status (Street Outreach/PATH projects).
Note: This feature will only show when a client is still enrolled in the project.

Search For a Client

% L8 e
““:S“_'q‘:_"'i‘ Man oy fchid) 22z A®
Client Workspace & Find Client w0 O
below tofindyour clen, To narrow the search, ilin more than one critera. Socel Security Number and Bith Date-are the best felds to narrow your search

It is best practice to use

minimal information to search

for a client (first couple letters

of names, last 4 digits of SSN,

te: =)
DOB).
Sean Client 10 °

First Name Last Name Middie Name ssN Birth Date

wews [ et
ames Ki 611-38-7594 —

.....

Navigate to the Client Workspace.
Select Find Client.

3. Itis best practice to use minimal information to search for a client (remember “less is best”). Once you
enter how you would like to search, select Search. The system will provide you a list of matching names
to the information you have searched.

4. If the correct client does not appear, you can search using another method to ensure the client is not
currently in HMIS.

Enter Client Information and Manage Project Enrollments

Start an Intake

Navigate to the Client Workspace and select Intake.
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Q search < asper King' Dashbosr % 5o

per King

(eSSt Jasperking
- 8/15/1961

Man @Bo.ifchid)  z0)7 a @

Jasper King's Dashboard %
~—_ - ;
1 Client Workspace

STANISLAUS TEST

N\
N Name:  King. Jasper James il BirthDate:  8/15/1961 Age &2
Intake

Gender  Man (Boy.if child)

ClientiD: 53033 Race:  Asian or Asian American, Black. African American, or African

Jasper's Enroliments -

Tresult found.

Active
Enroliment Household Case  EnrollD Days Last Program
Description Members  Household Type Date i © Enroled  Exit Destination Organization Assessed  Type

v A
 Emergency Sheltor - Entry Exit

. CSATEST 1 Househoid without 08142024 04515 137637 0 (CSA) Stanislaus County Community 14204 0
Es Children Services Agency

Jasper's Services =

No records found.

entacaccoisomMnPagespiioe-tops Dateli Service Units o $Total_Organization Service Creation Time

Select the appropriate option to continue with the Intake.

Jasper King .
I(g‘;azkze/fgggq) NI i Man (Boy.ifchild)  £z)2 fa

® Add or Edit

Q Basic Client

Information

O Family Members Use Current Client if their name is in the header

O Program Enroliment

Il Pause X Cancel

Use Add a New Client if they were not found
through search

+ Add a new client

Add or Edit

Do you want to add a new client or use the selected client?

[:,f Use the current client

Select Another Client to find another client Q, selectanother client

If you select Add a New Client. You will be prompted to enter First Name, Last Name, Social Security Number,
and Birthdate. The system will provide an additional warning if it detects any potential duplicates. Verify your
client’s information does not match an existing client. If the name does not match, select Next. If the correct
client appears, select the name of the client.
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Q search

(CSA) Stanislaus
County Community
se

\gency

—Modesto Users 2020

Q Find Client
D Client Dashboard
13 Intake

@ Day Center Entry

o
> & Profile
>3 Common

Assessments
> [J Other Assessments

> (3 Enrollment and
Services

> [ RHY Assessments

> 03 SPDAT
Assessments

>4 Coordinated Access
(Read-Only)

Intake 2024 Sl o a8 ¢
(2322/1B589)
— Client Information

Information

Please address the following:

« Please review the list below for potential duplicates. Click Next f this is not a duplicate.

%anm

@ | Check for potential duplicates! ‘

O Family Members
Search Existing Clients @
O Program Enroliment
1 in adding a new cient is o search e
10 potential matches,
MPase  XCancel

‘ecords for possi

utts will display below.
ick Next again to continue to Step 2 in adding a

esto y. Enter partal identifying information on the client, and then elick Nex! to search from existing client records.

4l be taken directly to Step 2.

n acourate m: rs, select and open that existing client record by dlicking on that row,

ew client record

FirstName:  Jasper

LastName:  King

Social Security Number: b H

First Name

Jasper

Workflow To Add a New Client

Last Name

King

Birth Date: ]

“result found
Social Security Number Birth Date

439-15-3233 08/15/1961

Adding a new client in HMIS requires Basic Client Information to be recorded.

Q search

(CSA) Stanislaus
County Community

Services Agency

_Modesto Users 2020

Q Find Client
{0 Client Dashboard
13 Intake

@ Day CenterEntry

> & Profile

>3 Common
sments

> [3 Other Assessments

>[3 Enroliment and
Services

> [ RHY Assessments

> 03 SPDAT
Assessments
> @\ Coordinated

(Read-Only)

Ja Dashboard / Client Information

Jasper King
8/15/1961

53033 IS8
Client Information

Basic Client Information @

%QE@

Complete the client's identifying information. Name and social security number have associated data quality fields. Data quality fields are used to indicate the reason full information wasn't collected. Name and social security number data quality fields allow
users to indicate when a client doesn't know or refuses to provide information. If the required datais collected then ClientTrack automatically records that full data quality was met.

First Name:*

Last Name: *

Middle Name:

Suffix

Name Quality:*

Social Security Number:

Basic Client Demographics

Birth Date: *

Client Age:

Date of Birth Quality: *

Race and Ethnicity: *

Additional Race and Ethnicity Detail

Jasper
King

James

"

Full name reported

-3 O

439 - 15

08/15/1961

63

Approximate or Partial DOB Reported
(O Full DOB Reported

Client doesn't know

Glient prefers not to answer

Data not collected

American Indian, Alaska Native, o Indigenous ()

First Name, Middle, and Last Names: Do not add nicknames (this can be recorded in the Alias History section).
Use Basic English Grammar; do not use all lower- or upper-case letters. Do not add special characters such as

qguotes or hyphens because it causes problems when searching the client. Include middle names or middle
initials as it helps identify possible duplicates in the system.
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Social Security Number (SSN): If the client doesn’t know or refuses to provide their SSN, DO NOT enter a fake
social security number. Select the data quality option that best reflects the client’s response and leave the area
blank where numbers would have been entered. SSNs that do not adhere to Security Administration Rules will
cause data quality errors.

Date of Birth (DOB): If the client cannot remember their birth year, it may be estimated by asking the person's
age and calculating the approximate year of birth. If a client cannot remember the month or day of birth, record
an approximate date of '01' for month and '01' for day. For ‘DOB Data Quality’, select "Approximate or partial
DOB reported.” If a client is not able to estimate their age within one year of their actual age, select “Client
doesn't know”. If the client can provide their birth year but declines to provide their day of birth and month,
record an approximate date as indicated above and indicate that the response is "Approximate or partial DOB
reported"

Race and Ethnicity: Record the self-identified race(s) and ethnicity, if applicable, of each client served.

Additional Race and Ethnicity Detail: This element is an open text box field for clients to report any additional
race or ethnicity information they wish to share. For example, a person may identify as “Hispanic/Latina/e/o0”
based on the response options provided, but more specifically identifies as Puerto Rican.

Q search < Client Information % 28 e
( laus I

Jasper King

8/15/1961 53033

Client Information <8

er.+  Woman (Gir, if child)

209-401-5006

Message Phone:  209-654-1988

Family Information

Use this section to collect data about a client's family. The Family search field allows you to search for and select an existing family account. This is appropriate when adding a family member to an existing family

Family:  King, Jasper - 1961 o
Relationship to Head of Household:*  Self v 0

BeginDate: | o/26/2024 [ |

[s]

Gender: Record the self-reported gender(s) of each client served.
Veteran Status: Select the appropriate response as reported by the client, required for 18 years or older.

Veteran Assistance Verification: This field is unable to be edited by the user, however, can help provide verified
information on whether the client is eligible for Veteran Assistance.

Pregnancy Status: This element will only appear if the gender selected is Woman (Girl, if child). This element
must be selected for RHY funded Projects.
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Mailing Address and Contact Information: This information can be utilized by other agencies to contact clients
who may be eligible for other services. It is important to update their information.

Relationship to Head of Household: When entering the first client in the household, the system will default to
“Self”. It is imperative this information is entered correctly for ALL household members. Otherwise, your reports
will not accurately reflect the clients and household make-up. There can only be one Self in each household.

Begin Date: Change to the date that is on the new signed ROI from the client for enrollment.

Add Household Members

You may need to add additional household members to an enrollment. Once you complete or check the Basic
Client Information screen on your enrollment, you will move to the Family Members screen. On this screen, you
can add additional household members. Note: This screen will only allow you to add the household member and
does not attach household members to an enroliment. This will be completed on the next screen, Program
Enrollment.

Select the check box next to the empty text boxes under the last listed household member. Insert all relevant
information to the new household member. Note: Make sure you scroll all the way to the right to add all the
information. Note: Gender and Race/Ethnicity have three dots to indicate missing information. Select the three
dots to record each category.

Q search < % 08w

Intake 2024 : ; e &l
(2322/1B889) © 53033
- Family Members .

Make sure to scroll over to Select the three dots to
complete all information complete this information

= e

The system will automatically conduct a search for the new household member after you enter the first and last
name. If the new household member is already in the system, click on the appropriate name in the search list
that appears in the new window to attach the existing client record to the household. If the household member
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is a new client, click on Cancel in the search window and proceed entering the new household member’s
information.

Search

Find Client

Use

best fields

FirstName:  Ann
LastName:  Perez

Middle Name:

Full Name (Last, First)
ocial Security Number
Birth Date;

MM/DD/YYYY | B

Scan Client ID; o

1result found.

Middle Name ssN Birth Date

12/08/2008

ulieanne 607-43-5186

Once all information is completed, select Save & Close. If you receive an error message, you will see an
exclamation mark next to the row that requires your attention. Hover over the exclamation mark to view the
issue(s).

Clonts % om e

Jasper King CiientiD

Eg‘;ﬁgﬁgﬂ T N
OamEs Family Members N
information

® Family Members. it set that require

O Program Enroliment

The selected client's family dd to this family or add new clients to the database and associate them with this family.

Existing Enroliment

If you need to add a household member to an enrollment, you will begin on the Head of Household’s Client

Dashboard and select the action button. Select Add Household Member.

Pause  XCance
L s important to note that family members are the peaple who the client s related to. Family st always the fient's household. According to HUD“[a] househald e individual or a group o " a continuum proj
and unit o, are not - (Data Manual)
enrol.
G,) 2resuits found (+2).
First Middie Last Birth Date Gender
>3 Enroliment and Name® Name Name® Suffix Name Quality* Birth Date" 1% Age Quality* Please Specify SSN.
Services
> [3 RHY Assessments Man
1 (oy.
v - James. Kin w il name reporte 08/15/1961 63 4l DOB Reportes 439
p—— Jasper 9 Full ported s & Full DOB Reported b
child)
(Read-Oniy) Man
8oy
Michael  Lopezking Fullname reported osnsmo @] ss Full DOB Reported e on
chic)
1 K]
Pert a| Full name reported 0V15/2023 | @ | [ Full DOBReported
Q| - SELECT mwoorvvvy [ @ | wa - SELECT -



Q search <

s%033 ° ®

Jasper King's Dashboard

Jasper King's infarmation

13 s STANISLAUS TEST

&o
Mame  irg
2
PAT Gender
=]

Chiant i0

Jasper's Enroliment
> [ 5
Envolment Active Hourshold
3 4 Canrdinatan Acos Bescrption Housshold T Profect Stact Date |
ROty
v Aati
 Emergency Shefter - Entry Exit
? CSATESTES 1 tousshokd witad Chidren oA1a024
0 Assmisbat i aamiota
W Exittha L ¢
S @ Edt Enrcam
8
> i
T
9 tou Servics
W o i
[ ‘ Sheiter Mignn

Add Family
Member

53033

& Rview Famity
Mambers

e X Canae

+
First Middia Last
Nama* Nama Name*
e Jemes ir
Michavl .

Enter or search for a client to add to the household
head of household.

Birth Datn

Housineg Move-in Date  Project Bxit Date 1]

Uty S Total  Organization

100 000

existing client.

Select the magnified glass to search for an

Birtn Data” 2

CoseiD oDl CwysErvcied  Exit Destination

83

*
2 -
Agw
2 -
rgurasation Last hssised  Program Type
CSA) Stavalaus Couety C w120
F =

Service Craation Time

/224 2 18P

. Remember to scroll to the right to add a relationship to the

d o appily tog

Birth Dato Gandor®

Quatny* o Pasase Spacify ssw
0B )
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Once you save and close, you will go to the Enrollment Screen. Add this individual to the current enroliment and
select Save.

: %o
Add Family U wem) O
Sdoenbar LT 53033
— HUD Program Enroliment o
Membe
@ Enreiiment

s @
ar ’ e f
A
Project Relstionship to
Name Gander Agm Start Date Exit Date Case Managar @ Haad of Housahokt
King. Jasper Jemes M (Bay. # enil) a8 a0 | @ harie Hand q
Lapaz King. Jesus Michas! Man (Boy. i chikg) 3 s2024 | @ Stephans Q : P! o

1

Family Members listed without a grey check

mark will NOT be enrolled in the project

Once you Save, the Entry Project Workflow will appear for the added Household Member. Complete all
information to enroll this individual.
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Q search < clnt % IS

Add Family JesusLopezKiNg  \an (Boy. i ohil) s @
e ¥ 5/15/1991 53376
Universal Data Assessment (FY24) <@

© Review Family

Modesto Users 2020 Members
@ Enroliment n belc d to the selected clie s and other relevant information. Note: IS¢ e Data Dictionary, the Default Last Assessment button will not bring in any 3.917 data. Changing
ind Clen any up o ng enrollments may affect or break the logic for 3917, 3917 may not always show ed be ed ing required data inks
Q Find Client % Lopez King, Jesus ° v o v v 9
o board Michael Default Client’s Last Assessment [
@ Entry Assessments
Assessment Dater* | 08/14/2024 | 8 |
© Day CenterEntry —
WPause xCancel et hss .
> & Profie Ass ety o

>3 common r:* | Stephanie Hand Q
Asses: —

Program:  CSATESTES

Disabling Condition:* | Yes

Services
> 03 RHY Assessments Living Situation

> [ SPOAT Identify the type of residence and length of stay at that residence just prior to (i., the night before) program admission.

Prior Liv * Hospital or other residential non-psychiatric medical facility -0

Length o stay in p * Twotosixnights
Approximate date this episode of homelessness startect* | 08/01/2024 | & | @

Regardiess of where they stayed last night—Number of times the client has been on the streets,* | One time
in ES, or SHin the past three years including today:

Total number of months homeless on the street, in ES, or SH in the past three years:*  One month (this time is the first month) v

for the olient.

Default Last Insurance Status

ther or not the clier

* Yes

Project Enroliment

ClientTrack will prompt you through the workflow to collect all the required HUD (or other Partner agency) data
elements for your specific project. Please note that all fields with an asterisk are required data fields and you will
not be able to proceed in the workflow until all the required information is completed.

Select the drop-down menu to select your project. Note: You will only see the options in the drop-down list that
your organization has access to or what programs they are set up for. If you do not find your program option
when enrolling a client, cancel your workflow and contact HMIS. DO NOT continue. If your project is listed,

select the project, and select Save.
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Q search <

% 08w
Intake 2024 deperking o By ifohid) a8 o

(2322/18589) Y Ba0zs

HUD Program Enrollment

_Modesto Users 2020

Selact the Project you are enroling the client into.

Q Findo ClontTrack willdisplay a st ofchientsn the clent's famil.
Please select all the clients you are enroling.
I Gient Dashboare
> Ganes The Project Start Date i
T Intaia + For Street Outreach projects - it is the date of first contact with the client.
© ooyce + For Emergency Shelters— i the night the client frst stayed inthe shefter for 10 exit Night by night shelers, which use-a bed-night tracking method will have @ project sart date and will allow llents to fe-enter as nesessary
with g and restarting’ forsach stayfor a specified period
- For Safe Havens and Transtional Housing -t i the date the client maves intothe residentia poject L. frst night n residenos)
“ & Profie + Foralltypos of incluting the date following 3pol # he cliontwas admitted inta the project.To ba sdmitted indicstas the following factors have ben mot
1. nformatian provided by the client o fram the refrralindicates they meet the criteia for admission (for exampleit isroquired the client
ot maynot yet have

ks e Somt polss o s s A
et rdaind e ek i

3 client is able. v through the project. The the project has a
PR If you do not find e s

or types of Service projects including but not limited to: services only, day shelter,

e

ste, site-based, scattered-site subsidy) or expects to have one in a reasanably short amount o

D pddress your project,

History

Y e )
cancel your

Sy Select your
workflow and _I Y
e — 5
o2t Emergancy Shlts roject and Save
contact HMIS! Sl S st sn proj

CHS Hutton RHY BCP
‘GHS Low Barrier Youth Shelte
CHSS BHRS

V ES VOUCHERS

Care CalAIMES

st Hospitalization CalAM ES
(GM Men's Emergency Shelter

MGM Safe Sleeping ARPA

MGM SF Units

Osave

Select the box on the left for each household member you wish to enroll in the project selected on the previous

page. Note: The Project Start Date will default to the current date. Make sure you change the date if their
Project Start Date is not the current date. Select Save when finished.

% LB e
Intake 2024 Tt &

(2322/18589) o it Man (Boy. ifehid) gz 7g s B
Basic Client HUD Program Enroliment
Information

Family Members Select the Project you are enrolling the elient into.

o I ClientTrack will display a list of clients in the client's family.
FOOEAM RNosmien Please select all the clients you are enralling.

The Project Start Date is:

+ For Street Outreach projects it is the date of first contact with the client.

For Emergency Shelters - it is the night the client first stayed in the shelter for the consecutive shelter period from entry to exit. Night by night shelters, which use a bed-night tracking method will have a project start date and will allow clients to re-enter as necessary
thout “exiting and restarting” for each stay for a specified period.

For Safe Havens and Transitional Housing - it is the date the client moves into the residential project (ie. first night in residence).
+ For all types of Permanent Housing, including Rapid Re-Hot
1 information provided by the client

itis the date following application that the client was admitted into the project. To be admitted indicates the following factors have been met:
from the referca) indicat

Mark the ChECk boxes for roject, The expectation is the project has a housing opening (an-site, site-based, scattered-site subsidy) o expects to have one in a reasonably short amount of time
the household members you o ’ o g with the projectand generally

s they meet the criteria for admission (for example if chranic homelessness is required the client indicates they have a serious disability-and have been homeless long enough to qualify - though ail
y p q g enoughtto  qualify - thoug!

would like to enroll in your

Project:"  CES Coordinated Access -0

project.

al"Ahousehold is a single individual or a group

ons who apply together to a continuum project for assistance and wha live together in one dwelling urit {or. for persans wha are not housed. who would live together inone

Project

Relationship to
Name Gender Age Start Date Exit Date Case Manager @ Head of Household*
King. Jasper James Iil Man (Boy. if child) 63 10/24/2024 | @ Stephanie Hand Q Self - b}
Lopez King. Jesus Michael Man (Boy. if child) 33 M, vl g Q -- SELECT - v

The project start date will always auto-
populate as today’s date. If the enrollment
was on a different date, it is important this is
changed to the information date.
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The Universal Data Assessment information is related to a client’s housing status and helps calculate their

chronicity of homelessness.

Universal Data Assessment (FY24)

related to the se v, the Default Last Assessment
sting enrollments r
8/14/2024 | M@
33
Entry -
As Stephanie Hand Q
Program:  CSATESTES v
Disabling Condition:*  es -
Living Situation
dentify the type of residence and length of stay at that residence just prior to (i.e., the night before) program admission.
Prior Living Situation:*  Hospital or other residential non-psychiatric medical facility o |
Length of stay in prior living situation:*  Two to six nights v
Approximate date this episode of homelessness started:*  08/01/2024 |t | @

One time i

0One month (this time is the first month)

Date: Will default to the date of entry and will need to be changed if the information date is different.

Disabling Condition: There is only one recorded disabling condition per enrollment. The answer should always

reflect the most current disabling condition available.

Enrollment CoC: This element will auto populate to CA-510 Turlock/Modesto/Stanislaus County CoC.

Prior Living Situation: This section has conditional questions depending on the project the client is entering, and

the responses provided.

Record the client’s health insurance status. Note: if you mark Yes to Covered by Health Insurance, you need to

have a type of health insurance recorded. More than one health insurance may be selected.
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Health Insurance

Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.
Default Last Insurance Status.
Covered by Health Insurance: Yes A

Selecting

the bOX [~ ] Type Status Reason No @ Other Coverage

will auto ,
Private Pay Health Insurance No v SELECT v P2

select No
Medicare No v SELECT v =

for every

response Medicaid No v SELECT v 2)
State Children's Health Insurance Program S-CHIP No v SELECT v 2
Veteran's Administration (VA) Medical Services No v SELECT ~ =)
Employer-Provided Health No ~ SELECT ~ )]
Health Insurance obtained through COBRA No A SELECT v =)
Other Public No v SELECT v k2
State Funded Insurance for Adults (Medical) Yes v b

Record each individual barrier for the client. The client’s last assessment may be displayed as a default. If the
client has recorded barriers, select Yes from the drop-down menu for the recorded barrier. Note: For
Developmental Disability and HIV/AIDS, there will not be a drop-down for “Condition is Indefinite” as this is not
a required field per the HMIS Data Standards.

Keep in mind, if the client has a barrier which is Indefinite, they must have a disabling condition marked yes.
The disabling condition cannot be edited on this screen. Complete the entire workflow before returning to
Edit Project Workflow to correct the issue.

Barriers % 0 B O W B8

s form to dentify whether a client has each individual barrier or not. The Clients last assessment is displayed as a default. You may, optionally, click Previous Barriers Detail to view information about the defaulted records or click View Barrier History to review all previous barriers.

+ View Barrier History

Selecting the box will auto select

An explanation can be
entered but is not

No for every response

Identified Date:*  08/14/2024

ois: » required
Barrior Gondition’s
Barrer Help  Presentr” Indefinte Explanation Previous Barier Details
24 Alcohol Use Disorder @ Na N 2
@ Chronic Health Goncition ® o . | Ifabarrieris indefinite, 3
= Devsiopmenta Disabity - B disabling condition must be 5
marked Yes
@ Drug Use Disorder ® Ne . o
® HIV/AIDS (G} No v o
73 Mental Health Disorder ® ves . ves . SRR o5
] Physical Disability ® Na - Previous Barrier )
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Record the client’s response to domestic violence experience. Note: If domestic violence is reported and you

select Yes for Domestic Violence Experience, you will be prompted for more information. Domestic violence

service providers, like Healthy Alternative to Violent Environment (HAVEN), are prohibited from entering client

data into HMIS.

Domestic Violence Assessment

If the client is a survivor of domestic violence, select Yes for Survivor of Domestic Violence, and select when the experience occurred

The questions will auto

populate if Yes is selected.

Assessment Date: ™

Survivor of Domestic Violence: *

When Experience Occurred: *

Currently Fleeing: *

Assessment Active
08/14/2024 =)
Q Yes
No
Client Doesn't Know
Client prefers not to answer

Data Not Collected
Within the past three months v

Yes v

Record the client’s monthly income. When the client does not know the exact amount, you can help the client

estimate the amount. Income received by children under 18 years of age, should be entered under the Head of

Household’s Financial Assessment. Note: If Yes is selected for either source of income, an amount must be

entered. If an income is selected by mistake, please contact HMIS to remove the record. You may need to scroll

down on the screen to view Non-Case Benefits from Any Source.

The type of income will only
show if Yes is selected

Dasergtion

No Financial Resources should
not be selected if Yes for
income is selected

NoFinancinl Resourcas.

If selected, an
amount must

Monitly

be recorded! o

A description of the income
can be added but is not
required. Can be used to
describe children’s income
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Complete the required information.

Michael Barker Man (8 # child) A ®
6/21/1955 anBonfelld 53404 .

Translation Assistance Assessment

Select the appropriate translation assistance needed option at the time of assessment. If the client needs translation assistance, record the preferred languages below. Specify other if applicable.
Default Client's Last Assessment [{i]

Assessment Active
Assessment Date:*  10/01/2024 | (&) ‘

Translation Assistance Needed:*  No

- Save - No Changes

Complete the required data elements for the child on the Assessment. You will notice the child’s assessment

does not require as much information as the adult’s assessment. Answer Disabling Condition and Covered by
Health Insurance the same way you would for an adult, then Save.
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Universal Data Assessment (FY24)

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3 917 reflects real time data entry as described in the Data Dictionary. the Default Last Assessment button will not bring in any 3.917 data. CF
enrollments may affect or break the logic for 3.917. 3.917 may not always show as expected because of changed setup data or missing required data links

Assessment Date:*  08/14/2024 IE]

Age at Assessment: 1

Assessment Type:*  Entry e
Assessor:*  Stephanie Hand E]
Program:  CSATESTES v
Disabling Condition:*  No v

Health Insurance|

Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.

Default Last Insurance Status

Covered by Health Insurance:*  Yes v

©  Type Status Reason No @ Other Coverage
Private Pay Health Insurance No v --SELECT-- v )
Medicare No v -- SELECT -- v k)
Medicaid No v --SELECT-- v )
Health Net (Medi-cal) - Adults No v --SELECT-- v )
Health Net (Medi-cal) - Children No v --SELECT-- v 5
Health Plan of San Joaquin (Medi-cal) - Adults No v --SELECT-- v 5)
Health Plan of San Joaquin (Medi-cal) - Children Yes v )
State Children's Health Insurance Program (Medi-cal) No v --SELECT-- v k)

The same rules apply for a child’s Barrier Assessment as an adult’s Barrier Assessment. If no barriers are present
for select the box to mark all options as No, and then Save & Close. If barriers are present, ensure you mark if
the condition is indefinite before saving and closing.

Barriers -

Use this form to identify whether a client has each individual barrier or not. The Clients last assessment is displayed as a default. You may, optionally, click Previous Barriers Detail to view information about the defaulted recards or click View Barrier History to review all previous barriers.

+ View Barrier History.

dentified Date:*  08/14/2024 | 8 |

Screen:  SpecialMeeds v
Disabling Condition:  No S
Barrier Condition is

Barrier |4 Help  Prosent?* Indefinite Explanation Previous Barrier Details.

Alcohol Use Disorder (0] No ~ )
Chronic Heatth Condition @ No v D
Developmental Disability ® No o 5
Drug Use Disorder @ No v kol
HIV/AIDS @ No v B
Mental Health Disorder @ No ~ S
Physical Disability @ No ~ )
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Once all the information is completed, you will see the Finish screen. It is important to select Finish to complete
the workflow.

ezKing

Jesus Lop ) A -
Add Family L nGovifeia) G50 o ® @
Member
Wrase  xCance
You're done!

All required steps ha

Return to the Client’s Dashboard and review the enrollment for accuracy.

Q search < %;:u

Gmberty King enan (Girl, if chilg) &
2022 oman( 53416 °

Kimberly King's Dashboard

Kimberly King's Information =

3 intoke STANISLAUS TEST

Check the Information, Project, Project Start Date, @
and Active Household Members to ensure accuracy S
e
Ym‘m frives / \ CasoD  EoNDI: Doy Evolod  EctDatination PE— Lastascssod  Program Ty
& s RS —— [ T —— vz o

z

oatel Sanvics units STotal Organization Servies Croation Trma.

YOU HAVE COMPLETED YOUR ENROLLMENT!
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Pause Your Workflow

If you need to walk away from your screen and you are in the middle of a workflow, you may “Pause” a
workflow by clicking the pause button located on the left-hand side of your screen. The feature will allow you to
pause your workflow and return to it later. You will receive a notification indicating your workflow has been
paused successfully.

o " @ Sunsous Hom Bvs Bee w " ] e . Stesdorasy. [ Randombame Gen [ 3 *
Intake 2024 ospe kG Bor.if chi) a B o ‘E“n‘.‘,‘
(2322/18589) | 53033 ~ ficat £ d
) HUD Program Enroliment Notification of pause <o
workflow
" Cancel your workflow here
© proos b
= -
For Street Outreach
A
|
|
|
Pause your

workflow here

Project Relationship to
Name Gender Age Start Date Exit Date Case Manager @ Head of Household®

King, Jasper James il Man (Boy. i child) 6 ] a -- SELECT

o]

If you are timed out while in the middle of a workflow, review your paused operations to see if the system saved
your place before completing a new workflow. Please note, if you move past the HUD Program Enrollment
screen, the client will be enrolled in the project. This will result in missing data. If this enrollment shows up on
their dashboard and you made a mistake, please reach out to HMIS.

To resume a paused workflow, navigate to the Home Dashboard and select MyClientTrack to view Paused
Operations. You will be provided three options for each paused workflow. It is important to view and ensure you
resume, restart, or cancel each paused operation to clear up any data quality errors.
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HMIS 2014 Program Data King. 3

HMIS 2014 Program Data

IMIS 2014 Program Data Lopez King, Jesus Michael u125,202412:38 PM

Scan Client u125,2024 611 PM

vy v v v
[Z B I TR

Day Center Entry

NN

‘ Resume H Restart ‘ ‘ Cancel

Unique Project Requirements at Entry

There are variations in data requirements for different project enrollments. In the following section are
screenshots of project enrollments and their unique requirements during the Intake workflow for the following

projects.

Rapid Rehousing Enrollment (RRH) Permanent Supportive Housing (PSH) & Permanent Housing (PH)
Street Outreach (SO)

Supportive Services for Veteran Families Enrollment (SSVF)

Runaway and Homeless Youth Enrollment (RHY)

Projects for Assistance in Transition from Homelessness (PATH) Enroliment

vk wnN e

Rapid Re-Housing (RRH), Permanent Supportive Housing (PSH), & Permanent
Housing (PH) Enroliment
In addition to the previous assessments outlined earlier in this manual, the RRH, PSH, or PH enrollment will
require documentation of a client’s “Date of Move in,” as seen below.

Project Entry Date: Date client/household is admitted into the RRH, PSH, or PH project. You are not required to
enter the date of move-in at entry in the event you do not have a date.

Housing Move-In Date: You should use the date the client takes occupancy of the unit (when the individual
sleeps in the unit). This is not always the same date the lease is signed. If the date of move-in is after the Project
Entry Date, you will complete an Update/Annual Assessment to add the date. If the date matches the Project
Entry Date, enter the date on the Program Enrollment screen.
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Note: The household will remain homeless in the system until a move-in date is recorded. To receive a positive
outcome, a move-in date must be entered before exiting the client or household.

Intake 2024 AT .
(2322/18589) " 53415

o HUD Program Enroliment <e

Man (Boy, if chitd)

Family Members

© Program Envoiment

Project Relationshipto

Name Gender Age. Start Date Exit Date. Case Manager @ Head of Household" Housing Move-in Date
B Armmme Man (Boy. f chil) 5 orsz02s | @) e Har [a] (&) o
Record the move-in date on
the head of household only
©save

Street Outreach

Street Outreach projects will have a Date of Engagement that will be recorded. This date will reflect the date the
client became engaged in project services after one or more contacts with the street outreach project. Note: if a
client is not engaged on the Project Start Date, use Edit Project Entry Workflow to add the Date of Engagement
and any missing data when the client is engaged.

< ® oo
Intake 2024 Michoal Barker o oy, fchik) a B
(@32amsee) T e B ? 53404
HUD Program Enroliment <@
LL i
ot P— ameer
Name. Gender Age ‘Start Date Exit Date Case Manager @ Head of Household® Engagement
[-] Barksr, Michsel John Man (Boy, i hiil] & wovzezs | @ Stephanio Hand Q v a o)
Enter a date of engagement if this
matches the Project Start Date
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Record their Current Living Situation. This may be different than the Prior Living Situation previously recorded.

Q search <

¥ 6/21/1955 53404

Current Living Situation

Current Living Situation Information

Intake 2024 Michae! Berker an (Boy, f chic) a8
(2322/1B589)

Basic Client

Record the Clients Current Living Situation information below, If desired record a contact by chec

Enrollment:*

10/01/2024 - CARE Streot Outreach v

Supportive Services for Veteran Families (SSVF) Enrollment

In addition to the previous assessments outlined earlier in this manual, a SSVF enrollment will need additional
required information upon intake. It is important to make sure the Veteran Status for the head of household is
marked Yes. You can view this information on the Client Information screen.

Q search <

= Intake 2024 Mok Do -
‘ (2322/18589) T 53379

Modesto Users 2020 ® Basic Client Client Information

nformaton

Qi [ " Basic Cli Inform

13 Intake o .

@ ooy

Basic Client Demographics

% 0B @
<« 8
Make sure the client reports
as a Veteran
OFinish
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Add Household Income as a Percentage of AMI and VAMC Station Number.

Q search < % cBe
Cathol es Intake 2024 Multiple-Genders e
Diocese of Stockton (2322/1B589) 53379
R o3 . . Universal Data Assessment (FY24) <o
(D Client
[«
Both are required fields
for SSVF
v o
@ Osave
T

This section will be completed for the head of household of the enrollment. If the exact date of entry or exit is

not known, use January 1 of the year.

Intake 2024 b Multiple-Genders. o B
*
(2322/18589) ’ 23578
. Veteran Information
The Vetaran informat tect dtais abos '

© Branch and Discharge Status.

vk

ment

L A

® Veteran Details

- 201200

xc Please Select Theatrels) of Operation(s)
@ Theatreof perations: wora War
Theatre of Operatons:Vietnam War
Q
a
@ Theatreof perations: roq Operaton g Froedom)
Theatre o Operatons: raq (Operation New Dawn)
Panama, Somalia. Bosnia, Kosovo)
B Theatreof Operations: Korean war

<8
If you do not know the exact full
date of Entry and Exit from Service
use 01/01 and the year
N v )
N v o
p . 5
Ne v 2
N v 2
N ]
2 v o
Ne v 2
Osave
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< : %ﬂ\:m

Intake 2024 Lt
(2322/1B589) T e

SOAR Connection <8

Default Client’s Last Assessment [

tActive

tDate:*

wovezs [5]

S0AR™ Yes v

Complete the entire Homeless Prevention Assessment. The system will automatically total the HP Applicant
points. The user must enter the Grantee Targeting Threshold Score.

Q search < "b 0B e

Intake 2024
(2322/1B589)

Multiple-Genders

o o
5o 53379  ° ©
HP Targeting Criteria e

Ansiwer Ihe SSVF HP Targeling Criter to see the cliens HP applcant otal poins.

‘SSVF Homeless Prevention Assessment

ssessment Active

N El

uired?® © Yes

© Homeless.

Prevention

O emy

Nor
Head of Househald s not. tleaseholder/renter of unit:*  Yes
on:
Head of Household has never been a easeholder/renter o unit:*
oo
Currently at risk of fosing a tenant-based housing subsidy or housing in a subsidized bu © Ove:

Rental Evictions vithin the past 7 years (any acult:*

Note: These are conditional questions, and the second question will change depending on the answer provided
in question one.
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i employed, record the hours worked in the week prior to assessment. and select the tenure cif the client is employed, record the hours worked in the week prior to assessment, and select the tenure of the employr

Default Client's Last Assessment [[i]

Default Client’s Last Assessment [Li]

Assessment Active - Assessment Active
Assessment Date:*  10/01/2024 |7E| Assessment Date:* | 10/01/2024 !j|
Employed?®  No o < Employed?* = Yes v
Type of Employment:* | Full-Time v

Why Not Employed :*  Looking for work ~

Intake 2024
2322/1B589)

Multiple-Genders

Maria Donovan ClientiD
% 0/3UwEs 53379 ¢ 8

Adult Education Assessment <8

working gree atthe Indicate i

Select Highest G Fthe client - above, select

<«

Runaway and Homeless Youth (RHY) Enroliment

In addition to the previous assessments outlined earlier in this manual, a RHY enroliment will need additional
required information upon intake.

This assessment is for Basic Center Program-Emergency Shelter Programs Only. The RHY-BCP status occurs at
the point which eligibility for FYSB has been determined. The status date may be on or after the project entry
date. Note: If no is marked, then you must provide a reason.



Collson Banks
Calisen Banks

Cliontio .
R aramraoos | Woman(Gridchid  Zazos 4 08
: Woman (Gil i child) 2 8 o
A & RHY BCP Status Assessment
RHY BCP Status Assessment
To detormmine the number of homeless persons elgible for FYSEin RHY BCP-funded emergency shelter prosects
homeless g il inRHY gency shelter proi

RHY - BCP - Status

H = 3 juired to be completed before project exit.
oot onc s pcac e for s s T mart s b compietadbor et et Conditional questions .
. T T Date Status Determined:*  10/0/2024 | @
P o depending on eligibility =

Youth i forRHY Senvices:® | Ves .
Youth EigleforRHY Sarices* | Mo . N .
Rasson iy sarvicesar o funded by 80P rant-+ | — SELEC E e
'SELEC
e
Waractims Sea- mevcint Reurifcation Giert Doss Know
R J—— .
Ward of the Criminal Justice System = Immediate Reunification S!Z‘Lnﬂyfp"?\;z?;;c answer
Pt
Colleen Banks ClientiD < Colleen Banks ClientiD
i Woman (Girl. if chilc) o B8 o . ifcni e
212812008 ¢ 53383 wmimoe  emmGAIcNd  gazgy 08

HMIS 2017 Employment Assessment HMIS 2017 Employment Assessment.

Check the appropriate empiayment status at tha time of assessment. If the client is employed.

u prior and 9kt 1 1eNU@ 0T Chack the appropriate empiojmant status at the time of assassmant. Ifihe clent is ampioyed, record the o prior and
L]

s | Conditional questions

Assessmant Active
dssessment e+ t0/ovz02¢ [ / depending on answer Aosossmentonte: wonzon [ ]
Employea®  Yos E srpsoyear [ w0 p
Type of Empioyment* | Ful-Tim 7 — .

Why Not Employed :*
SELECT -

‘Seasonal / sporadic including day 13bor)

Not looking for work

Education Assessment:

Glents % 2B e
Intake 2024 ConcenBakS  oman (G ifchid) gy ag a8
x
(2322/18589) 2212008 Serie
o e ot Child Education Assessment <8
e
@ Family Members Indicate if the child it the time If the child lled,

Ject the type of school and enter the school name. Ifthe chid is not enrolled, enter date of

© Program Enroliment Default Client's Last Assessment
% Colleen Banks

% Now Assessment

© BCP Status Assessment Date:* | 10/01/2024 | @ |

© Barriers / Special Highest Grade Completed:* | 10th Grade
Needs

child Enter. comments.

Assessment Active

o School Status:*  Attending school regularly v
Income

© Employment Comments:

® child Education J
O Health

O RHY Entry
Assessment

O Formerly Ward Of

MPause X Cancel

Health Assessment

If Pregnancy Status is marked Yes, a Pregnancy Due Date must be entered.



¢ omems % oB e

Intake 2024 Colleon BankS  woman (G fchid) ooz o8 o
x
(2322/18589) 2/28/2008 53383
© Basic Client Health Assessment <8
Information
° ¥ appiicabl. e it ¥ due date.

v Colleen Banks

e Now Assossment Assessment Actve
@ BCP Status Assessment Date:*  10/01/2024
© Barriers / Special General Health Status:*  Very Good v
Needs
o Dental Health Status:*  Good J
© Employment Mental HealthStatus:* Foir J
@ Child Education Pregnancy Status:*  Yes v
@ Health Pregnancy Due Date:*
O v Entry
Assessment

O Formerly Ward Of

MPause X Cancel

RHY Entry Assessment

Intake 2024 PSR omnm i) p3ioc 0 @
(2322/1B589)
© Basic Client RHY Entry Assessment (Client WS) <8
Information
© Family Mombers The RHY. used for RHY
@ Program Enroliment
* Colleen Banks, Assessment Active
% New Assessment Assessment Date:*  10/01/2024
© BePStatus Sexual Orientation (R3):  Bisexual ‘e
© Barriers / Special RS - Required for head of household and aduts n
Needs + Runaway Homeless Youth (RHY) funded projects
. i Tool (5RT)
© income .
© Employment.
& cruaeaueess Referral Source (R1):  School e
id Education
R1-Required for head of
© Health
@ RHY Entry
Assessment Gritical Issues (R13)
O Formerly Ward Of Ri5- Rean of
Pause  XCancel Critical lssue
Unemployment - Family member 0;95 ®
o
Mental Heaith Disorder - Family member O o
Physical Disabilty - Family member =R
ONo
Alcohol or Substance Use Disorder - Family member 0‘:5 2
OYes o
No
Incarcerated Parent of Youth Ors o




Intake 2024 Colleen BarkS yoman (G f child) o @
(2322/18589)

* 220208 . ' 53383
System Use <8

Conditional questions
pesessment Active must be answered if Yes

e (8 / is selected for either
question

W ChidWelfare/Foster Care Agency  Yes ¥ Lessthanoneyear v 5 )

System

¥ Juvenile Justice System No - o

Projects for Assistance in Transition from Homelessness (PATH) Enroliment

Make sure you add the Date of Engagement, Date PATH Status Determined, Client became enrolled in PATH,
and if NO, Reason not enrolled in PATH, then click Save Note: You can close this section without Date of
Engagement



Intake 2024 Vanessa Maciel

Cliontin
Woman (Girl. f chid) a o
5 8/yw80 53380
(2322/18589)
© Basic Client HUD Program Enroliment % 0588 e
Information
Q Family
® displaya -
FIOfESm Enrolipont Plaase salcet il the clients you sre enroling
WPause  XCancel Tha Project Start Datais
5 ects - it firstcontact wi
+ For Emergency Shelters - itis the night the client fist stayed in per ight by right shelters. i ject start i i as ithout “exit for
wach stay fora specified periad.
. moves 0. frstaight in residencel.
- Foralltypes of the projeet. o have baon mot:
1 Information provided by oo i aquaity - thougt
boen gatherod
2.The client has indicated they want to be housed in this project
3 The clientfs able i i ito, sito-based i i time
+ For allother typ ice pro} o Iy. day shelts coordinated assessment. health care it ing wi o ice.
Project:*  BHRS PATH Supportive Services v @
Household
Excerpt from tho HMIS Data Standards Manual A household is a single individual o a group of togother for o 1 unit (. For persons who are not housed. in one dwoling unit -
Project Relationship to Date of Date PATH Clentbecame  Ressonnot
Name Gender Age  StartDate ExtDate Case Manager © Head of Household® Engagement Status Determined  enrolledin PATH  enolled in PATH
Maciel. Vanessa  Woman (Gir. if "
b 4 0e/30/202 MM/DDYYYY Staphanie Hand B seif v Mw/pDAYY ww/ooreey [ @] - sELECT=- 5
Chavez. Lostie :'h"l;:;" R ww/oroory [ @ | mmymosnee a|  -seecr-- -

‘ PATH specific fields

SOAR Connection

Vanessa Maciel

ClientlD
e, if chil a o

a0 Woman Gi ifehid)  £zz00) 0 8

SOAR Connection <8

Indicate the Connection with SOAR for the client below
o
Assessment Active
Assessment Date:*  06/30/2024
Connection with SOAR:*  No v

Vanessa Maciel ClientiD .
8/1/1980 Woman (Girl, if child) 53 ® o
Current Living Situation <8

Record the Client: t Li If desired d ] and filling out:

for the contact. Also other services can be recorded.
Information Date:* ~ 06/30/2024

Services v

Current Living Situation Information

Current Living Situation:*

Unsheltered Detail:*  Other unsheltered situation v

Location Detail:

Record Contact:
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Add Services

Currently RRH, SSVF, RHY, and PATH projects are required to enter services into HMIS. However, any project can
track services. After completing an enrollment for a client, you can document services associated with the
project enrollment two ways:

#1 From the Client Dashboard by clicking on the Client’s Services on the bottom of the page.

#2 From the Client Dashboard, navigate to the Enrollment and Services tab and go to Services.

2 1" m‘;" Man (Boy enls)  panas o 0@

Jasper King's Dashboard

Jasper King's Information =

STANISLAUS TEST

CliertID. 53033 Race:  Asian or Asian American. Black. African American. or African

Jasper =
#2

/ 1 resuit found.

Enroliment Active Household
Deseription Members Household Type Project StartDate|:  Housing Move-InDate  ProjectExitDatel!  CaselD EnroliDl: DaysEnrolled Exit Destination Organization LastAssessed  Program Type

 Emergency Shelter - Entry Exit

. CSATESTES 1 Household without Children  08/14/2024 04618 137637 2 (CSA) Stanistaus County Community Services Agency 811412024 o

Jasper’s Services w =

#1 Wo ecords fourd

Date L2 whice Units $Total Organization Service Creatian Time

Select Add New Service. You will attach the service to an enrollment. The Date will Default to the date you are
entering the service, make sure you change if needed. If the enrollment is already closed, you will not see an
option under Enrollment, make sure you change the service date to a date during the active enrollment or you
will get “Option not in the list” and the service won’t be attached or show up on Federal Reports. Tip: Change
the service date first so the active enrollments will accurately show, and you can visually see it is attached. There
are many services in the service tab, however, if your organization would like to add one, please reach out to the
HMIS team.
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[ Search < . % a8

aperKinG  ptan (Boy. i chid) a
arsme D 53033 a

..n| Make sure you scroll
down to view the

Q Find cient

m cienommons | SETViCES UNder your Fami o o
e correct project type. income  Family Income  FamilyMembers Poverty Level % of Poverty
© oy conter entey 525000 $250,00 1 $128500 | 2341%

If you select dollars, enter
an amount below.

¥ | Youcan add more information in the comments
include check numbers for financial services

]|

You can view entered services the same way you add a new service. You are also able to edit a service. If you
need a service deleted, please submit an issue ticket with the service type, the date, and the reason for removal.

Q Search < asper King's Dashbaar %a:c«

(CS4) Stanislaus Jasper King tan (Boy. if child)
Gounty Community orsisen MEEXII 53033 °
Servi %
Jasper King's Dashboard
Jasper King’s Information =z -
Q Fing Client
[0 Ciient Bashboard
13 intake STANISLAUS TEST
© Day Center Entry
Name  King, Jaeper James 11 BirthDate /151981 Age 63

Gender:

Jasper's Enroliments z -
S —
D N ootk Tipe PrcistrOvell  MowkgNROMs  FieiBEDdsll  Gmem EwomDll DomEvoid  Edtowswin PR— R ——
Ny
[P
. csnTesTEs i rosnsareacn] A qUick glance at all entered services | . (Gt S County Commndy Sevceshency @4 0
‘ View/Edit service 2 | -
Date |1 Service Units. $ Total Organization Service Creation Time
- - Shelteriht ™ 5000 (G5 Stariice ooty CommuntySevcesAgercy pr——

Quick Services

Quick Services allows you to record multiple services for a client at the same time.

Navigate to the Client Dashboard and select the Enrollment and Services folder. Select Quick Services.

41



Q search < asper King's Dash %acz.

Jasper king P
e Mm@ G0 4@
S x®
Jasper King's Dashboard
Jasper King's Information =
1 Intak STANISLAUS TEST
" Neme:  King,Dasper James il Birth Daie.  8/15/1961 Age 63
Gendar:  Man Doy, fchild)
ClemtiD: 52032 Roce  Asian o Asion American, Biack Arican American or African
=== Enrollments and Services @
! 1 result found.
Envotment Active Household
Descripton Members  MousehoidType 0 I Caseld  EwoNDI DaysEnoded  ExtDestration Organization Lastssesssd  programType
© retie

v Emergency Shalter - Entry Exit

- v\csmmss 3 Household with Chichen snd Adute 081142024 sasts 7w 1 (€54) Stanislaus County Cammurity Senicas Agency 10082024 o
Quick Services

Jasper's Serviq) @

2 resuits found,

Dato 1 senvico Units S$Total Organization Service Creation Time

z w 0282026 Birth Cantificate 100 5000 (csA

081162024 2180

z ® oar162028 Shelter Night 100 000 (CSA) Stani

Enter the date of the service(s). Note: all recorded services must be recorded on the same date. You are also
unable to add services notes through Quick Services. Select the enrollment you wish to attach the service(s) to.
Select the box next to the service(s) you wish to enter. You may change the unit type, unit, and unit value for
each individual service. Once finished, select Save & Close.

Man (Boy ffcnikt) 22 s 8
Quick Service <8
Uso the Servies Screen st o fite sorvicas available. You may also fiter servicss availablo by Grant and or Pros o8 and verity the Units and Uit Values.

Select the date of the service(s)

Make sure the enrollment is active & attached

Select the arrow to R
\ Sonven 12 Unitype S W

collapse/expand the R
sections > osTHesn©)

S r——

[ ———

> ()50 At ko

v ()50 B Mence 8

J— S sam]| soso

Call Phono Assistance ount v 100 000 $000

/] E
Cutrinoges S 0 s o0
Select the box
[-] Food/ Food Voueher Count - 1.00 $0.00 $0.00

of the

JE— S o0 soo0| o0
service(s) you — [ =
wish to select e so00 000

m ©Save &.Close JINGLES]
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Add Case Notes

To add case notes, navigate to the Client Dashboard and select Profile from the options on the left-hand side of
the screen. Make sure you are on the client’s dashboard in which you would like to record a case note.

Q search r %

Make sure the correct

Cliont Case Notes client’s name appears here -

e Gate [~ ser Grameization Prt

2 Add New Case Note

Select Case Notes from
the Client’s Dashboard

Complete all the required fields to leave a case note. The date will always default to the current date. Make the
adjustments if necessary. The body of the case note will auto-populate the client’s name and Client ID. Selecting
Read Only will allow the user to lock the note, prohibiting anyone other than you from editing the note. You will
be required to enter a service and attach it to an enrollment. Note: This must be an open enrollment. The date
may have to be adjusted for the enroliment to show on the drop-down menu.
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Q Search

53033
Case Note with Services

Entry Diste_ U U

Enter a title for the note —~—

‘ | Type note into this text
@ box

The date will always default to today’s date °

/‘ Locks the note so other users can only view not edit

Record a service to go

h / along with the case note
here. It must be tied to

Enroamare @ Urits OF Mesure” Uit Ve [ Totel ESerSH*

an enrollment!

Once you save the note, you will return to the Case Notes page. From here, you can edit, view, or print your

note. Note: Case notes are restricted to case managers within your organization. No one outside of your

organization can view your case note.

53033

Client Case Notes

= Rugarding uear

AN

View/Edit case notes here

oganaaton Brnt

y,

Select the note(s) you
wish to print and select
Print Selected

wram0aa Cttainast BC Blaphania Hand [CSA) Btanislacs County Cormemunily Sarvicas Marcy
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Add a Current Living Situation (CLS)

Certain projects, including but not limited to Street Outreach and Coordinated Entry, require you to collect and
record a Current Living Situation when you contact a client. The Current Living Situation should reflect where the
client is staying now (at the moment the information was verified). This may match the client’s Prior Living
Situation collected at project start; however, the Current Living Situation is collected over time and may change.

Navigate to the Client’s Profile to update their Current Living Situation

Q, search ¢ % -9 T

" 53033
Jasper King's Dashboard

Jasper King’s Infarmation =

sk STANISLAUS TEST

D
5
Jasper’s Es [
e 1 Update Current Living Situation
Be B Je—
* &x Members. Housshald Type ProjectStartOatel!  HousingMove-inDate  ProjectExitOutel!  CaselD EnromD!! DaysEnvoled  ExitDestination Organization LastAssessed  Program Type
-
i - s
7
o Jasper's S =

Date 1! Service Units $Total Drganization Sarvice Creation Time

. 0a1B2024 Shelter Hight 100 000 (CSA) Stanislaus County Camemnty Servces Agency 0811672024 2:18PM

Select Add a New Current Living Situation in the top right corner of the page. You will be prompted to answer
the questions below. If a Current Living Situation is Temporary, Institutional, or Permanent, you will be asked
additional housing status information. This will determine and verify imminent and at-risk of homelessness
status based on HUD’s definition of homelessness.
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Q search <

sper King

53033 ¢ ©
Current Living Situation

Attach the CLS to an enrollment here. Also
note, the date will auto-populate to today’s
date. Update if the information date is not
today’s date

Q e —
ot Additional questions )
@ el will show if
v & Prof Temporary, T et Living Sttustion:*
e Institutional, or
D e Permanent situations
D Ade R
: are selected
O ca
B
R Current Living
Saustion
= You can also record a contact here
L]
Lo
&
(=R
-
=]

Once completed, you will return to the CLS screen in the previous step. You will be able to see the CLS you
completed as well as and additional CLSs. Note: if you are only able to see your organization’s entered CLSs
(except for Coordinated Entry entries). For Coordinated Entry, if a CLS is not added within 90 days, the

enrollment will be auto exited.

0 Case tote | You can edit a CLS here

=]

i Current Uiving
Situstion

b

Q Search < % ©
Jemprring Lo -
8/18/1961 53033 .
Current Living Situation « 8
o ing S k the Add ew Current Living Situation button at the top of the screer
i
a
= T
& Doy cuiterant Information Date Enroliment Current Living Situation
= o8/19/2024 08/14/2024 - CSATESTES Emergency shelter, inchuding fotel or motel gai for with emergency shefter voucher, Host Home shelter
s
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Add Referrals

Navigate to the Client’s Dashboard and select the Enrollment and Services folder on the left-hand side of the
screen. Then select Referrals. View any recorded submitted referrals on the screen. On the right-hand side of
the screen, select Add New to add a new referral.

Q search < % o8 e

53380
Client Referrals

uuuuuuu

status Service Provider @ Date 11 Incoming Gnmi)

Add a new referral here

........

bl Enrollments and Services and
select Referrals

Change the Referral Date to the date the referral was made, if applicable. Record the Referral Service from the
drop-down list. You can select the magnify glass to search the system for a provider. An enrollment must be
selected to ensure the referral is attached to your reporting. A recorded barrier may also be selected to each
recorded referral.
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Vanessa Maciel CligntiD

‘Woman (Girl,if child) o e

8/1/1980 53380
Referral <8
Ratoral Voucheran nformatin Rolasa Retaraiutcoma
Referral

frmeee “ e S ‘____——I The date will auto populate to the current date

Referral End Date:  MM/DD/YYYY | 8 \0

Referral Service:®  Community Mantal Haalth v

Referral Recipient

Select the agency referral recipient as the Refer to Provider

ot Proviers | Stanstous County Bonaviat [ @ | | Select the magnify glass to search and enter a
provider

Referral Source

Selactthe agency raferral saurca s the Refer from Providar.

e from Provider”  Stanistaus County Behaviora [ Q|
Reforfrom User:  Staphanie Hand al
Lacation:  BHRS ~

Status:®  Referral Made v

Comments
An enrollment must be

selected T

Enroliment:  06/30/2024 - BHRS PATH Supportive Services

Sasncons Nooq/Baries | et e -+ Arecorded barrier can be attached to the
ssociated Neee rrier: lental Health Disarder (06/30/2024) v
referral, if applicable

Search
Find Provider

Locate a providar by using the selection criteria below. To get a list of all praviders. leave tha selection criteria
blank and select search. To change your search, change th selaction criteria and select search.

Provider:  BHRS o
Address:

i Select the
Stote: provider after

Zpcote searching

Provider Type: | Provider

Tresult found.

zp
State  Code

t iy
Hoalth & ] ’
M
Racovery Sarvicas (BHRS) Buiding sty “ﬁ




Selecting the Voucher is Authorized check box will indicate your organization has authorized a voucher for this
service. Selecting the Email Authorized check box will indicate the client has authorized their information to be
released to the selected provider and will send the provider an email regarding the referral.

a Macie

Vaness: . 8
8/1/1980 "o 53380
Referral <8
fora nor and Informa: .
Voucher and Information Release
#your organization has autho forth

Information Release

Ifthe Client has authorized that his/her information can be released to the selected provider, please i

oing s0 will cause an email to be automatically generated and sent to this provider with information regarding the referral.

- Previous » [T | cancel

The Referral Outcome does not have to be completed at the time of recording the referral. This can be edited
later and will be reviewed in the upcoming section.

Vanessa Ma S
8/1/1980 woman (Gir,if chil

)

53380
Referral <8

Referral Outcome

M
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Each recorded referral may be edited for accuracy and/or to add an outcome. Check your program and reporting

requirements for additional referral outcome guidance.

Q Search < %"na

%N azani 2

Client Referrals

Dotarce
‘Status Serv Provider @ Date ! Incoming nmi)
Edit an existing referral
=
b
Yanesso Maclel  \yaman (Gin. if child) s @
8/11980 2 9 53380 L
Referral <8
Vouenor and information Rolease
st
Information Rel
e stact provide pessa ccate th baow, oo utomaticaty goneratadsnd sontto thisp hinformatin regareing th et

Referral Qutcome

Scroll down to the bottom of
the screen to view the

outcome information

02/2024

@ | 1000

- =
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Case Manager Assignments

Case Manager screen shows a history of the client’s case managers. The assigned case manager inside
ClientTrack is the HMIS user assigned to that client’s enrollment in a given program. A client can have multiple
case managers assigned to their enrollment(s). The case manager is automatically assigned to the HMIS user
completing the intake assessment for a client. Note: the assigned case manager must have HMIS access and be
an HMIS user.

View

You can view all of your current assignments. Start on the Home Dashboard. From here you can see your current
Case Assignments. Note: the clients shown here are only clients that have an active case manager assignment
attached to you.

Q search < . % 0B ®

Welcome Stephanie Hand *
Modesto Users 2020

(€SA) Stanislaus County Community Services Agency News

Community Services Agency (CSA)
Stanislaus County

Welcome to ClientTrack

The HMIS System for Stanislaus Community System of Care Collaborative

Administered by Stanislaus County Community Services Agency (CSA)

Contact Information:
Lynnel Fuller (209) 5589525

Help Information
Use the Help Toplcs link or contact

Select the link to view all of your assignments

the

My Case Assignments @ = CumentProgram Enroliments

Clent Mame 1 Bogin Date End Date Program

» Alen, Fayzon 081182028 CES Coordinsted Access.

You can also view it on the client level. Start on the Client’s Dashboard and select the Profile folder on the left-
hand side of the screen.
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Q search < sasper Kiny's Dashboard % LB e
ot Sl ) Man (Boy. if child) 2 B8 1)

8/15/1961 53033

Jasper King's Dashboard *

Jasper King's Information =

STANISLAUS TEST

Wame: King. aapr e i [T e o
1D Card Client 1D 53033 Race:  Asian or Asian American. Black. African. Afric
@ addre
Select Case Managers
S Enroliments -
o —
Desrotn emows . GaselD  EmoBDli DaysEmoled Bt Destnation orgaiaton (TR —
oy
 Emergency Shter ey Ext
csaesres ; Howsehokdvin Chlen i 60142024 sets e (c%) St Couny Commny SevissAgney W2 0
aasper's servis & |

8 resuits found.

Date 12 Senvics units STotal Organization Servica Crestion Time
- 10222024 Bieth Certicate 100 $000(CSA) Stanilaus County Community Services Agency 10282024 1389
@ Photo
z w os3024 Assisting Form Completion 100 000 (CSA) Stanilaus County Community Services Agency 12062024 118N
z ® osz32024 Comnectin 100 5000 (CSA) Stanisaus County Community Services Agency 20672024 1118M
z u 08232024 Connect Banefis C S 100 S000(CSA) Stanisaus County Community Services Agancy 20672024 1118AM
- osz32024 Bieth Cortfcates. 100 500 (CSA) Stanilaus, County Commnity Serices Agency 12062024 11180

Add Case Management Assignment

Select Add Case Assignment on the right-hand side of the screen.

< Case Mansge Assignment %ht‘-m

Saspr g
8/15/1961 53033 e
Case Manager Assignments. %X 68 D W B
o ot istoryf s Cas Maragee ks lo. T i o it aCaso Nanagrasgrman, ik ot gt thorecd.To cd new Cass Manager st i ) R ——
Q rnactont Add a new Case Assignment PO [T
[ Ciient Dashboard
© bayonirEny Atsocktod
' Case Manager. Begin Date 1} Status. End Date Enroliment Enroliments.
(=4 ‘Stephanie Hand 08/14/2024 Active CSATESTES @
(o3 Lynnell Fuller 07/26/2024. Active CCD SSVF HP. @
[ Wally Lugo 08/30/2023 Active WE CARE WINTER SHELTER @
History © Teresa Brockman 08/15/2023 Active CHSS HDAP RRH. @
[ Case Managers
® Farris Geter 09/29/2022 Inactive 09/23/2022 WE CARE WINTER SHELTER (]

O o

&2 Vetoran
Information

Orientation

>3 Common

503 Other

Select the date the case assignment will begin. An end date is not needed if the assignment is indefinite. There
must be an active enrollment. Ensure the status is Active.



Q search <

Sasper King
8/15/1961

Man(Bor.fehid)  gziizg

Case Manager Assignment

Jogin Date. Select the Case Manager s

fted Location and Enrolment fo t

Assignment beginning on:*

There must be an active
enrollment

[ ‘ .

Status:* | Active

D Adre

History

[ CaseManagers
O Cose Note
@ cle

Edit a Case Manager Assignment

and Ending on M4

Q

CSATESTES v

+ End Date and seloct Status - |

M

An end date can be left off if
unknown

Select the edit button next to the case manager assignment you wish to edit.

Sasper King
ars/961

- 24
& ko

@
& wca

D Alas History 24

@

@

Man (80

53033

Case Manager Assignments

Select to Edit [ oo v overorssits cmeboroge sssgmment.cck v

Case Manager

‘Stophanie Hand

Lynnel Fuller

Waly Lugo.

Toresa Brockman

Farris Goter

Toaddanew e er assignmant, click the
S rosults found.

BeginDate ! Status EndDate

08/14/2024 Active

07/26/2024 Active

08/30/2023 Active

08/15/2023 Active

09/29/2022 inactive 092312022

To printa st of the Clients history of assigned case managers, clck Case Managers Report

Envoliment

csaTesTES

CCDSSVEHP

WE CARE WINTER SHELTER

CHSS HDAP RRH

WE CARE WINTER SHELTER

Enter the date the case manager assignment has ended. Mark the status to inactive.

Al Associated
Enroliments

@

]

L]

oo

ose |

00D w8



Q search < . t ;% 20w

¥ 53033

Case Manager Assignment <8

Enter an end date

© Doy Centornt Select Inactive

@
9
kol
£ Case Managers
r}
=]
A

>0 o osae JHE

During Program Enrollment Update & Annual Assessment

During Program Enrollments: Completed to capture changes to the client’s Health Insurance, Income, Domestic
Violence, Barriers, or Move-In Date. For children, you will be asked to update their Health Insurance and
Barriers. This must also be completed for any child who turns 18 during the enrollment. Additional information
will be asked including Prior Living Situation, Veteran Status, and Income.

Annual Assessments: Must be recorded if an individual and/or child has been enrolled in the project for 365
days or more. This must be completed 30 days before or 30 days after the anniversary of the Head of
Household’s project start date. Note: HUD-funded programs and for HUD reporting purposes, the “annual
assessment” is MANDATORY.

Begin on the client’s Dashboard and select the action button on the enrollment you would like to complete the
update.
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Q search < x . % )

ysper King

anme MnEted ggnzg @8

Jasper King's Dashboard *
Jasper King's Information &
Q
1 intake STANISLAUS TEST
PO
Name:  King. Jasper James Birth Date  §/15/1961 Ag 3
a e
SO
. P 8 o G
»D
o
- Jaspers Enraliments v
D
Ervonent ActveHousetod
> Coordinstes Acce Deserton e Housabeld Type Projot StatOnte{  Housingove-inDets  ProfectExtOntelf  CoselD ErvomDl: Doy Ervoted it Destination orgeniation Lot Aasessnd Proganm Type
e
Shwter - Enty i
° CSA TESTES 2 iousehold with en  OBA42024 515 137837 5 (CSA) Stanislaus County Community Services Agency BI42024 L]
Q Assaciated 4 t
I During Program Enrollment Update and Annual )
Ja: @ Edit Enroliment =
s Assessments are both updated here
8 Revien Entey Ause
D Update/A A ent 45 Service Units STotal Organization i
L - Shaharige 10 wm s ity Seices Agency [r———

You see the Enrollment Screen; showing you who is currently in the enrollment. After you select No Changes,
you will be asked to select the type of Assessment. Select the appropriate Assessment. Note: Each assessment
asks different questions. Please ensure you have selected the appropriate Assessment. This screen will only
show if you have never completed an Update Assessment for the client.

Q Search < %. -

Assessment For

Enroliment ¥ 53033
(1263)
a AR Note: if you have more than one individual
I @wwmm/ enrolled in the project, you will be asked if you
: o U would like to complete an assessment for all
’ members of the Household
. u
o
i o ' '
! Type of Assessment
SH 0w

Select the appropriate type of assessment




During Program Enroliment Update

You will complete the following information for a During Program Enrollment Update. Note: You can default to
the client’s last assessment if there has been no change (e.g. the client’s health insurance has not changed since
their last assessment).

Universal Data Assessment:

Jasper King CiientiD
8/15/1961 Man (Boy, if child) 53033 =]
Universal Data Assessment (FY24) X088 6

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3917 reflects real time data entry as described in the Data Dictionary. the Default Last Assessment button will not bringin any 3.917 data. Changing any project setup data with existing
enroliments may affect or break the logic for 3.917. 3917 may not always show as expected because of changed setup data or missing required data links

Defauit Client's Last Assessment [i]
Assessment Date:*  10/28/2024
Age atAssessments 63
Assessment Type:*  During Program Enrollment/Update v

Assessor:*  Stephanie Hand a|

Program:  CSATESTES v

Health Insurance

Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.

Defauit Last Insurance Status

Covered by Health Insurance:* ~ Yes v
Type Status. Reason No @ Other Coverage
Private Pay Health Insurance Yes v o
Medicare No v --SELECT-- v 3
Medicaid No v - SELECT-- v ()
Health Net (Medi-cal) - Adults No v --SELECT-- v o
Health Net (Medi-cal) - Children No v -~ SELECT -- v ko)
Health Plan of San Joaquin (Medi-cal) - Adults. No v -- SELECT -~ v [>)
Health Plan of San Joaquin (Medi-cal) - Children No v ~-- SELECT -- v ko)
's Health No v --SELECT-- v o
Veteran's Health Administration (VHA) No v -- SELECT -- v 2)
Barrier Assessment:
T man (8oy. o) 55053 6 & u
Barriers < 8

Use this farm o fywhether a client has each individusl

ent is displaved a3 a default, You ray, cptionally, click Previous Barriers Detall o view information about the defaulted rec

= ar click View Barrier Mistory o review o greviaus barriers.

ssmant Acti

identified Date:*  $0/28/2024 | & |

Screen: | SpecialMeeds v

Disabling Co s -
Barrior Candition is
Barrier 1% Help  Present? Indiefinite Explanation Previous Barrier Datails

H - . i i
a Chronic Health Condition @ o v 0
[-] Dovelopmental Disabllity @ Vs . « Pravious Barries 9
Drug Use Disorder @ Mo v Previous Barrier )
HIV/AIDS @ Mo v + Previous Barrier o
Mentai Health Disarder @ Yo ~ Yos v + Previous Barrier 2
-] Physical Disability @ Mo v v Previous Barrier o
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Domestic Violence Assessment:

Jaspor King - 0 o

snsmeer Man(Bovitcnia)  cangg a8 O

Domestic Violence Assessment « B8
W the chont is a survivar of damestic vialence, selext Yus for Survivor of Dlomestic Vialence, and select when tho experience cceurred

Assessment Date:*  10/28/2024 | B
Survivor of Damastic Violence:* O Yes.
Ne
CHent Doesrt Knaw
Cient prefers not to answer

Data Nat Collectod

When Experionce Occurred:*  Within the past threo montns v
Currently Flesing:*  No =
|
Income and Sources:
Jusper ki D N
e Manopifoni)  ganay & 8 o
Income and Sources. Non-Cash Benefits + 8

Indicate below the clent's sources of monthly income, non-cash benefits and expenses
Tha folawing instructions are quated from the HMIS Data Manual:

= Wnan a client has imcome. but 5065 N0t know the exact amount, @ Yes™ response shoukd ba recarded for bath the overall income question and the specibc source, and the Income amount shoukd b estimated.

» Incoma received by of 00 benalf of @ Minoe c1 Shold be 1ECOM06d S Part of NOUSENaId NCOME UNJer e Head f HOUSEN0AL Uniess the federal funder in the HMIS Program Specific Manual INStrUCts Otharwise. INCOME Should ba rECordad at the ciient-savel for heads of Rousenoid snd adult Nousehald
members. Projects may choose Lo codect this infarmation for all Rousehald memibers inchuding mince children, as long as this does nat interfere with accurate reporting per funder requirements. Projects colliecting data through chent
of the sources listed rather than asking them 1o state the sources of incoms they receive.

= Income data shouid be recorded anly for sources of i
would be "o~ Asafurther example, if a client’s me
collosted (ie. 26 hours at §12.80 an hour].

erviews should ask cients whether they receive incame from each

oFthe information date (i have not been specifically terminated). As an example, if 8 client’s smployment has been terminated and vt has not yot secured additional emplayment, the response for Earmed income
ocent paycheck was 2 weeks ags from a job in which the client was working ful time for §15.00/hour, but the client is currently working 20 hours par week far §12.00 an haur. record the inceme from the job the client has at the time data are

Assassmant Active

Assassment Date:®  10/28/2024

income from Any Saurce:*  Yes -0
Non-Cash Benefits from Any Saurce:*  Yes ~ 0
Exponses: - SELECT v 0
Income
Monthly
Tree 1t Doscription Amunt
Earmed Income §2.000.00 2
Unemplayment Insurance
Sl Sacurty Insurane:
Supplemental Security income
Social Security Disabilty Incorns
Private Disabity Insurance
Count/Total Manthly Income: 1 52.00000

Save and Close and select Finish to complete the assessment. Note: You must complete assessments for the
entire household and complete the workflow to save the information.
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Annual Assessment

Annual Assessments record different data elements than the During Program Enrollment Update. Once you
select Annual Assessment, begin to enter the information below.

Universal Data Assessment:

Ruby Schuitz ClientiD
DI, Woman (Gir ifchild)  £2449 a8

Universal Data Assessment (FY24) )

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3917 reflects real time data entry as described in the Data Dictionary. the Default Last Assessment button will not bring in any 3917 data. Changing any project setup data with existing
enroliments may affect or break the logic for 3.917. 3917 may not always show as expected because of changed setup data o missing required data inks

Default Client's Last Assessment i}

Assessment Date:*  W/ov202¢ | @ |

Age at Assessment: 37

Assessment Type:* | Annual ®
Assessor:* | Stephanie Hand a]
Program: CSATESTES v

Health Insurance

Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.

Default Last Insurance Status

Covered by Health Insurance:*  Yes v
Type Status® Reason No @ Other Coverage

X Private Pay Health Insurance No v --SELECT-- v

X Medicare No v --sELECT-- v

X Medicaid No v --SELECT-- v

X Health Net (Medi-cal) - Children No v --SELECT-- v

X Health Net (Medi-cal) - Adults No v --SELECT-- v

X Health Plan of San Joaquin (Medi-cal) - Children No v --sELECT-- v

X Health Plan of San Joaquin (Medi-cal) - Aduts Yes v

x v No v --sELECT-- v

X Veteran's Health Administration (VHA) No v --SELECT-- v

T
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Income and Sources:

o0 B 0 ~
Assessment For ey Woman (GO} g4y a8
Enroliment x
(1263) Income and Sources, Non-Cash Benefits <8
Envoliment
sk Schultz. Ruby Sasha Indicate beiow the clients sources of monthly income, non-cash benefits and expenses.
2 Typa ot ¢ 4 from the HMIS Data Manual:

& Annual Assessments

@ Income

information date (ic.
ago from a job in whict

MPase  XCancel ent's mosk recent paychec}

Defautt Last Assessment.

Assessment Active

Assessment Date:*
Income from Any Source:*  No ~0
Non-Cash Benefits from Any Source:*  No. v 0

Expenses: SELECT ~0

Updating Existing Assessment

If you have completed an Update Assessment for the client before, you will first be asked if you would like to a
New Assessment or Edit Existing assessment.

Q search <) cients %n S

asperKing

(€5 Starislous Assessment For Man oy, fonld) e a8
Sounty Communit 8/15/%61 : - 53033

County Communiy Enroliment ®

Servioes Agency (1265)

_Modesto Users 2020 | @ Envolmant

vk King Jasper James

Q Find clent [
D) it Dashboard @ Now or it Existing
Assessment
3 intake
>O Lopez King Jesus
© Doy CentorEntry Michas
>O King, Kimberly
& Profio
& catcient WPause  XCancel
& e
D s History
D Aderess
History

0 CasoManagers

03 casoNotes

[ Cllnt Fies
New or Edit Existing Assessment

forthis Client are you

& current Living

[ edtexisting

& Family History

© information

Release

© information
Release
Exceptions

[ interested

Others
1D Notifcations
@ Proto

22 Votoran
Information
>C3 Common

Assessmants

>0 other
Assessments

>0 Enroliment and



To edit an existing assessment, you will be asked to select the appropriate assessment you wish to edit. Select
the assessment.

Jasper King

q sB e
arpe ManGenifchi) gzt s 8 o
Enroliment

(1263) Find Assessment <8

Assessment For

Assassment

ssssss

Date 17 Trpe Program Assessor Comments

08/19/2024. During Program Enroliment/Update. CsaTESTES Stephanie Hand

You will go through the entire workflow to make the necessary change. Make sure you complete the entire
workflow or this may cause data quality issues.

Update PATH Enrollment Adding Engagement Date or PATH Enrolled

Start on the Client Dashboard and select the action button next to the enroliment you wish to add the
information. Select Update/Annual Assessment.
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Py Woman (Gicl if chilg}

s3zg0 * ®
Vanessa Maciel's Dashboard ®

Vanessa Maciel's Information

@& | -

HE e STANISLAUS TEST

Race:  Hispanic/Latina//o. White

Vanessa's Enroliments

1resuit found

Enotment Active Household
Descrigtion Members  Housshald Type

CaselD EnvoDIi DaysEnvoled Exit Destinstion Organization LastAssessed  Program Type
~ Active

 Services Only

@) BHRS PATH Supportive Services 1 Housshold without Chikren 063012024 sses T BHRS (Stanislaus Counly Bahavioral Health & Recovery Servicss) 63072024 6

Ty
W Dot m

Update/Annual Assessment e
— | P /

$Total Organization Service Creation Time

0}
tpe/chanrack aceovia comMunFage wipeinines 0p8

On the Enrollment screen, you make any changes to the Date of Engagement, Date PATH Status Determined,
and/or Client became enrolled in PATH. You will then continue through the entire workflow. Note: Do not
change the Project Start Date.

Vanessa Maciel

Assessment For

e i 8/1/1580 Woman (Girl, if child) 53380 Qo ]
(1263) HUD Program Enrollment <9
@ Enroliment
Select the Project you are anvoll
M Pause XCancel

The Project Start Dates:
« For Street Outreach projects - it s
+ For Emergency Shelters - tis 1
aach stay for a specified period.

~ For Safe Havens and Transitionai Housing -
= Forail types of Permanent Housing. inciu it isthe date f

tion that the client w

4 indicates the foliowing factors have been met:

1. Information provided by the client or from the referral indicates they meet the criteria for admis:
been gathered

have a serious disabil

y and have been homeless long enough o qualify - though all documentation may not yet have

dicated they want to be housed in this project
ntis able ta ac
= Forall other types of Service

s services and housing thraugh the proj
cts including but not limited to

Update the information and select Save

Household

Excerpt from the.

ie individual or a group of persans who apply together to a continuum project for assistance and who live together in one dwelling ugft (or, or persons wHb are not housed, ltho would ive together in one dweling unit f they were hou:

Profect Reltionshipto Dot DetePATH Chrtigams  Fessomnck
Name Gencer Age  StartDate Exit Date Gase Manager @ Head of Housenold* Engagement StatusDetermined  enrolledinPATH  enolled in PATH
e —
Wack vanessa  omon(GE ) e o [ o
Maria child) | K| L=
-
Chavez, Leslie ¢ 1

- SELECT-- v
child) ELES

o
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View and Edit Master Assessment

A Master Assessment ties several separate, detailed assessments/data elements to a single process at a
particular point in time. Master Assessments are normally created during Workflow. A Master Assessment is
needed to run a HUD APR, so it is important this element is recorded and correct.

Start on the client’s dashboard and select Common Assessments from the left-hand side of the screen. Then
select Master Assessments. View and edit any recorded Master Assessments from this screen.

Q search < % 2B @
o snessa Macie @

53380

Master Assessments <8

i t Dashboard Datel! Program Troe Assessor Comments Assessi |

o 06/30/2024 BHRS PATH Supportive Servicos Entry Stophanio Hand 229927

{ View/edit assessment |

| Master Assessments ‘

You can see the details of the recorded Master Assessment and each detailed assessment attached to the
Master Assessment. Select the assessment you wish to view/edit. To edit the Master Assessment date, select
Edit Assessment on the right-hand side of the screen.
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< essment Statu "'fb N B
Vanessa Maciel

S Woman (Girl. if child]

53380 ° ©
Assessment Status

Details Progress 40f5

8 June 30,2024

8 BHRS PATH Supportive Services
@ entry

& Stephanie Hand

(RHY and PSH) RHY Entry Assessment

HMIS Universal Data

HMIS Barriers

Edit Master
Assessment Date here

Domestic Viclence

0000

Financial

Select appropriate
assessment

Edit Master Assessment dates to clear Data Quality date errors.

53380 * °©

Woman (Gir, if child)

Master Assessment

A Mastor Assessment record ties together a number of separate. detailed assessments/data elements to a

cess. For example. if you are creating an Entry Type Master Assessment. the data elements you record while this assessment is active will be tied to the entry.

Start Ase

sment

RssassmentDates*  08/30/2024 | @
2

Assessmen

Entry v

BHRS PATH Supportive Services v

nents

wenmeaoned - Correct date if below
needed

[ cancel
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Exit Enroliments

When a client has transitioned from your project or is no longer receiving services for any reason, you will exit
the client form your project in ClientTrack If you are exiting an entire household, start from the head of
household client’s Dashboard. If you are only exiting one member from the enrollment, review Exit Only One
Household Member from An Enrollment. Select the Action Button from the enroliment you wish to exit and

select Exit the Enrollment.

Q search < % s B e

prmard Voman(Ge o) gz

Analisa Perez's Dashboard

Analisa Perez's Information w | -

oggo

Bk STANISLAUS TEST

nalisa’s Enrollments. z -

>

Description Members Housenoia Type Project Stat Date. Housing Move-in Date Project Extt Date 11 Coseld  EwomDIl DaysEncoled  ExtDestinstion organization LostAssessed  Program Type

° FP SHELTER Houwsehald with Ghidren and Adults 08192024 94562 13764 74 Family Promise. 32024
o ] Exit Enrollment

-
@
B st Project
3

[
D upastos Servics Craation Time
L]

Enter the Exit Date, Destination, and End Case Assignment. End Case Assignment will remove the client from
your Active Case Assignments located on the User Dashboard. An Exit Reason can be completed, however, it not
a required field.
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< Analisa Perez's Dashboard % 08 ®

HUD Program

Analisa Perez
Woman (Girl if child)

b 53407
(2297/1B582) Enroliment Exit (2024) The date WI" auto populate to <8
@ Exit Enroliment
7o ext the st from the Envoliment enterthe Exit Dt and Destination. the current date
Exit Date:*  11/01/2024 [a]
Case Manager Assgnmant TIPS .
+—oy End Case Assignment
Services

Family Income

No Recent Income
Family Members 2

PovertyLevel  $1703.33

Add any services [ st movins |2
recorded only on the G| --seuser

Enrollment:*  08/19/2024 - FP SHELTER v

date of exit

Displaying 1-200 of 269 results

™|

Service* 11 Unit Type Units* Unit Value* Total
Abatment Count v 100 $0.00 s000
aces count v 100 $0.00 000
~Adult Protective Services Count v 100 s0.00 s000
Ageis Count v 100 5000 5000
Aging & Vet Count v 100 s0.00 5000

000 5000 5000

Check the Assessment Date and ensure it matches your exit date. You may Default the Last Insurance Status if
there are no changes.

Analisa Perez

v Woman (Girl,if child)

53407 ° ©

Universal Data Assessment (FY24) <@

Complete the information below related to the selected client's housing status and other relevant information. Note: Because 3917 refects real time data entry as described in the Data Dictionary, the Default Last Assessment button will not bring in any 3917 data. Changing any project setup d existing

enroliments may affect or break the logic for 3917. 3917 may not always show as expected because of changed setup data or missing required data links

Default Client's Last Assessment [i]

Verify date matches

exit date (&

AgeatAssessment: 33

Assessmant ype:* | Ext o Default status if there

Assessor:*  Stephanie Hand Q

are no changes

Program:  FPSHELTER

Health Insurance

Please indicate whether or not the client is covered by health insurance. If 50, you will be able to record health insurance sources for the client.

Default Last Insurance Status

Covered by Health Insurance:*  No v
Type Status. Reason No @ Other Coverage

Private Pay Health Insurance No v --SELECT-- v

Medicare No v --SELECT-- v

Medicaid No v --SELECT-- v

Health Net (Medi-cal) - Adults No v --SELECT-- v

Health Net (Medi-cal) - Children No v SELECT v

Health Plan of San Joaguin (Medi-cal) - Aduits No v --SELECT-- v

Health Pian of San Joaquin (Medi-cal) - Children No v --SELECT-- v

State Children's Health Insurance Program (Medi-cal)  No v --SELECT-- v

Veteran's Health Administration (VHA) No v --SELECT-- v
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The Barrier Assessment is defaulted from the last assessment. Verify the information for accuracy or changes
before continuing.

HUD Program

Exi

(2297/1B582)

@ Exit Enroliment
v Exit Assessments.

@ Barriers / Special
Needs

O Income

MPause  XCancel

4/30/1991
x

Analisaperez i e
joman (Girl, if chi 52407

Barriers

Use this form to identify whether a client has each individual barrier or not. The Clients last assessment s displayed as a default. You may, optionally, click Previous Barriers Detail to view information about the defaulted records or click View Barrier History to review all previous barriers

+ View Barrier History.

wentteaoate+ | wovzoze [
Scrcen: | SpecialNeeds
isabling Conditon: | Yes .
Barrer Coniton’s
—” Wolp  presentr ndefinite Explanation Provious Barrier Dtalls
Alcohol Use Disorder @ No v Previous Barrier o
Chronic Health Condition @ No v Previous Barrier 0
Developmental Disability ® No v Previous Barrier o
Drug Use Disorder ® Yes . No . Previous Barrier o
HIV/AIDS @ No v Previous Barrier )
(-] Mental Health Disorder ® Yes v Yes v Previous Barrier o
Physical Disability @ No M Previous Barrier =

=

Enter the client’s Income Sources & Non-Cash Benefits. You may Default the Last Assessment if the information
is accurate and up to date.

HUD Program
Exit
(2297/1B582)

© Exit Enroliment
v Exit Assessments

© Barriers / Special
Needs

@ Income

MPause  XCancel

Analisa Perez

joman (Gir. ifchi
4/30/991 K (EREETD

s3a07  ° ©

Income and Sources, Non-Cash Benefits <8

Indicate below the client's sources of monthly income, non-cash benefits and expenses.

The following instructions are quoted from the HMIS Data Manual
+ Whena cient has income, but does not know the exact amount, a “Yes” response should be recorded for both the overallincome question and the specific saurce, and the income amount should be estimated.

Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household, unless the federal funder in the HMIS Program Specific Manual instructs otherwise. Income should be recorded at the client-level for heads of household and adult household
members. Projects may choose to collect this information for all household members including minor children, as long as this does not interfere with accurate reporting per funder requirements. Projects collecting data through client interviews should ask clients whether they receive income from each
of the sources listed rather than asking them to state the sources of income they receive.
Income data should be recorded only for sources of income that are current as of the information date (i. have not been specifically terminated). As an example, if aclient’s employment has been terminated and the client has not yet secured additional employment, the response for Earned income
would be “No” Asa wple, if a client's 2 weeks ago from a job in which the client was working full time for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an hour, record the income from the job the client has at the time data are
collected (ie. 20 hours at $12.00 an hour).

Default Last Assessment

Assessment Active

Assessment Date:* | 11/01/2024 j‘

Income from Any Source:*  Yes. v o
Non-Cash Benefits from Any Source:* | Yes. v e
Expenses: | - SELECT - ve
Income
Monthly
Typelt Description Amount
Eared Income s159680 D
Unemployment Insurance
Social Security Insurance
Supplemental Security Income
Social Security Disabilty Income
Private Disability Insurance
Count/Total Monthly Income: 1 $1596.80

© Save and Close
ine=topSacondaryey=&Primaryiey ==

Select Finish to complete your workflow and exit the client.
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Analisa Perez
Worman (Gil,if child)

4/30/1991 53407

You're done!

All required steps have been completed.

@ Frish
Close the workfiow

Unique Project Requirements at Exit

There are variations in data requirements for different project exits. In the following section are screenshots of

project exits and their unique requirements during the exit workflow for the following projects.

Rapid Rehousing Enrollment (RRH)

Homeless Prevention (HP)

Street Outreach (SO)

Runaway and Homeless Youth Enrollment (RHY)

vk wN e

Projects for Assistance in Transition from Homelessness (PATH) Enroliment
Rapid Re-Housing Exit (RRH)

The Exit Workflow will provide you an opportunity to enter a Move-In Date.

Q search <
EZ?ngram oo Man(Eoy 52415 )
(2297/18582) Enroliment Exit (2024)
@ Exit Enroliment
= Wra x
B
You can capture a missed
Housing Move-In Date here
5000 $000 1 128500 000%
S te:*  10/31/2024 8
o— Untyoe Unt vt
aces
At Prototie Sarvices e

000 5000

s000

5000

000

5000

5000
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Homeless Prevention (HP)

Homeless Prevention projects will have all Universal Exit questions, in addition to the Housing Assessment at
Exit Assessment.

Q search <

oo
HUD Program . o Multle-Genders a2 @

53378

(2297/18582) Housing Assessment
e e

Conditional question
dependent on answer to
first question

|
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Runaway Homeless Youth (RHY) Exit

RHY Exit Assessment

oS Woman Gi. f hil) g;’;‘gz a8
Enrollment Exit (2024)

To exit the client from

enter the Exit.

ExitDate:*  11/01/2024 | B

Destination:*  Staying or living with family. permanent tenure
ExitReason:  -- SELECT-- v
Date of Status Determination:*  10/01/2024 @
Youth Eligible for RHY Services :*  Yes v
Runaway Youth:*  Yes v
Case Manager Assignment: ~ Stephanie Hand @

End Case Assignment:

Services
Family Income:
income  Family Income Family Members
$000  $1500.00 2
Service Date:*  11/01/2024
Grant: - SELECT--
Enroliment:* 10/01/2024 - CHS Hutton RHY BCP v
Displaying 1-200 of 367 results.
Service' 13 Unit Type
# of Family Members in Counseling Count v
Abatment Count v
Abuse Reporting Count. v
Colleen Banks GientiD
H)l(.:D Program e Woman (Gil ifchild)  £z702 L8
(2297/18582) RHY Exit Assessment

© Exit Enroliment

e Use RHY

beusedin
© Barriers / Special
Needs

@ Income Assessment Date:* | 11/01/2024 | @
© Employment

Project Completion Status:*  Completed project
@ Child Education

(R Commercial Sexual Exploitation/Sex Trafficking
@ RHY Exit
t Ever received anything in exchangs for sex (6. money. food, drugs. shelter* | No .0
O Counseling
Assessment
Labor Exploitation)/Trafficking
O safeand
Appropriate Exit
oo Ever afraid f, family, or friends:*  Yes v e
WPause X Cancel pr * No v e
Feltforced, coerced. pressured or ticked into continuing thejob:*  No ‘e
Inthe last 3 months:*  Yes v e

<\ The answers will auto

populate from the entry
assessment if provided

Poverty Level % of Poverty

$1703.33 88.06%

| wext | vast |

Units*

Assessment Active

Unit Value*

5000

s000

s000

50.00
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E)l(J‘tD Program . Srrge . Wemn@efend) grg. o @
(2297/1B582) Counseling Assessment <8
@ Exit Enroliment
Counseling Assessment - to be collected at exit for all adults and heads of household.
-
Assessment Active
© Child Education Pre-Exit
O Health
RHY Exit
Assessment t
@ Counseling v
Assessment
Os:
t
O e Total numb i
Post-Exit
Aplanis in place to start or conti ling after exit:* | Ve
Collean Banks. ClientiD
:)l(,:? Program o 2/20/2008 W fonid)  pz302 L 8
(2297/1B582) Safe and Appropriate Exit <@

© Exit Enroliment

Complete the information below related to the selected client's safe and appropriate exit assessment and other relevant information.

Default Client’s Last Assessment [i]

Ass

- wovore [8]

 Yes .
ve .
Yes .
It .
@ safeand cle h Y
Appropriate Exit
Wpause X Cance

This element is intended to record services provided beyond the period of residential stay that offers continuity
and supportive follow-up to youth served by the program. Aftercare is those entries that are entered after the
date of exit up to 180 days.
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To enter an Aftercare Assessment, go the enrollment action button and select RHY Aftercare. To view any
Aftercare Assessments, go to the Client Dashboard, select the RHY Assessments folder on the left-hand side of
the screen, and then select RHY Aftercare.

53383

Colleen Banks's Dashboard

Colloen Banke's Information I°3

STANISLAUS TEST

To view Aftercare Assessments 2
antoma
- -
piariet oo HouashoTpo Comild  EwelOll DesEwod  Est osiction J—— Lot hmesrod Froganipe
-

‘Servics Creation Time.

To enter an Aftercare Assessment

2
it

Create Aftercare Assessment

7 Banks

olleer
HMIS 2017 Post e

Exit
@ Create Aftercare.
Assessment

Woman (Gl if child) a2 B

53383

Create Aftercare Assessment

Would you like to start a RHY Aftercare Assessment. Selecting Yes
will create a Post-Exit Assessment for Colleen. X N



RHY Aftercare Assessment

Clents

HMIS 2017 Post

Exit

© RHY Aftercare
Assessment

MPause X Cancel

x

Colleen Banks's Dashboard

Colleen Banks

ClientiD
2/28/2008

53383 ° @

Woman (Girl if child)

RHY Aftercare Assessment

Collected RHY funded proj

This must be dated within 180 days after the project exit date.

Information Date*

(Date information was collected):

Aftercare was provided:*

Identify the primary way(s) it was provided: "

Assessment Active
/012024 | @

Yos

Via email/social media

v
Via telephone

/I person: one-on-one

In person: group

%amm

Projects for Assistance in Transition from Homelessness (PATH) Exit

SOAR Connection

HUD Program
Exit
(2297/18582)
@ Exit Enroliment
¥ Exit Assessments.

@ Connection with
S0AR

O Barriers / Special

O income
O Current Living

Situation

Wrause X Cancel

Vanessa Maciel
B/1/1980
z

ChiontiD

53380 ¢ %

Worman (Gl if chid)

SOAR Connection

Indicate the Connection with SOAR for the client below

Assessment Date:*

Cannaction with SOAR: *

Assessment Active

noaoe | @

SELEET

Default status if there
are no changes

72



H:JiD Program N ;j;:;’;ﬂM”CE‘ Woman @i itehid)  zzo )
(2297/1B582) Current Living Situation

@ Exit Enroliment

A Exit Assessments Record the Clients Current Living Situation information below. If desired record a contact by che ecord Contact and filing out the information for the contact. Also other services can be recorded.

@ Connection with © mos/2024 | @
SOAR

06/30/2024 - 11/04/2024 - BHRS PATH Supportive Services v

N

@ Income Current Living Situation Information

@ Current Living
Situation

Is client going to have to leave their current living situation within 14 days:*  No v

WPause  XCancel
Location Detail

Record Contact:

Exit Only One Household Member from Enrollment

For this example, we will use the household of Analisa Perez (head of household) and Adrian Hernandez (son).

Start on the Client Dashboard of the client you wish to exit from the project. Exit the Enrollment as normal. Once

you complete the workflow, the system will ask you if you wish to exit the additional household member from

the enrollment.
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HUD Program Man (Boy. if child) ]

1 53413 °©
(2297/18582)

Exit

3k Poro

@ Do youwant to exit?

WPause X Cancel

Select Yes to exit the household
member enrolled

Do you want to exit?

Do you want to exit Perez, Analisa Linda?

Select No to keep the household
member enrolled

Adran Hornandez

5/22/2022 C s 8
Adrian Hernandez's Dashboard *
Adrian Hernandez's Information Z -
STANISLAUS TEST
tot) ssas Race: Bk, b A, i Hoic il Wil
Head of household is still active in
Adrians Enroliments the project @ -
.
—— sevmmnn
it e f ovsnaston Coeid  EmcmOll CevsEmoied  EutOwstiatin P
-
o sheLTER : - - - e e JE— [ .
Adrian's Services = -

W racrds found.

oatel? Service 3 STotal_Grganization ‘Service Creation Time

The son has been exited from the
project

Submit Support Issues Internally Through ClientTrack

Report Issues

If you are experiencing difficulties logging into HMIS, please email HMIS@stancounty.com.
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mailto:HMIS@stancounty.com

If you are experiencing difficulties while in HMIS, please submit an issue ticket in ClientTrack.

Q search < % 2@

9 53033

Jasper King's Dashboard
=

Jasper Kings Information

2 intake STANISLAUS TEST

© sy Canter Ent
Name  King. O s BinhDate  0/15/196 Age 03

Gender  Man(

ClientID. 53033 Race.  Asian or Asian American, Black, African American, or African

Jasper's Enroliments

Description Members  Household Type I Ccaseld EnroliDII DaysEnolled Exit Destination Organization LastAssossed  Program Type

gency 81412024 0

Household without Chidren 0811472024 o515 13783 2 (A St

Ensure you generate the issue on the page you are I
experiencing your issue

Date 11 Service Units

Select Report an Issue and complete the form with your issue information. You can also attach a file or
screenshot to the issue ticket to help provide context. Enter Subject/Summary and add the specifics of your
reason for contacting the HMIS Support in the body of the issue statement. Please be very specific when you
submit an issue to limit the number of times HMIS support needs to reach out for clarification. If you have
access to more than one Organization or Workgroup, please include which you are working in (you can hover
over your name to see which you are in). Note: if Duplicate clients, make sure you are specific which client has
the correct information to be merged.



Report an Issue - = B8

Enter a summary of your issue *

Please describe the issue
7= ||B | I |U| & Rreik-| | A -~ =E = = B8

e MW X|?

Click here to attach a file or drag-and-drop View Debug Information
How can we reach you?

Email Address *

Phone Number * |

Notify additional people

DO NOT send client full names, dates of birth or social security numbers via email or to the HMIS Support.
Identify clients using their unique ClientID.

You will receive an email with a ticket number once it has been submitted to the System Administrator,
describing your issue.

no-reply@clienttrack.com

To: Stephanie Hand

@ Some content in this message has been blocked because the sender isn't in your Safe senders list.

‘ *%= WARNING: This message originated from outside of Stanislaus County. DO NOT click links or open attachments unless you recognize the sender and know the content is safe ***

Your issue has been submitted to your local administrator and given the ID ModestoTest-11973.

https://iwww.clienttrack .net/ModestoTest/link/DefectTracking/EditDefect. aspx?
GDefectlD=ModestoTest-11973

Copyright © 1082 - 2021 Eccovia - All Rights Reserved

View and Respond to Issues

You will receive an email if the HMIS team has left a note on your issue ticket. This is how we will ask for any
clarification or ask you to verify the change has been made. To go back to view your issue, go to My Submitted
Issues. You can view/edit each submitted issue you have submitted.



Modesto Users 2
islaus Gounty Community Services Agency odestol 020

My Submitted Issues X 08B DB O

Issues include probler

hrough the “Help & Support” syste

ot Sbmitod bt Summary st st
— - Sowtotas o Fy—

Edit/View your issue here | \

See the summary, status and who the
issue is assigned to

Once you open your submitted issue, you can view or add another note or mark that the issue has been fixed.
You can only mark the issue as fixed if you have verified on your end. Please make sure you are reviewing your
submitted issues regularly.

Q Search <

« lssue ModestoTest-11973 TEST Remove Enroliment

~ Details &

 started an enroliment on the wrong client. Can you please remove the CSATEST ES enroliment for client 53035 case ID 94515,

~ Attachments. +

No ttachments

“ Notes + s e
# Stophanie Hand «—— | Anynotes that have submitted by the HMIS team

e or you will be listed here

7~ B I U & Rubk~ A ~ = E =ET B o W X ?

Mark as fixed
Assign the issue
Close the iss

v irrct | sommiusieesaie-

\

Glick here to atta

@ Send -mail

If you add a note, you can save
the note or save and update the
status of the note

ClientTrack Reports

Access any reports from the Reports Dashboard. Below are just some of the reports listed in the available tabs.
This is not an exhaustive list.
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| Reports Dashboard

Community Services Agency [CSA)
B o Stanislaus County

Welcome to ClientTrack

The HMIS System for Stanislaus Gommunity System of Care Collaborative

Al . ¥ (C8A)
All available reports here
c

g e com MamArge g soerigee: usn

BNLs: Active Client List

HMIS Exports: APR/CAPER Review, CSV APR, CSV CAPER,

HMIS Reports: HUD Data Quality Report

Client Reports: Client List, Client Demographics

Enrollment Reports: Clients in Programs, Income at Entry/Exit
Referral Reports: Referrals to Providers, Referrals from Providers

Service Reports: Service Summary, Frequently Served Clients

HMIS Reports

The Active Client List report will show chronic homelessness status, income, and can be used to determine bed
nights and utilization. Navigate to the BNLs to select Active Client List. Insert the requested date range, report
type (active at any point, begin enrollment, exited, still enrolled), organization, and program. You have
additional filters you may select which include head of households only, filter by user, and hide PII.
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lock the desired settings description. To save the sattings for a rew repart, selsct Save Sebtings, type the description of e sabtings in the Save As fiskd, sslect the repart settings, and run tha report. The saved sabtings wil appoar in e list tha naxt bme you accass thes screen

Date Rang The Help Icon will
nacan S
provide guidance
8 |t wrsvmas [ on how the
report will
ReportType .
s . . e e s s 0| PTOVIAE NUMbers
SR p—
o
You will only see
the organization
and projects you
P—— " asaratey. o cck e
have access to

Once the report has been completed, you will see the clients in that program during the requested time range.
Selecting the plus sign next to each client will allow you to view more information about the enrollment. You

may also save this document as Excel, Excel Data, PDF, or Word document or print.

HMIS Active Client List

4 < h of 1 > >l O

@

2. & Find [Next = B @

‘\( Save or Print your report here ‘
The plus sign

.

»
Report Range: 10/1/2023 to 10/31/2024 ) : .
after each eport Range: 10/1/2023 to 10/31/202 A ClientTrack

client will

HMIS Active Client - By Name List

Report Criteria

allow for
. Report Type: Active at an)
further details X
Active nt Filter:
Organizations: (CSA) Stanislaus County Community Services Agency
Programs: CSA TEST £5
Client ID Client Name SSN Age Gender Race / Ethnicity Veteran Status
_ Man (Boy, if
Bb3033 King, Jasper James XXK-XX-3233 L Multi-Racial / Non-Hispanic/Non-Latina/efo No
Program Name Organizati ionshi EntryDate  ExitDate  Days in Project CH Status
CSA TESTES Sel N o
~ Woman (Girl, if  Black, African American, or African / Non-
g berly KK-XX-2873 N
[@33416 King, Kimbery T U hig Hispanic/Non-Latina/efo °
Man (Boy, if
@53376  Lopez King, Jesus Michael  XXX-XX-5285 33 venlord Multi-Racial / Hispanic/Latina/e/o No

child)
Stephanie Hand

ClientTrack™ Reports Page 10of 1 10/28/2024 4:57 PM



The Clients in Program report shows quick visuals of clients served. It does not show income or chronic
homelessness status and currently adds a day to Days Enrolled. The report will show both the duplicated total
and the unduplicated clients. Navigate to the Enrollments Reports to select Clients in Program. Insert the
requested date range, report type (enroll at any point, begin enrollment, exited), organization, and program.
You have additional filters you may select which include filter by user, filter by age, and include head of
households hold. Note: Selecting a grant will cause issues in how the report is run. Do not select a grant.

Clients in Programs Report

DO NOT select a Grant. This will affect
| your report numbers

Once the report has been completed, you will see the clients in that program during the requested time range
Selecting the plus sign next to each client will allow you to view more information about the enrollment. You
may also save this document as Excel, Excel Data, PDF, or Word document or print.
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Clients in Programs Report

<o 1 > O © B @ Find [Nt = B ®

Clients in Programs
11/1/2023 to 11/30/2024

Save PDF/Excel or print report
A\ ClientTrack"

Report Criteria

Organizations: Continuum of Care

Programs: CES Coordinated Access
Continuum of Care Enrolled + Exited * Total = Clients =
ES Coordinated Access 1 37 38 37
Organization 1 37 38 37
Total
Total 1 37 38 37

Stephanie Hand

ClientTrack™ Reports 11/1/2024 5:13 PM

Select the plus button to view client
information

The Service Summary Report will provide a list of recorded services under your organization. You can filer by a

specific program and/or service. Note: Selecting a grant will cause issues in how the report is run. Do not select a
grant.

Navigate to the Service Reports to select Service Summary. Insert the requested date range, organization, and
program. You have additional filters you may select which include filter by service, filter by user, etc.
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Service Summary Report

Date

port. Only records that fall within the date range you

Grganization(s)
! " 4 be =
&
' s Age
Programis)
ok thot ' ta the organizat " ould bs included int : ick the ¢
P (@ Fitter by Prograr L]
No v

sesswencses| - DO NOT select a Grant. This will affect
panter | FrermGen """ | yoyr report numbers

to limit report results by selected grants, When checked. the list displays grants that beiong tathe organizations you selected above. Indicate

Once the report has been completed, you will see the services provided during the requested time range.
Selecting service will allow you to view each client who has recorded this service. Note: These can be duplicated
numbers. You may also save this document as Excel, Excel Data, PDF, or Word document or print.
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Service Summary Report - = B

< < h oft > bl O © B. & |se Find INet = B @

N

| Save PDF/Excel or print report |

Service Summary )-(
10/1/2023 to 11/30/2024 A ClientTrack~
Report Criteria

Organizations Continuum of Care

Services: Multiple

Programs: CES Coordinated Access

First Time Served: N/A

Select the service to view the clients Total *
who have received the service Children = Individua
/ in Adultsin 3 Seniorsin *  Isin

Service > Entries Units =  Value s Families = Families  Families  Families Families
Assistance with Housing_ 1 1.00 $0.00 1 1 0 1 0 1
Application
Attended Job Interview 1 1.00 $0.00 1 1 1 2 0 3
Birth Certificate 2 2.00 $0.00 2 2 2 4 0 6
Bus Pass 1 1.00 $0.00 1 1 1 2 0 3
CalFresh 1 1.00 $0.00 1 1 0 1 0 1
Case Management 29 21.00 $0.00 14 14 4 16 0 20
Completed education program 1 1.00 $0.00 1 1 0 1 0 1
Completed Education Program 1 1.00 $0.00 1 1 1 2 0 3
DRAIL 2 2.00 §0.00 2 2 0 2 0 2
Language Barrier Assistance 1 1.00 $0.00 1 1 0 1 0 1
MGM 1 1.00 §0.00 1 1 0 1 0 1
Obtain Glasses 1 1.00 §0.00 1 1 1 2 0 3
Rental Assistance 1 1.00 $2,000.00 1 1 0 1 0 1

HMIS Exports

Exports in HMIS will produce values consistent with the CSV and Data Dictionary specifications. These values are
produced from the compliance crosswalk mappings and what are used in compliance reporting specifications.
Some key values from the specifications are as follows:

HMIS Standard Reporting Terminology Glossary

HMIS CSV Format-Specifications

HMIS Data Standards

The Files on Server tab will list all the files available for you to download. These are reports you have run in the
past. Navigate to the Reports Dashboard and select Files on Server. Note: files do expire and will be deleted on
the expiration date specified. If you do not need the reports again, please remove from Files on Server to keep
the system running more efficiently.
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https://files.hudexchange.info/resources/documents/HMIS-Standard-Reporting-Terminology-Glossary.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Ffiles.hudexchange.info%2Fresources%2Fdocuments%2FHMIS-CSV-Format-Specifications-2024.docx&wdOrigin=BROWSELINK
https://www.hudexchange.info/resource/3824/hmis-data-dictionary/

Please remember you must delete the file from your downloads folder and clear your recycle bin. Unless you
save the document on a secure drive, files should never be kept on your computer. You can download the file
again from Files on Server if you need them. Note: record the Task ID to identify which report is which.

Q search < % 8w

View any queued reports

Files on Server

Fies on Server

® il

FEEE

Files on Server tab

Any reports you have
o completed will be listed here

Any files that do not appear in this section may still be queued. To view the status of your reports, select the
View the status of export or import tasks.

If you select View the status of export or import tasks, you will see a pop-up for asynchronus tasks. The
Asynchrous Tasks pop-up is a listing of tasks that are either queued to be completed or that have

been completed in the last 40 Days. This will show all the tasks. To view only your own, select the box next to
Show only my tasks.

Q search < 'b RS

Files on Server

Asynchronous Tasks - =0

Asynchronous Tasks ‘e

Select the help icon

To view only your -
@ G, for context on

ek requests

specific statuses

The Status will provide an update on to requested task or report you ran.

Suspended: Task waiting on user to complete some setup portions need for the task to complete successfully
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Pending: All required steps have been completed task ready and waiting to be processed at the next available
processing time.

Processing: Background service is currently actively processing the task
Completed Successfully: Task completed as expected without errors

Error: There was an error running the task review the log to determine what may have caused the task to be
unsuccessful in execution.

Navigate to the Reports Dashboard and select the HMIS Exports folder. Select CSV-CAPER FY2024. Select your
date range and choose the grant program, grant component, grant(s), and project(s). Generate Validation File
will be auto selected. Unselect this only if you do not wish to generate a validation file with your export.

Q search < oSV CAPER - FY2024 112 % 0B e
Saive so 3

2020

CSV CAPER - FY2024 v1.2 <8

BeginDate: | /042023 | @ Jto Wosrz026 | @

s should be included in the report by selecting eat

Fv2024

B CSVOAPER -

Use the Grant Program and Grant Component drop down selections to narrow down the list of Grants.
Fr2024 ¢

oo

cocoooeo

& ooort |

Once you select Run Export, you will receive a pop-up in regards to exporting the encryption. If you choose to
encrypt the export, you will need to create a password for the downloaded documents. If you record a
password, as you will be asked to enter it to complete the download. Note: Some firewall and security measures
may block any exports that have passwords. You may also de-select the Encrypt Export box, however, you must
then select that you assume full responsibility of ensuring the security of the exported file(s) and any data
continained within the document.

85



Export Encryption ]

If you encrypt the export, the generated exparts will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the password you provide. Strong passwords are not

enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export. the file exported may contain person identifying
information in plain text. All appropriate cautions should be exercised to ensure the protection of

Export Encryption B

If you encrypt the export. the generated exports will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the password you provide. Strong passwords are not

enforced here, but the password you provide must be at least 8 characters long.

this information.

If you choose to not to encrypt your export, the file exported may contain person identifying
Indicate if the exported file(s) should include a header line at the beginning of the file that indicates information in plain text. All appropriate cautions should be exercised to ensure the protection of

what each of the values in the CSV file represent and if values in the CSV should always be enclosed
this information.

in double-quotes.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should always be

enclosed in double-guotes

Encrypt Export:
Include Header Row in CSV File(s):

Always Quote CSV Values(s):
Encrypt Export:
ClientTrack is not responsible for the protection, use, or misuse of information contained in the
exported file(s). B
| assume the full responsibility of ensuring the security of the exported file(s) and any data

contained within Confirm Password: *

Your report may take 20 minutes or longer to generate. The system may slow if multiple users are running big
reports at the same time. It may be beneficial to run the report overnight to avoid the slowness. Once your
report is ready, download the file by selecting on the name. If you added a password, you would receive a pop-
up asking you to enter the password and assume responsibility to download the file.

%.}\:u

|«mu,n maved on the:

te specified. Cick a e to dawnload it. Ta remove the Sk, cick the delete ink. Once deleted. the Slewill na langer be available for download by any ser and will not be available for processing if used in an

/ Select on the report you rones
would like to download

HMIS APR_CAPER 2024 ValiGation 2024104175741 _TaskiD_143470 axe

1/4/2025 557 P11 W
HMIS APR 2024 Export_20241I04175700_TaskiD_14346%.0x0 StephanioHand  11/3/2024 5:57PM T/4/2028 657 PM L]
HMIS APR_CAPER 2024 Pro-Load 2_2024TI04 74614 _TaskiD_143448 exe Stephanic Hand  11/4/2024 5:ds PM T4/ 2025 E:46 PM L]

HMIS APR_CAPER 2024 Pre-Losd 0241104173601, TaskD 143467 0ne

2025 5:36 PM L]

HUD Data Quaity 2024_202411041643652_Taskid_143466.0x0]

Stepnanie Hand

/42026 448 Pm ]
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)i Extract Encrypted Fileis) o

Yo
A ClientTrack"

Enter the password to extract the file(s)

These files have been encrypted to protect personally identifying information. Once the file(s) have been extracted and decrypted,
they may contain personally identifying information in plain text. All appropriate cautions should be exercised to ensure the
continued protection of this information, Data Systems International (DSI) is not responsible for the protection, use, or misuse of
the information contained within the file(s). By checking the following box, you acknowledge that you will assume the full
respansibility of ensuring the security of the file(s) and any data contained within, including the responsibility of properly deleting
this data once it is no longer needed. Users of this extraction tool should consult their employer's policies, procedures, and
applicable local, state, and federal laws governing the protection of personally icentifying information for additional guidance.

| assume responsibility for the security of the extracted file(s)

Enter or select the directory to extract to

CA\Users\handst\Downloads

View files after extracting

If the file(s) alreadly exist ~

Review further in this guide for more information about the Validation Report.

The APR export is designed to meet HUD reporting requirements with the SAGE Repository. It is an export
consisting of 72 separate CSV files.

Navigate to the Reports Dashboard and select the HMIS Exports folder. Select CSV APR FY2024. Complete all the
information. Note: Generate Validation File will be auto selected. If you would like a validation file with the APR,
keep this box marked.

Q search < 2 . %'_ R

CSVAPR - FY2024 v1.2

B My Saved Reports

Complete all the information

«

B R Export ‘
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Once you select Run Export, you will receive a pop-up in regards to exporting the encryption. If you choose to
encrypt the export, you will need to create a password for the downloaded documents. If you record a
password, as you will be asked to enter it to complete the download. Note: Some firewall and security measures
may block any exports that have passwords. You may also de-select the Encrypt Export box, however, you must
then select that you assume full responsibility of ensuring the security of the exported file(s) and any data
continained within the document.

Export Encryption a
Export Encryption a
If you encrypt the export, the generated exports will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the pa d ye vide. Strong passwords are not
enforced here, but the password you provide must be at least 8 characters long. If you encrypt the export, the generated exports will be zipped and encrypted using 256 bit AES

. encryption that can only be decrypted using the password you provide. Strong passwords are not

If you choose to not to encryp

your export, the file exported may contain person identifying

Y it W N vid t least 8 cha
information in plain text. All appropriate cautions should be axercis enforced here, but the password you provide must be at least 8 characters long.

o ensure the protection of

this information.
If you choose to not to encrypt your export, the file exported may contain person identifying

Indicate if the exported file(s) should include a header

information in plain text. All appropriate cautions should be exercised to ensure the protection of

what each of the values in SV file represent and

this information.
in double-quotes.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
Encrypt Export: Z 3
what each of the values in the CSV file represent and if values in the CSV should always be
Include Header Row in CSVFile(s): I enclosed in double-quotes.

Always Quote CSV Values(s): : - <
ncrypt Export:
ClientTrack is

exported file(s

t responsible for the protection, use. or misuse of information contained in the

Password: *

| assume the full responsibility of ensuring the security of the exported file(s) and any data

contained

ithin Confirm Password: *

After completing the step above, you will be directed to wait for your export to finalize. You can monitor the
progress of the export on Asynchronous Tasks. The encrypted set of files will display on your Files and Server
page when it has completed. Please remember to refresh the Files on Server and Asynchronous tasks pages
periodically if you are waiting on the export to finish. The APR will generate two files. If the Generate Validation
File is checked, a third is created. The HMIS APR 2024 Export will be the document you will keep and upload into
Sage HMIS. The HMIS APR/CAPER 2024 Validation will be used to verify your data for errors (this includes client
level data).

Asynchronous Tasks - = a8

Asynchronous Tasks < @

Refreshingin 14 seconds  {0) 5
Displaying 1-200 of 3,5 Next | L
Desired Start TaskiD
Task Name Time End Time Status IH
S APR/CAPER 2024 Woyanz s 43470
/ alidat "
HMI Al Validation 11:48AM Not Started
1/04/2024
HMIS APR 2024 Export 11:48AM Not Started 143469
HMIS APR/GAPER 2024 Pra-Load 2 1/04/2024 1/04/2024 Completed Mzdco
bt 11:38AM TH46AM Successfully

Your report may take 20 minutes or longer to generate. Once your report is ready, download the file by selecting
on the name. If you added a password, you will receive a pop-up asking you to enter the password and assume
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responsibility to download the file.
Q search < % B

Files on Server
'/{ Find completed exports | ‘ B

-
B iy som
/ Select on the report you crat o
» o2 o
— would like to download
0 HM " HMIS APR 2024 Export_202411041 TaskiD_143469.0x0 Stophanie Hand /472024 BETEM /4/202¢ M L
B e
HMIS APR_CAPER 2024 Pro-Load 2202411041744 _ TaskiD _ 143448 exe E aniic Han: 11/4/202 4 PM W4/2 46 PM L ]
© Huoo
HMIS APR_CAPER 2024 Pre-Losd_20241904173601_ TaskiD _ 143467 éxe H: L
G
B HUD Data Ouakty 2024_20241108164652_TaskiD_143466 exe| StephanioHand  T1/4/2024 :46 PM VW/A/2025 4.46 PM W
-]
-]
.
-
il
-]
[}
‘
i =]
=1

)i Extract Encrypted File(s) x

Yo
A ClientTrack"

Enter the password to extract the file(s)

These files have been encrypted to protect personally identifying information. Once the file(s) have been extracted and decrypted,
they may contain personally identifying information in plain text. All appropriate cautions should be exercised to ensure the
continued protection of this information. Data Systems International (DSI) is not responsible for the protection, use, or misuse of
the information contained within the file(s). By checking the following box, you acknowledge that you will assume the full
responsibility of ensuring the security of the file(s) and any data contained within, including the responsibility of properly deleting
this data once it is no longer needed. Users of this extraction tool should consult their employer's policies, procedures, and
applicable local, state, and federal laws goveming the protection of personally identifying information for additional guidance.

| assume responsibility for the security of the extracted file(s)

Enter or select the directory to extract to

C\Users\handst\Downloads

View files after extracting

If the file(s) alreadly exist | SNCRIRORTEAN

St Conterte e

APR Background
Critical Data

The APR will look at the most recent project stay and associated data. Previous enrollments in the project, even
those in the report date range are excluded from the report universe. Active clients in the most recent project
stay are determined by the HMIS Reporting Glossary method. For projects other than Street Outreach, this will
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be based on the entry and exit dates of the clients. For Street Outreach projects, active clients must have a
contact in the reporting range.

Household Types

Numbers are reported throughout the APR by household type. Age and correct household composition is critical
to accurately calculating household type. Clients who are not part of the same enroliment case (CaselD) will not
be considered part of the household in the APR. Clients with unknown birthdates will likely cause the household
to be counted as an unknown type. For Youth households, every case member must have a calculable age to
ensure all requirements are met. The report uses the following instructions from the HMIS Reporting Glossary to
calculate household type:

Household type adults children unknown
a. Without children >0 0 0
b. With children and adults >0 =0 n/a
c. With only children 0 >0 0
d. Unknown household type 0 0 >0
d. Unknown household type 0 >0 >0
d. Unknown household type >0 0 >0

Veteran and Youth Household Identification: Based on logic used among HMIS compliance reports and the
Reporting Gloassary, only adults can be positively identified as Veterans. Similarly, to identify a Youth
household, all case members must meet specific age requirements. If any case members have an unknown date
of birth, the household cannot be positively identified as a youth household of any kind.

Substance Abuse: Substance abuse can consist of only alcohol abuse, only drug abuse, or both. If both drug and
alcohol abuse is present, this counts as 2 conditions.

Income: For a valid income assessment to be reported several criteria need to be met. The client must be an
adult, the data collection stage must be correct, and the assessment dates must match Entry and Exit dates or
fall within the valid date range for the client’s annual assessment.

Annual Assessments: Annual assessments are required for clients enrolled in the project 365 days or more. To
be considered a valid annual assessment, the data collection type must be Annual and dated with the 30 day
window (plus or minus) of the client’s anniversary date.

Data Validation
The CoC APR will report active clients in projects based on the HMIS Reporting Glossary methods. For projects
other than Street Outreach projects, active clients must have a contact in the reporting range.

The SAGE repository looks for consistent counts across the questions. Question validation between Q5a and
other questions depends on the project type.

90



Projects other than Street Outreach: For project types other than Street Outreach, the report will check the
number (or sum of several numbers) and look for an equal or lesser number in questions. For example, income
guestions should equal the number of adult stayers or leavers. In Q23, the total in any one should be less than
or equal to the number of leavers.

Street Outreach Projects: Because the data quality questions require a date of engagement in order to be
counted, the number of clients shown in Q5a will tend to not equal the number of clients (adults, leavers, etc.)
in corresponding questions. The validation rule will check that the count of clients in questions is greater than or
equal to the numbers shown in Q5a.

Review further in this guide for more information about the Validation Report.

Once you run your CSV APR or CSV CAPER, you are able to view the review. The APR/CAPER Review will compile
your data into an overview sheet, similar to the Birds Eye Overview for the HUD DQ Report. You can use this

document to select the data element you wish to investigate further and see what clients are associated with
each data element. This is a great tool to correct data quality errors.

Navigate to the Reports Dashboard and select the HMIS Exports folder. Select APR/CAPER Review. Select the
report you wish to view. Note: You must run your CSV APR or CSV CAPER first. You will not see your report listed
if you have not run the report.

Q Search < % 0B e

APR / CAPER - Runs ()

8 APR/CAPER Review

Select to view |

View your report once it’s ready. You will see your overview of the CSV file you just ran. Each section contains a
hyperlink that will allow you to view, in detail, which clients fall into that specific category.
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Q seareh ¢

APR / CAPER - Runs

so .
w3 1EEs una
B apr/capen ~ cacArR

Review
a0
B csvaen
“ E5G CAPER
B
Fra ot
E
B
™
B
503 WIS
=
et

APR/CAPER FYZ024 - Formatted Output

-

2024 v1.2 CAPER Report

]
L

Export Asyncronous

Fiscal Year  Taski Report Cetadda
Regorn
Dase Range e

004 M40 Organizaionis) w

Funding Sourcais) MoD Frna
Prajectis) TSAE; ¥ Shetss
Incouds Dataily o

024 M3

Q8 Project ldanfiars is HMIS

Ongeniz ison Name

—y

Propect Hnee
ProjeesD
HMIS Pcjoct Type

Tatal Actve Housshelds

Q2 Bspont Validwions Tably
Catsgory

Total Nusbar of Passans Served
Nusbor of adus (ags 18 of over)
Nustbur of chide age 16

Numbar of parsons with Uninamn Age

Suialan Ay £90

saL

Q) oot sy

- B O
=00 -t
)v
i ClientTrack
Seaphanie Hang
End Date Beil Down @ Fiks.
He w4202 froes . : ®
Select to view
— when your o
report is
ready

TSA Ereegancy Sl

1961

Ha 0

cAsi
2
Ha D

ChenTrack by Ece

Emaegancy Shelter - Eniry Ext (1)

Hyperlink to view more

information

Selecting the hyperlink will generate a detailed report about the category you selected. This will provide you the
count, the specific clients, their ClientID, program, and entry and exit dates. If you wish to view a client, select
their ClientID and you will be taken to the client’s dashboard.

C
®
Bg

CAPER Q5a Detail Information

Report Criteria:

Report -

Date Range :
Organization(s) :
Funding Source(s) :
Project(s)

Include Details :

Category

mNumber of youth under age 25
E1Count Of Clients For DQ

Client ID
53327

Jackson, Clover

CAPER

11/04/2023 - 11/04/12024
Salvation Army ESG
MOD/CITY ESG ES FY23-24
TSA Emergency Shelter

Yes

Select the ClientID to go to
the client’s dashboard

Exit Date
3/3/2024

Entry Date
3/1/2024

Name

Find | Next E @ @
)‘f i
A ClientTrack"
Count
4
4
Program

TSA Emergency Shelter
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Q search < N ) vournaport s musay

1 sz327

Clover Jacksen's Dashboard 1) vourRaort s Ronsy

r Jacksan's Informatian

° STANISLAUS TEST

k
©

?

L]

]
-

o

L L

| You can return to the
minimized report here

Deseription Members Housahald Typs Project Start Date Housing Miswe.in Date Project Exit Date 1 Case®  EoNDIi DaysErvded  ExtDestinstion Organization Lathmessed  ProgramTyme

This report is for PATH specific projects. The report dates you set identify the date range to find active clients.

Active clients are those with a project stay in the date range and have a contact, Date of Engagement, Date

e |

PATH Status Determined, or PATH Funded service entered in the date range. PATH grantees typically have both

a Services Only and Street Outreach type projects. Both should be selected to produce a combined report.

Where an active client has more than one applicable project stay, only data for the most recent project stay will

be used except for Question 12.

Navigate to the Reports Dashboard and select the HMIS Reports folder. Select PATH Annual Report (2024). Input

the date, organization, grant, and program(s) you wish to report. Note: If the CoC filter is selected, the report
will only include project stays in that selected CoC as identified in the Client Location field.
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2024 PATH Annual Report - FY24 V1.3

Prclnaduts tange: | —aEaEeT : / Input the reporting dates

Provide a detailed
excel report
F—
' @i Provides a Bird’s Eye overview |

(3 Joeo Jo o B
Bird’s Eye Overview

Utilize the Bird’s Eye Overview as a quick view of the report numbers. On this report, you can select the

hyperlinks for each table title to view additional client level details.

Q search ¢ ) verraponarmcy

2024 PATH Annual Report - FY24 V1.3 / <@
5 ) ” o s  2074PATHANNUSN Report - FY24 W13 & o

oot e 2020 o use previgusly saved report setiings, select the desired settings descriptios

< as > B OO © 8. & wa B @ Select to view Report |

HMIS PATH Annual Report - Version: FY24 V1.3

Jctentraa
A ClientTrack-

Humber of peaple recering service

PATH Program(s)

the b ba limit regort resusts by solected programs. When checksd.
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Detailed Export

Once you select Run Export, you will receive a pop-up in regards to exporting the encryption. If you choose to

encrypt the export, you will need to create a password for the downloaded documents. If you record a

password, as you will be asked to enter it to complete the download. Note: Some firewall and security measures

may block any exports that have passwords. You may also de-select the Encrypt Export box, however, you must

then select that you assume full responsibility of ensuring the security of the exported file(s) and any data

continained within the document.

Export Encryption [ x]

If you encrypt the export. the generated exports will be zipped and encrypted using 256 bit AES

encryption that can only be decrypted using the pa

word you provide. Strong passwords are not

enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export, the file exported may contain person identifying
information in plain text. All appropriate cautions should be exercised to ensure the protection of

this information.

Indicate if the exported fila(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should always be enclosed
in double-quotes.

Encrypt Export:
Include Header Row in CSV File(s):

Always Quote CSV Values(s):

ClientTrack is not responsible for the protection, use. or misuse of information contained in the
exported fil

| assume the full responsibility of ensuring the security of the exported file(s) and any data

contained within

Export Encryption a

If you encrypt the export. the generated exports will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the password you provide. Strong passwords are not

enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export, the file exported may contain person identifying
information in plain text. All appropriate cautions should be exercised to ensure the protection of
this information.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should always be
enclosed in double-quotes

Encrypt Export: [

Password

Confirm Password: *

Your report may take 20 minutes or longer to generate. Once your report is ready, download the file by selecting

on the name. If you added a password, you will receive a pop-up asking you to enter the password and assume
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responsibility to download the file.

Q Search <

HMIS APR_CAPER 2024

_2024T04T76741_TasidD_1434;

HMIS APR 2024 Export_20241ID4175700_TaskiD_14346% x0

HUD Data Quaity 2024_20241104164652_TaskiD_143466.exe|

/ Select on the report you
would like to download

HMIS APR_CAPER 2024 Pro-Load 2_ 202411041746 _TaskiD 143448 ez

HMIS APR_CAPER 2024 Pre-Lasd 2024104173601 TsskD_143467.xe

)i Extract Encrypted File(s) x

)lCIientTrack '

Enter the password to extract the file(s)

These files have been encrypted to protect personally identifying information. Once the file(s) have been extracted and decrypted,
they may contain personally identifying information in plain text. All appropriate cautions should be exercised to ensure the
continued protection of this information. Data Systems International (DSI) is not responsible for the protection, use, or misuse of
the information contained within the file(s). By checking the following box, you acknowledge that you will assume the full
responsibility of ensuring the security of the file(s) and any data contained within, including the responsibility of properly deleting
this data once it is no longer needed. Users of this extraction tool should consult their employer's policies, procedures, and
applicable local, state, and federal laws goveming the protection of personally identifying information for additional guidance.

| assume responsibility for the security of the extracted file(s)

Enter or select the directory to extract to
C\Users\handst\Downloads

View files after extracting

If the file(s) already exist ~

St Conterte e

The export will show six excel files that provide detailed information about the PATH report, as shown in the

example below.

B3 Q8-Qib.esv
B Q1 .csv
B QiBesy
B3 Q19-Q24.csv
B Q25.csv
3 Q26.csv

Microsoft Excel Comma S... 1KB No 2KB 65% 11/4/2024 1:06 PM
Microsoft Excel CommaS... 1KB No 1KB 45% 4 1:06
Microsoft Excel Comma S... 1KB No 1KB 4% 4 1:06
Microsoft Excel CommaS... 1KB No 1KB 62% 4 1:06
Microsoft Excel Comma S... 1KB Ne 1KB 0% 4 1:06
Microsoft Excel CommaS... 2KB No 4KB 64% 2024 1:07 PM

This report reviews data quality across many HUD data elements.
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Navigate to the HMIS Reports folder and select HUD Data Quality Report. A grant must be selected for this
report. Note: This report can be generated for multiple projects at once.

Q search <

2024 HUD Data Quality Report

.

R HMIS Reports — HUD Data

B e Quality Report o
E‘j‘ o .

B ' ’ °
[~ .

. k’_/I Make sure you select the grant(s)

kthe &

Select to provide Bird’s Eye overview
(aggregate data)

Overview (Birds Eye View)

This report will not give you any clients’ names or identifiable information.
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2024 HUD Data Quality Report - = o

w2 > Bl O 2. & A e
HUD Data Quality Report FY2024 )-( )
11172023 to 11/1/2024 | A ClientTrack-

Report Criteria

Save or print the report here

Organizations: Continuum of Care
Programs: ted Access
Grants: CES Coordinated Assessment

Q1. Report Validation Table

Category Count of Count of
Clients For  Clients

ba
Total Number of Persons Served 37

(age 18 or over) 29

Number of Children{under age 18) 8 s
Number of Persons with Unknown Age 0
Number of leavers 5
of adult leavers 28 28
29 29
1 1
1 1
1
28
nd unkn -age heads of household 1
Ids and adult stayers in the project 365 0 0

Q2. Personally Identifiable Information (P)

Client Doesn't Inf "
Data Element Know /Prefers " O - "  Datalssues Total % of Issue Rate

Missin
Not to Answer g

‘I o o o

Race and Ethnicity(3.4] o

Detailed Report (Export)

With the increased complexity and requirements of aggregate federal compliance reporting, access to client
level data is critical to troubleshooting. To meet the need of client level data for several compliance reports, the
DQ Detail Export will produce the list of active clients used in aggregate reports. This export can be used to
identify clients with data quality errors and check aggregate counts.

Once you select Run Export, you will receive a pop-up in regards to exporting the encryption. If you choose to
encrypt the export, you will need to create a password for the downloaded documents. If you record a
password, as you will be asked to enter it to complete the download. Note: Some firewall and security measures
may block any exports that have passwords. You may also de-select the Encrypt Export box, however, you must
then select that you assume full responsibility of ensuring the security of the exported file(s) and any data
continained within the document.
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Export Encryption

If you encrypt the export, the generated exports will be zipped and encrypted using 256 bit AES

encryption that can only be decrypted using the pa

word you provide. Strong passwords are not

enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export. the file exported may cont

information in plain text. All appropriate cautions should be exercised to ensure the protection of

ain person identifying
this information.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should always be enclosed
in double-quotes
Encrypt Export:
Include Header Row in CSV File(s):
Always Quote CSV Values(s):

ClientTrac

exported filel

not responsible for the protection, use. or misuse of information contained in the

| assume the full responsibility of ensuring the security of the exported file(s) and any data

contained within

Export Encryption

If you encrypt the export. the generated exports will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the password you provide. Strong passwords are not

enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export, the file exported may contain person identifying
information in plain text. All appropriate cautions should be exercised to ensure the protection of
this information.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should always be

enclosed in double-quotes.
Encrypt Export:

Password: *

Confirm Password: *

After completing the step above, you will be directed to wait for your export to finalize. You can monitor the
progress of the export on Asynchronous Tasks. The encrypted set of files will display on your Files and Server
page when it has completed. Please remember to refresh the Files on Server and Asynchronous tasks pages

periodically if you are waiting on the export to finish.

Your report may take 20 minutes or longer to generate. Once your report is ready, download the file by selecting
on the name. If you added a password, you will receive a pop-up asking you to enter the password and assume

responsibility to download the file.

Q search <

Files on Server

2020

Find completed exports | L

Files on Sarver

HMIS APR_CAPER 2024 Valigation_2024TH04175741_TaskiD_143470.exe

Select on the report you

HMIS APR 2024 EXport_2024TI04175700_TaskiD_14346%.9¢8

HMIS APR_CAPER 2024 Pro-Load 2 20241104T74614._TaskiD 143468 exe

HMIS APR_CAPER 2024 Pre-Losd_20241104173601._TasHD _143467.exe

HUD Data QuaSty 2024_20241108164652_ TaskID_143466.am]

would like to download e R v
phanic Has 11/4/202¢ T F L
" /47202 P " M W

99



)& Extract Encrypted File(s)

Yo
A ClientTrack"

Enter the password to extract the file(s)

These files have been encrypted to protect personally identifying information. Once the file(s) have been extracted and decrypted,
they may contain personally identifying information in plain text. All appropriate cautions should be exercised to ensure the
continued protection of this information, Data Systems International (DSI) is not responsible for the protection, use, or misuse of
the information contained within the file(s). By checking the following box, you acknowledge that you will assume the full
respansibility of ensuring the security of the file(s) and any data contained within, including the responsibility of properly deleting
this data once it is no longer needed. Users of this extraction tool should consult their employer's policies, procedures, and
applicable local, state, and federal laws governing the protection of personally icentifying information for additional guidance.

| assume responsibility for the security of the extracted file(s)

Enter or select the directory to extract to
CA\Users\handst\Downloads

View files after extracting

If the file(s) alreadly exist ~

Review further in this guide for more information about the Validation Report.

You can use the Validation Report for CSV-APR, CSV-CAPER, and DQ Detailed Export to show you client level data
to help you correct any data issues that may show on your report. The report will be broken down into multiple
different excel documents that contain different information. Note: The CSV-APR, CSV-CAPER, and DQ Detailed
Export all have different detailed categories. You can then begin opening each file and review any missing data

or address any data issues.

39 APR_2024_Annual_Detail.csv 11/4/2024 8:46 AM Microsoft Excel C... 4KB
3 APR_2024_DEMOGRAPHICS Detail.csv 11/4/2024 8:46 Al Microsoft Excel C... 12KB
£3] APR_2024 Entry_Detail.csv Microsoft Excel C... 12KB
B39 APR_2024_Exit_Detail.csv Microsoft Excel C... 2KEB
@ APR_2024_MostRecent_Detail.csv Microsoft Excel C... 1KB
39 DQ_1_Detail (Validation Only).csv Microsoft Excel C... 22KB
@ DQ_2_Detail (Validation Only).csv Microsoft Excel C... 1KB
@ DQ_3_Detail (Validaticn Only).csv Microsoft Excel C... 1KB
39 DQ_4_Detsil (Validation Only).csv Microsoft Excel C... 13KB
@ DQ_5_Detail (Validation Only).csv Microsoft Excel C... 4KB
3] DQ_6_Detail (Validation Only).csv Microsoft Excel C... 14KB
@ DQ_7_Detail (Validation Only).csv Microsoft Excel C... 1KB
B3 DQl.esv Microsoft Excel C... 1KE
B DQ2.csv Microsoft Excel C... 1KB
9 DQ3.csv Microsoft Excel C... 1KB
3 DQd.csv Microsoft Excel C... 1KB
B9 DQS.csv Microsoft Excel C... 1KB
3] DQb.csv M Microsoft Excel C... 1KE
B3 DQT.esv 11/4/2024 8:46 AM Microsoft Excel C... 1KB

We will use the DQ Detailed Export, DQ_2 Detail (Validation Only) as an example below. The validation will show

any Client Doesn’t Know/Prefers Not to Answer responses, missing data, and/or data issues.

Data Element clientid MName Client Doesn't Know/Prefers Not to Answer Missing Datalssue Datalssue EnrolliD  EnroliDate
Social Security Number (3.2) 53026 Pizza, Small Yes
Social Security Number (3.2) 53027 Pizza, Tiny Yes
Social Security Number (3.2) 53028 Pizza, Big Yes

137456 11/10/2023 0:00 11/10/2023 0:00 CES Coordinated Access
137457 11/10/2023 0:00 11/10/2023 0:00 CES Coordinated Access
137458 11/10/2023 0:00 11/10/2023 0:00 CES Coordinated Access
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REMINDER: YOU CAN NOT CHANGE THE DATA ON THE EXCEL SPREADSHEET, YOU MUST CHANGE THE DATA IN
HMIS

Sage HMIS - Generate a Report

The CSV-APR and the CSV-CAPER can be uploaded into Sage HMIS. You do not need a log in to verify or generate
your APR report in Sage HMIS. Visit www.sagehmis.info and select the Upload a CSV output.... to generate a
paper report link.

£ sagebmit et ogen g Hdarli = o e @

sagENM FEPRRTING
: REPISITIRY

New User?

Test your report output
e CSW cutput from an APF, CAPER/ESG:

Need Help with Sage? \

Do not need to sign in! Select Test

your report output

Select the appropriate report you will be uploading.

$age

Please select a report that you wish 1o test from the dropdown list below:

Select A Report -
Select A Report

CSV-APR FY2024
CSV-CAPER FY2024

CSV-CE APR FY2024
YHDP SRT

Select the appropriate report you are

uploading

Select Choose File and when your documents show, choose the file you want to upload. This document should
NOT have client level data. Click on the correct file you wish to upload and then Open. Note: The document
uploaded should be the “export” file and cannot be opened before uploading. This will cause an error.
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http://www.sagehmis.info/

Test a CSV-CAPER FY2024
© This testing page will only allow a single project in your CAPER.

Sage requires a CSV-CAPER generated by your HMIS (o comparable data base for DV providers) in a zip fil, to be uploaded ta the system. Follow the steps below 1o test your ¢SV @ Open

andjor 10.create s printabe varsion of your CSV-CAPER + %> Tk » Downlords [0 [ach »
1. Downioad the CSV-CAPER from your HMIS ar andsave tto you place if - s you can find it Ouurice v New older -oe
2 Glick the browse buttan below. Your camputer's file dvectary will appear. Find the CSV-CAPER Report you saved and double cick on it E— Oute oo e -
3. Check the box next to 1 am not a Robot” and complete the verification stegs if necessary. W Today (4
i capes .

4 Click on "Uplosd and Test" button 10 upload the file iom your compater 1o Sage.

[ e path 203y -
5 Aresults message wi show, . N
if there are 0 ermors in the file Sage will tell you the £S5V passed. Click the  bution and Sage i version of your CAPER. Fae Mmt\ T v
itere s xors you PO — dsabase esvonse \ e =
You can enter your email sddress snd chek Go® i you W & copy 10 you. Refer
6 iyou wantto test another CSY repeat the process autined sbove.
[ choose File [N file chosen | Up|03d the ”export" file

Frm ot & robot

The testing results will show if the upload has passed all validations. This screen provides an overview of the
report. Once you verify the project and date range, select View Your Upload to create and view the full detailed
report.

sage:

CSV-CAPER FY2024 Testing Results - 11/4/2024 429 PM
 The upload has passed all validations.
Review the Project Identifiers and Report Validations, then click ‘Create Report’
STEP 1: Verify this is the correct project for the correct date range
Qda. Project Identifiers

Organization Organization Project HMIS Project RRH  Coordinated Ertry Access  Affiiated with a residential  Project 1D afflated CoC Victim Service ReportStat  Report End Total Active “Total Active
name [ L= [ Type  Sublype Point  project? with Number  0e0code  pgge e el vt Date. Clients Househokds
Salvation Army TsA Emergency y ClientTrack by o e

= SAL ror=d 19611 0 [} cAS10 062292 False e 117412023 117412024 122 18

STEP 2: Review the number of clients being reported on to be sure you have the correct data in the CSV
Q5. Report Validations

Category Countof Clients for 02 Count of Clierts
1. Total number of persons served 122 122
2. Humber of adults (age 18 o aver) 121 121

3. Wumber of ehildren (under age 18) 1 1
4 Mumber of persans with unknown age [ 0
5. Humber of leavers 3 3
6. Murnber of sdult leavers 3 3
7. Humber of sdult and head of household leavers 3 3
8. Humber of stayers 18 19
9. Humber of adult stayers 18 18
10. Number of veterans 7 7
11 Number of chwanically homeless persans 57 57
12 Number of youth under age 25 4 4
13 Numbes of parenting youth under age 25 with children [ 0
14, Number of adult heads of hausenold 18 18
15, Number of ehild and unknown-sge heads of household 0 0
16, Heads of households and adult stayers In the project 365 o more days 15 15

STEP 3 Createthe eport f everything s corect This is not the full report. Select View
mwwwwy | Your Upload to create the full report

The complete report will generate. Verify all the information is correct. You can print the full report from this
screen. Note: You cannot change the data in Sage HMIS. For any data issues, you must return to HMIS to change
the data.
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Sage e

— Q04a: Project Identifiers in HMIS n
Organization Organization  pr e Project  HMIS Project  Method for Affiated with & Project IDs of coC Geocode  VICUMSenvice  HMIS Saftware ReportStat  RepartEnd  TotalActive  Total Active = Uploaded via emaiked
Name D Toject ) Type Tracking ES residential project affliations Number Provider Narme. Date Date Clients Househalds Excepticn? hyperiink?

saL F een cas10 062292 ClientT 20230104 2404 122 18 Mo No
osv ple project rows In Q4 willasplay a:
~— QO0Sa: Report Validations Table - n
Category Count of Clients for DO Count of Clents

Total Number of Persons Served

122 122
i 1
1 1
0 0
3 3
3 3
3
e 19
18 18
n 4
0 0

relevant 10 the DD questions and totals relevant to the entire APR Dats uploaded prior ta 1/1/2023 has been bulk updated 10 use the

same tatals for both columas

/

Use to copy the information to your
clipboard

in order to supgart calculations in the Aggregator

10 Answer

Datalssues Total % of lssue Rate

New 88 of 10/1/2023,

CES Coordinated Access Data Entry

Coordinated Entry (also known as a Coordinated Assessment System) is a consistent, communitywide process to

match people experiencing homelessness or at risk of homelessness to community resources. The organization

in HMIS is a shared project among different users from different agencies across the Continuum of Care.

You will have access to more than one organization. The menu will appear here under the organization section.

It is critical that you make sure to change to the correct organization: Continuum of Care when entering ALL the

CES Assessments into HMIS. Note: If any part of the Release of Information is not signed or initialed, contact
HMIS and DO NOT ENTER the client.
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You will notice Continuum of Care listed here if
you are logged under the correct organization

Make sure you a logged in
under Continuum of Care

Client Data Entry

Refer to the Entering Client Information and Managing Project Enrollments for a reminder on how to enter client
data for an enrollment. Note: some data elements are not required for CES, therefore the workflows may
appear differently. If you have any questions regarding what should and should not be collected, please contact
HMIS.

For Coordinated Entry, the project name will be listed as CES Coordinated Access. If you do not see this project
on the Program Enrollment screen, please pause your workflow and check your organization. If you accidently
started an enrollment under the wrong organization, contact the HMIS team to remove any recorded
assessments.

Self-Sufficiency Matrix

Self-Sufficiency Matrix is an evaluation tool that measure's a client's ability to live independently at a specific
point in time. A Self-Sufficiency should be recorded upon entry into CES and is considered an incomplete
enrollment without one.

The workflow will ask you if you would like to complete the Self Sufficiency Matrix. Select Yes to complete the
document. Selecting No will take you to the next assessment, the Triage Assessment.
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Intake 2024 2008 L9P02KING  ppan oy, fchid) oy g s B o
(2322/18589) ¥ 5/15/1991 53376

© Basic Client
Information

© Family Members
© Program Enroliment

& Lopez King, Jesus
Michael

© Universal Data
Assessment

© Transiation
Assistance Neaded

@ Self Sufficiency
Matrix

O Triage / Crisis Needs
Assessment

O Complete Housing
Noods Assessment?

Pause  XCancel

V Yes
Self Sufficiency Matrix

Would you like to complete Self Sufficiency Matrix?

After completing the form, the system will automatically calculate the Matrix Score total.

Jesus Lopez King. . Clontin e

sl Man oy fenid)  gaao. 6 8 «

Self-Sufficiency Matrix « 8
103 - Transportation (s svaiabie and rekable but limited and/or : drivers are |

4 - Transportation is generally accessible to meet basic travel needs

5- is readily availabie and affordabie; car fely insured

8- Not applicabie

Community Involvement:* 1~ Not applicable due t crisis Situation; in “survival” mode
€2 - Sosially clated andfor na social skils and/or lacks motivation to become involred
3 - Lacks knowlodge of ways 1o bacoma involvad

4 - SOme CommMUNIty INVOIVEMEnt (Bd¥iS0ry OFOUP. SUPHOMT GO Dt Nas DATTAEMS SUCH 35 ranspEor:

ion. chilocare issues
5 - Activedy involved in community

& - Not applicable

Safety:

- Hame o resiBence is nst Sae: iMmaits level of lethaity is extred

h: possibie CPS invehs

O 2 - Safety is threatened / temporary protects

s avaabio; leved of lethality is high

2 - Curment lovel of safety is minimally adequate; engaing safety planning is assential

4 - Enviranmant is safa howaover. future of s

ks uncertain: safaty planning is important
& - Environment is apparentiy safe and stabia
&- Not spplicable

1= There are safaty concerns regarding parenting skits

2 - Parenting skills are minimal

3~ Paventing skills are apparent but not adequate
4 - Paronting skills are adequate
& - Paranting skills ara well dovelaped

06 - Not applicable

CraditHistory:" 1-No credit history
02 - Qutstanding judgments or bankruptey/foreckasure
3 - Has a credit repair plan
- Maderate eredit rating
5 - Bood credit / manageable debt ratio

& - Not applicable

Total score

Matrix Score Summary

The Matrix #oll domain 1and 5, exchuding domains where Not Appicable is setected. [

Matrix Score: 2.2

105



HMIS Triage Assessment

The HMIS Triage Assessment records the client’s Current Living Situation, potential length of stay in their

situation (contingent on the response), if there was conflict in their situation, and if their health or safety was at
risk.

Intake 2024 . Lo " S
(2322/1B589) : 53376
" HMIS Triage Assessment

May be
different
than Prior " |osavon |8
Living

Situation

© Triage / Crisis Noods
Assassmant

LL d Record a Contact or Provided answers

Service here may populate more

guestions

CaEEm

VI-SPDAT

The VI-SPDAT provides a vulnerability score which is used to identify and prioritize clients for the most

appropriate support and housing interventions that might be available in the community. An enrollment needs
a VI-SPDAT to be complete and will be removed if a VI-SPDAT is not completed.

The workflow will ask you if you would like to complete the VI-SPDAT. Select Yes to complete the document.
Selecting No will take you to the next assessment, the end of the workflow.
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Intake 2024 JosusbopeKIN0. Man (Boy.ifchild) a2 B
(2322/1B589) ’

© Complete Housing
Needs Assessment?

Wrasse X Cancel Complete Housing Needs Assessment?

Complete Housing Needs Assessment?

You will then be asked what type of VI-SPDAT you would like to complete for the client.

Intake 2024 DesusLopezking 1.1 (goy, ifchil P
(2322/1B589) s/ O
e & ispnurisingeau
© vispoaType
VI_SPDAT Type 28s F-VI-SPDAT (Family)
WPause  XCancel Select the VI-SPDAT type being used -

© TAY-VI-SPDAT (Single Youth 18-24)

Once the type of VI-SPDAT is selected, you will be prompted to enter the information. Note: The interviewer’s
name will auto populate to the user’s name. If the name is different on the form, the name will be adjusted.
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Intake 2024
(2322/18589)

Desus Lapez King
Man (Boy.  ehil
¥ s :

53376

oo Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT)

at ssers must be trained on the Use and implementation of the tock by OrgCocs Cansuiting.
for Org Consulting. Inc.

Administration VISPDAT 3.0

The interview name will auto populate the
user’s name & may need to be adjusted

Complete the VI-SPDAT. HMIS will auto populate the final score for you. Select Save when finished.

osus Lopaz King
LI

intake 2024
12322/1B589)

Man (Boy. f child) =]

53376
Vulnerability Index (VI) and Service Prioritization Decision Assistance Tool (SPDAT)

HYES to any of the Ouestion 25, score 1

M YES 1o any of Duestion 27, score 1.

x0 a8

oran

The demographics will auto populate to
what was entered previously in the
enrollment

ppOrts lasting for longe

Completing CES Intake Workflow

Once all the information is completed, you will see the Finish screen. It is important to select Finish to complete
the workflow. Return to the Client’s Dashboard and review the enrollment for accuracy. To review how to check

the enrollment for accuracy, visit Complete Intake Workflow.
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YOU HAVE COMPLETED YOUR ENROLLMENT!

Entering an Updated VI-SPDAT or Self-Sufficiency Matrix

Start on the Client Dashboard and navigate to the SPDAT Assessments folder on the left-hand side of the screen.
The select the appropriate SPDAT folder.

Jesus Lopez King's Dashboard

STANISLAUS TEST

. L select the appropriate SPDAT

On this screen, you will be able to view and edit the previous VI-SPDAT and add a new one. Note: If you are
adding a family VI-SPDAT, the enrollment size must be greater than one individual. The family VI-SPDAT must be
added on the head of household.

Q Search ¢ . % EY

B 53376
VI-SPOAT/F-VI-SPDAT History 8

Wulneratlity Inges
T aszeszmens Ome ] ‘Scane Famie oo vstory ‘soare fuses ‘Scane socaazaton scorsgeaness Sore Total

= Singhe Adut <3

Dwr \ Select the appropriate
B wseour VISPDAT you would like to
0 View and edit previous add
VISPDAT here
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Start on the Client Dashboard and navigate to the Other Assessments folder on the left-hand side of the screen.
Then select the Self Sufficiency Matrix folder.

Q searcn ¢ % 0.
R T S Add a new Matrix
' Self-Sufficiency Matrix Assessments a
ar - £ of th . " Saf-o ancry Matrie, & PO
o
o || m 0 ‘ | i |
. [ ] [
e s e —
@« | osava 24
!
- See trends over time with
o each Matrix entered

‘ View and edit previous Matrix here ‘

£ Sef Suffcienay

I View Self Sufficiency Matrix Assessments

Coordinated Access (Read-Only)

This screen will show a list of all the Master Assessments created for the CES Coordinated Access project.
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L ' 53415 8
Master Assessments <8
ot Program Trpe Commants AssessO
cescoo et 229500
ovneraoze o During Progeam Envollment/Update 229099
ov/owz0zs Entry ephonie Hand| 229858

This screen allows for users to see if client’s have been or are currently enrolled in other projects. This
information can be useful in determining case management collaboration, to avoid overlapping enrollments, or
to see if a client is enrolled in Coordinated Entry. You will be unable to view the assessments completed by the
organizations.

Jasper King
8/15/1961

Q search < % 28w
s

Man (Boy, f child)

53033

¥ o n B B8

Enroliments
A ients cispiay below An enroliment represents a defined period of paricipa grant andior ¢ nere, yo hem 1 0 pertom ) asses pos
Enroliment Case
Deseription Members  Project Start Date. Housing Move-in Date Exit Date 12 Ext Dostination Organization
~ Current
a CSATESTES 2 oatano2s (G4} Stanisiaus Gounty Community Services Agency
a ceD SSVEHP 1 07282024 Gathaiic Charities Diocese of Stackion
a WE CARE WINTER SHELTER 1 08302623 We Gare
a CHSS HOAP RRH 1 08152029 Community Housing and Shelter Senvices
v Provi
a WE CARE WINTER SHELTER 1 0812022 232022 Jai Prison, Jvenle De.. We Care

3 CE Enroliments
B CE Financial
£ €€ Ho
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This screen allows the user to be directed to the Client Files page to view any uploaded ROls.

Ryan Arro

: L A

Shenesr Menoyitenia)  gatia e
Client Files *OHD 8
Documents orother fles may be stored slectronically by uploading them here.

Preview DocumentName FlleType Created Date 1

-

ROI 10.30.2024
elease of Informat

This screen allows the user to view all Self Sufficiency Matrix Assessments for clients. You may select the
viewfinder button to view each recorded assessment.

00 Chentosstboars | Sre1 MNEOHENE) g 0@

Self-Sufficiency Matrix Assessments.

Datelz Tvpe seare Commants

a ov/ov2024 Entry 220

View the details of the
assessment here

o cesar
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NI maond Sanhe 4 B O
Self-Sufficiency Matrix x 0 aﬂ

This screen allows the user to view all VI-SPDATSs for clients. You may select the viewfinder button to view each
recorded assessment. Note: CE VI-SPDAT will show Single Adult and Family VI-SPDATs. The Family VI-SPDAT will
only show on the head of household. The CE TAY VI-SPDAT will show any recorded TAY VI-SPDATs.

wrwe MG gaage
VI-SPDAT/F-VI-SPDAT History <8

Vlnerabilty Index
Tyve Assessment Date Score Total Score Generai Score Family Score History. Score Risks Scors Sociatzation Scora weliness

‘Single Adult v3 o9iov2028 n

View the details of the
assessment here

The two CE VI-SPDAT

ewoms o ——"| folders are here
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Ryan Arayo o o
/1801091 i 52415 =
Vulnerability Index (V1) and Service Prioritization Decision Assistance Tool (SPDAT) <8

The terms o

jan of the tool by OrgCode Consult or an approved and certifed trainer of

s and/or Org Consuiting,Inc.

Date/Time * 972024120000 AM

ment e End

10:00:00 AM

This screen allows the user to view all Universal Data Assessments for clients.

a - RYBNATONO o (Boy. if chid] [N - |
S8/ n(Bauitenid) 53415 oor
Universal Data Assessments <8
- 1 o thochont civorsat data oomen . cick Ak Now Universal Data Assessment. To oc ocord. cick Eat. Pl a0t t0 30d ssing the HMIS wark fows
3 res
Dato ! Program ama Assasamant Tyon Housing Status Prir Residenca Longh ofStay
a -
a oosia0ze CES Coaramated Accoss Ouring Program Envatment/upaste
a 902028 CES Coaranatea accass Entry Placa notmasnt for habitation One yese o onger

View the details of the
assessment here

separ

[ CE Universal
Data
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Q search <

Q Find Giont
[ EE— 52495 |6
5 ke Universal Data Assessment
© o
c o bt : .
Y
=1
D e
Exit nie Hand
. g iee !
=] Statust Ressonto @ Othercovrsge
Privte oy Hestn nsurance o
mocesre ~o
Madcad o
Heatth Net (Megi-cal) - Adults os 2
et et (eci-ca) - riren ~o
et Planof San Jscuin (Mesl-<af - Aduts o

Heatth Pian of San Joaguin (Medi-ca) - Chidren

State Chilarenis Waah insurance Propram (Mei-ca)

%0 8 8 @

If the client is not enrolled in the CES Coordinated Access Project, you will not see any assessments listed in this

section.
Logged into the Wrong Agency for CES Coordinated Access

Example: Logged in as Organization: Salvation Army.

The CES Coordinated Access Enrollment will not be visible on the Client Dashboard.

enntarFryve i
Woman (i, f child} L@
41211992 ' 53062 2
ustance
Status Servica Provider @ Oatal} incoming Gnmi)
Jennifer Frye's Information =

STANISLAUS TEST

Nama  Feyn, Jonnifor BinhDate  4/12/1992 age 3
Gender  arnan (0i, 1t chita)
cllentiD: 53062 Race  American indian, Alsska Native. or nelgensiis
Jennifers Enroliments =
el o,
Active
Enolment  Househaia ProjectStatOats  HousngMoven  ProjectExtDate  Gase  EnvallD Days Last Program
Description ~ Members  Household Type i Date i [ 1 Enrobed Exit Destination Organization Assessed
 Astive
 Emergency Shelter - Entry Exit
o TSARCES 1 Hausehoid without oz w34 TS 3m Savstion Ay w0
Chigren £SO
Jennifers Services =

You may still view if a client is enrolled in Coordinated Entry by visiting the CE Enrollments tab.
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Example: Logged in as Organization: Continuum of Care

The CES Coordinated Access Enrollment is visible on the Client Dashboard.

Lynnell Fuller
Continuum of Care

Jennifer Frye 5
*® Woman (Gir if child) a8

4/12/1992 53062

STANISLAUS TEST

ers 2020

Name:  Frye, Jennifer Birth Date:  4/12/1992 Age: 31
Gender:  Woman (Girl, if chilg)

ClientID: 53062 Race:  American Indian, Alaska Native, or Indigenous

Jennifer's Enrollments I
sult found.

Enroliment Active Household
Description Members  Household Type Project Start Date |1 Housing Move-In Date  Project Exit Date  CaselD EnrollD1 DaysEnrolled  Exit Destination Organization LastAssessed  Program Type

v Exited
v Coordinated Entry

.. CES Coordinated Access 0 Household with Children and Aduits 1211012022 1211012022 93985 136988 0 No exitinterview complet..  Continuum of Care 12110202 14

Jennifer's Services z

Note: If you create a client enrollment in your project under your agency and then in CES under Continuum of
Care, you will be able to see both enrollments on the dashboard even if you are logged in under a different
agency. This may make it difficult to realize any potential data quality errors. To avoid this, please double check
the organization you are under before entering client data and contact HMIS if you realize you entered the
incorrect data under the wrong organization.

Scan the Release of Information and VI-SPDAT Into HMIS

You must be logged into HMIS under Organization: Continuum of Care. Start on the Client Dashboard and
navigate to the Profile folder on the left-hand side of the page. Select Client Files. Select Add File to add a new
document. Note: if you are uploading a family VI-SPDAT, upload the document to the head of household only.
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Client Files &

Select Add File to upload a new
document

Complete the Document Name, File Type, and upload the file. Note: The File Type field will be a drop-down
menu that includes Release of Information, VI-SPDAT, or Other. Note: You will have to scan the document to
save on your desktop. Once it is uploaded, you must delete the document, DO NOT KEEP it on your computer!

It may be helpful to record the document name with the date it was

Client File ]

Drop-down menu will have
pre-populated responses to
choose from

Once you enter all the information, you can preview your file by selecting the PDF to ensure everything is
correct. If you chose the incorrect file, select the x to remove the document. Once everything is correct, select
Save. Note: If you do not select Save, the document will not be saved.
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Client File

Select the x to remove the
document and select a new one

Select the file to preview
before saving

Once everything is confirmed,
select Save

After selecting Save, the document will show on the Client Files screen. Selecting the Action Button next to the
document will allow you to download the file or change the document name. Note: You are unable to delete the
document. Please reach out to HMIS if you need a document removed.

Q search

(3} et Fres

Client Files

Pruviem  Gocumest Namw  PiaTyge  Crastind Dati |

FOF

RO 10302004

Action Button to download and/or
change the document name
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