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)ÎÔÒÏÄÕÃÔÉÏÎ 
Welcome to the Homeless Management Information System (HMIS). HMIS is used to collect client-level 

information which can be shared across agencies that serve the homeless population. This guide will 

take a step-by-step approach by going through each role and associated task located in HMIS. Some 

areas of the manual will allow you to skip that section if you are under a certain role within HMIS.  For 

instance, under the Case Management tab, all ǳǎŜǊǎ ǳƴŘŜǊ ǘƘŜ άIaL{έ ǊƻƭŜ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎƪƛǇ ǘƘŜ ǘŀǎƪ 

ǘƛǘƭŜŘ ά/ŀƳǇǳǎ /ƘŜŎƪƭƛǎǘ ŦƻǊ tǊƻǎǇŜŎǘǎέ ōŜŎŀǳǎŜ ǘƘŜȅ Řƻ ƴƻǘ ƘŀǾŜκƴŜŜŘ ǘƘŀǘ ŦǳƴŎǘƛƻƴ ƛƴ ǘƘŜ IaL{Φ ¸ƻǳ 

can check what role you are listed under by looking here: 

 

The rest of the training manual will be ǎŜǇŀǊŀǘŜŘ ƛƴǘƻ ǘƘǊŜŜ ǎŜǇŀǊŀǘŜ ά¢ŀōǎΣέ ǿƘƛŎƘ Ŏŀƴ ŀŎŎŜǎǎ ƘŜǊŜΥ 

 

For those sections unique to your specific role, you can find more information and training located in 

your section of the appendix. 

 



,ÏÇÇÉÎÇ ÉÎÔÏ (-)3 
To log in, open Mozilla Firefox, go to the Haven for Hope website (www.havenforhope.org), scroll to the 

ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ŀƴŘ ŎƭƛŎƪ ƻƴ άIaL{ wŜǎƻǳǊŎŜǎΦέ 

 

Then, click the link located in the middle of the page to navigate to the login page. 

 

Once in the login page, type in your user name and case sensitive password, and click Login.  

 

 

  

http://www.havenforhope.org/


.ÁÖÉÇÁÔÉÏÎ )ÃÏÎÓ ÆÏÒ (-)3 
ITEM ICON 

Action Gear  

Case Management Tab  

Assessment Tab  

Client Information Tab  

Family Icon 
 
 
 

 

Female Icon (Pink) 
 
 
 

 

Male Icon (Blue) 
 
 
 
 

 

Transgender (Green) 
      (star=Head of Household) 
 
 

 

Field Not Selected  

Preview Button (Magnifying Glass)   

 



ITEM ICON 

Red Asterisk Means Required Field  

 Client Search  

Save Button- Usually on Bottom Right  

Add New- Usually on Upper Right  

Date 
  

Report 
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Case Management Tab 
Finding a Client  
¢ƻ ŦƛƴŘ ŀ ƴŜǿ ŎƭƛŜƴǘ ǿƛǘƘ IaL{Σ ŎƭƛŎƪ ǘƘŜ άCƛƴŘ /ƭƛŜƴǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

On the search screen, you will be able to find a client based on name, date of birth, and/or social 

security number. You can also search by scan card ID (if applicable) and their unique client ID if known. 

The name fields are sensitive enough that you may type in their name partially and still search based on 

the information you enter. Here is an example oŦ ŀ ŎƭƛŜƴǘ ǎŜŀǊŎƘ ōŀǎŜŘ ƻƴ ǘƘŜ ƴŀƳŜ ά/ƘŜƭǎŜŀ ¢ŜǎǘΦέ !ǎ 

you can see, the name is only entered partially. 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƻǳƴŘ ǘƘŜ ŎƭƛŜƴǘ ȅƻǳ ŀǊŜ ǎŜŀǊŎƘƛƴƎ ŦƻǊΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŀǘ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ IaL{ ǿƛƭƭ 

pull up that file.  

Case Management 

Demographic s 

This section includes all demographic information on the client. The required fields for this section (and 

all others) are shown with a red asterisk next to the field.  

The Demographic section can be accessed here, under the Case Management section. 



 

Once the Demographic section has been clicked, you will see a screen which looks like this: 

 

You can edit or update certain demographics within this screen. Keep in mind there is an Address 

IƛǎǘƻǊȅ ǎŜŎǘƛƻƴ ǿƛǘƘƛƴ IaL{Σ ǎƻ ƛŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀŘŘǊŜǎǎ ŎƘŀƴƎŜŘΣ ȅƻu should edit that field there. If editing 

ƛǎ ǊŜǉǳƛǊŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the screen. 

 

Address History  

This section can be accessed here, under the Case Management section: 



 
This section is where you can view/add all known addresses for the client. Use this section to add/edit 

all addresses. Changing information in the demographic section will overwrite information in the 

Address History section. 

Once you have clicked on the Address History section, your screen will look similar to this: 

 

¢ƻ ŀŘŘ ŀ ƴŜǿ ŀŘŘǊŜǎǎΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǇŀƎŜΦ !ŦǘŜǊ ȅƻǳ ƘŀǾŜ 

clicked the button, the screen should look like this: 

 

¦ƴŘŜǊ ǘƘŜ ά!ŘŘǊŜǎǎ ¢ȅǇŜέ ŦƛŜƭŘΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŎƘƻƻǎŜ ōŜǘǿŜŜƴ Current Address, Mailing Address, 

ŀƴŘ tǊŜǾƛƻǳǎ !ŘŘǊŜǎǎΦ LŦ ȅƻǳ ŎƘƻƻǎŜ ά/ǳǊǊŜƴǘ !ŘŘǊŜǎǎΣέ ǘƘƛǎ ǿƛƭƭ ōŜ ǘƘŜ ŀŘŘǊŜǎǎ ǘƘŀǘ ǎƘƻǿǎ ƻƴ ǘƘŜ 

ά5ŜƳƻƎǊŀǇƘƛŎέ ǎŜŎǘƛƻƴΦ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ 

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

Family  

In this section, you have the ability to add family members to a client, edit the family name, and edit the 

relationships between family members. 



 

Once you have entered the Family section, your page should look similar to this: 

 

¢ƻ ŜŘƛǘ ǘƘŜ ŦŀƳƛƭȅ ƳŜƳōŜǊǎΣ ŎƭƛŎƪ ǘƘŜ ŀŎǘƛƻƴ ƎŜŀǊ ƴŜȄǘ ǘƻ ǘƘŜ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ ά9Řƛǘ CŀƳƛƭȅ aŜƳōŜǊǎΦέ 

 
The screen that follows will show all family members tied to the client you are viewing, along with their 

ǊŜƭŀǘƛƻƴǎƘƛǇ ǘƻ ǘƘŜ άIŜŀŘ ƻŦ IƻǳǎŜƘƻƭŘΦέ  

¢ƻ ŀŘŘ ŀ ƴŜǿ ŦŀƳƛƭȅ ƳŜƳōŜǊΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ CŀƳƛƭȅ aŜƳōŜǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side. 

When the new screen appears, you will be able to enter in a family member. When you select the box 

ǳƴŘŜǊ άCŀƳƛƭȅ aŜƳōŜǊέ ƛǘ ǿƛƭƭ ƻǇŜƴ ŀ ǎŜŀǊŎƘΣ ǎƻ ǘhat you can easily find the client you are looking for. 

The drop-Řƻǿƴ ŦƛŜƭŘ ǘƛǘƭŜŘ άwŜƭŀǘƛƻƴǎƘƛǇέ ǊŜŦŜǊǎ ǘƻ ǘƘŜ ǊŜƭŀǘƛƻƴǎƘƛǇ ǘƻ ǘƘŜ IŜŀŘ ƻŦ ǘƘŜ IƻǳǎŜƘƻƭŘΦ  

 

When you are finished entering in a new family member, click save on the bottom right-hand side. 



FƻǊ ŀ ǉǳƛŎƪ ǾƛŜǿ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ŦŀƳƛƭȅΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ-

hand side.  Pink icons represent females, blue for males, and green for unknown/ transgender. A yellow 

ǎǘŀǊ ƻƴ ŀ ŎƭƛŜƴǘ ƳŜŀƴǎ ǘƘŜȅ ŀǊŜ ǘƘŜ άIŜŀŘ ƻŦ IƻǳǎŜƘƻƭŘΦέ 

 
There is also an option to remove a client from a family. This really should only be done in certain 

situations. A client should only be removed from a family if they actually leave the family or if a mistake 

was made during data entry and the client was never actually in that family. In other certain cases, some 

ŎƘƛƭŘǊŜƴ Ƴŀȅ ƴŜŜŘ ǘƻ ōŜ ǊŜƳƻǾŜŘ ŦǊƻƳ ǘƘŜ ŦŀƳƛƭȅ ǿƘŜƴ ǘƘŜȅ ǘǳǊƴ муΦ ²ƘƛƭŜ ƛƴ ά9Řƛǘ CŀƳƛƭȅ aŜƳōŜǊǎΣέ 

ǎƛƳǇƭȅ ǎŜƭŜŎǘ ǘƘŜ ōƭǳŜ ŎƛǊŎƭŜ ƴŜȄǘ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǊŜƳƻǾŜ ŀƴŘ ŎƘŀƴƎŜ ǘƘŜ exit date to the day 

they left the family. 

 

Enrollment  

This section is where you can view/edit all enrollments in programs that the client is tied to. Your screen 

ǎƘƻǳƭŘ ƭƻƻƪ ǎƛƳƛƭŀǊ ǘƻ ǘƘƛǎ ƻƴŎŜ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘ ǘƘŜ ǎŜŎǘƛƻƴΥ 

 

On the left-hand side of the screen (picture above), you can see the status of the enrollment. This will let 

you know if the client is currently enrolled the programs or if they have been exited from them. Next will 

show the name of the program, along with the begin/end dates for that program. All the way on the 



right-hand side of the enrollment page shows the number of members enrolled into the program from 

ǘƘŀǘ ŎƭƛŜƴǘΩǎ ŦŀƳƛƭȅΦ 

To edit the enrollment or view the members of the family who are also enrolled that program, click on 

the action gear.  

¢ƻ ŀŘŘ ŀ ƴŜǿ ŜƴǊƻƭƭƳŜƴǘ ƛƴǘƻ ŀ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-

hand side of the screen. A new screen should appear looking like this: 

 

You will need to select the program you would like to enroll the client in and the provider of that 

program.  When you have finished, click Save on the bottom right-hand corner of your screen. 

Once you are finished, HMIS will take you back to the enrollment screen. You will now be able to see the 

enrollment you just added for that client. If you need to enroll family members into the program along 

with the client you are viewing, select the action gear next to the new enrollment and select 

άaŜƳōŜǊǎΦέ  

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ǊŜŀŎƘŜŘ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ aŜƳōŜǊǎέ ōǳǘǘƻƴ ƻƴ ǘhe upper right-hand side 

of the screen.  To add a family member to this enrollment, select the clear circle next to their name and 

ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ƭƻǿŜǊ ǊƛƎƘǘ-hand side of the screen. 



 

After you have done the previous steps, go back to the enrollment page, and if the status of the 

ŜƴǊƻƭƭƳŜƴǘ ǎŀȅǎ ά!ǎǎŜǎǎƳŜƴǘǎ tŜƴŘƛƴƎΣέ ȅƻǳ ǿƛƭƭ ǎǘƛƭƭ ƘŀǾŜ ƻƴŜ ƳƻǊŜ ǎǘŜǇ ƛƴ ǘƘŜ ǇǊƻŎŜǎǎΦ /ƭƛŎƪ ƻƴ ǘƘŜ 

ƭƛƴƪ ǘƘŀǘ ǎŀȅǎ ά!ǎǎŜǎǎƳŜƴǘǎ tŜƴŘƛƴƎέ ŀƴŘ ǎŜƭŜŎǘ ά/ƻƳǇƭŜǘŜ 9ƴǘǊȅ !ǎǎŜǎǎƳŜƴǘΦέ 

 

After you have done that, you wilƭ ŜƴǘŜǊ ƛƴǘƻ ŀ ά²ƻǊƪŦƭƻǿΣέ ǿƘƛŎƘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǎǘŜǇ ōȅ ǎǘŜǇ ǘƘǊƻǳƎƘ 

each assessment. If the client you are viewing has family members attached to the enrollment with 

him/her, you will also be walked through the assessments for those individual family members. The 

ǎǘŀǘǳǎ ƻŦ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘ ǿƛƭƭ ǎƘƻǿ άŜƴǊƻƭƭŜŘέ ƛƴǎǘŜŀŘ ƻŦ άŀǎǎŜǎǎƳŜƴǘǎ ǇŜƴŘƛƴƎέ ǿƘŜƴ ȅƻǳ ƘŀǾŜ 

completed the workflow. 

IMPORTANT: Assessments and services require an open enrollment to be added to a client. You will not 

be able to add services or assŜǎǎƳŜƴǘǎ ǘƻ ŀ ŎƭƛŜƴǘ ǿƛǘƘ ŀ ǎǘŀǘǳǎ ƻŦ άŜȄƛǘŜŘέ ǿƛǘƘƻǳǘ ǊŜ-opening that 

ŎƭƛŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘΦ  

¢ƻ ŜƴŘ ŀƴ ŀƭǊŜŀŘȅ ŜȄƛǎǘƛƴƎ ŜƴǊƻƭƭƳŜƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ƭƛƴƪ ŦƻǊ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘ ǎǘŀǘǳǎ ŀƴŘ ǎŜƭŜŎǘ ά/ƻƳǇƭŜǘŜ 9Ȅƛǘ 

!ǎǎŜǎǎƳŜƴǘΦέ  

 

This will walk you through a workflow which will allow you to complete each assessment required at 

exit. Once you have completed the workflow, the end date of the enrollment will change to the date you 

ŎƻƳǇƭŜǘŜŘ ǘƘŜƛǊ ŀǎǎŜǎǎƳŜƴǘǎΦ ¢ƘŜ ǎǘŀǘǳǎ ǿƛƭƭ ŀƭǎƻ ŎƘŀƴƎŜ ǘƻ άŜȄƛǘŜŘ ŦǊƻƳ ǇǊƻƎǊŀƳΦέ 



Case Managers 

This section is used to view/add a Case Manager to the client.  

hƴŎŜ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜ ά/ŀǎŜ aŀƴŀƎŜǊǎέ ǎŜŎǘƛƻƴΣ ǘƻ ŀŘŘ ŀ ƴŜǿ /ŀǎŜ aŀƴŀƎŜǊΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ 

bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of your screen. A new form will appear where you 

ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜƭŜŎǘ ŀƴ ŜƴǊƻƭƭƳŜƴǘ ŦƻǊ ǘƘŜ /ŀǎŜ aŀƴŀƎŜǊΣ ŀƴŘ ƭƻƻƪ ǳǇ ǘƘŜ ŎƭƛŜƴǘ ŀƴŘ /ŀǎŜ aŀƴŀƎŜǊΩǎ 

names.  

 

Documents  

This section can be used to make note of a document obtained from the client. 

¢ƻ ŀŘŘ ŀ ƴŜǿ ŘƻŎǳƳŜƴǘ ǘƻ ǘƘŀǘ ŎƭƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ 

right-hand side of the screen. The picture below shows the options you have to choose from when 

making note of a document. When you have finished entering all information, click the Save button 

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

 

Calendar 

In this section, you have the ability to schedule meetings/appointments/etc for the client you are 

viewing. 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ǘƘŜ ά/ŀƭŜƴŘŀǊέ ǎŜŎǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ǳƴŘŜǊ ǘƘŜ άŘŀȅ ǾƛŜǿΣέ ōǳt you 

may change the view of the calendar by selecting another view. 

 



To record an appointment for the client, click on the time you would like the appointment to start and 

Ŧƛƭƭ ƻǳǘ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ƴŀƳŜΣ ŜƴŘ ǘƛƳŜΣ ŀǘǘŜƴŘŜŜǎ όǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ǿƛƭƭ ōŜ ŀǳǘƻ filled- this is shown 

highlighted below), and any notes you would like to add. Click the Save button on the bottom right-hand 

side of the screen when you are finished entering data. 

 

Case Notes 

In this section, you have the ability to view and add case notes about the client you are viewing. This is a 

ƎǊŜŀǘ ǇƭŀŎŜ ǘƻ ŜƴǘŜǊ ŀƴȅ ƘŜƭǇŦǳƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŎƭƛŜƴǘ ǘƘŀǘ ƛǎƴΩǘ ǇǊŜǾƛƻǳǎƭȅ ǊŜŎƻǊŘŜŘ ƛƴ ǘƘŜ 

assessments you have to fill out about them. 

To view a case note that already exists, click on the magnifyiƴƎ Ǝƭŀǎǎ ƴŜȄǘ ǘƻ ǘƘŜ ά/ŀǎŜ bƻǘŜ {ǳƳƳŀǊȅΦέ 

 



¢ƻ ŀŘŘ ŀ ƴŜǿ ŎŀǎŜ ƴƻǘŜ ǘƻ IaL{Σ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand corner of the 

page. Title the case note and enter in a description of the case note in the box below. To assign a 

reviewer to the ŎŀǎŜ ƴƻǘŜΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ά!ǎǎƛƎƴŜǊ wŜǾƛŜǿέ ŀƴŘ ǎŜŀǊŎƘ ŦƻǊ ŀ ǳǎŜǊ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ 

ǘƻ ǾƛŜǿ ǘƘŜ ŎŀǎŜ ƴƻǘŜΦ aŀƪŜ ǎǳǊŜ ȅƻǳ ǎŜƭŜŎǘ ŀ ά/ŀǎŜ bƻǘŜ ¢ȅǇŜέ ǿƘŜƴ ŜƴǘŜǊƛƴƎ ŀ ŎŀǎŜ ƴƻǘŜΦ !ǘ ƭŜŀǎǘ ǘǿƻ 

case notes should be entered for each client: an Intake Summary and Exit Summary Case Note. When 

ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ά{ŀǾŜέ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand corner of the screen. 

 

Services 

In this section, you will be able to see what services (if any) the client has received and from which 

program the service was received. 

¢ƻ ŀŘŘ ŀ ǎŜǊǾƛŎŜ ǘƻ ȅƻǳǊ ŎƭƛŜƴǘΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand corner of the page. 

CǊƻƳ ǘƘŜǊŜ ȅƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ǘƘŜ άtǊƻƎǊŀƳέ όŀƴƻǘƘŜǊ ƴŀƳŜ ŦƻǊ ǘƘŜ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊύ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down 

menu and click search. All of the services provided by that program will be shown, similar to this: 

 

¢ƻ ŀŘŘ ŀ ǎŜǊǾƛŎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŎƛǊŎƭŜ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ ǎŜǊǾƛŎŜ ƴŀƳŜΦ ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ά¦ƴƛǘǎέ 

they received. The example below shows that the client has received a service (shower) and the units 

ŀǊŜ мΣ ǎƛƴŎŜ ǘƘŜȅ ǊŜŎŜƛǾŜŘ ƻƴŜ ǎƘƻǿŜǊΦ ²ƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ 

lower right-hand corner of the page. 



 

Referrals  

In this section, you have the ability to refer a client to another provider. To add a new referral, click the 

ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the screen. A new screen will appear as follows: 

 

¸ƻǳ Ƴŀȅ ŎƭƛŎƪ ǘƘŜ ƳŀƎƴƛŦȅƛƴƎ Ǝƭŀǎǎ ƴŜȄǘ ǘƻ άwŜŦŜǊ ¢ƻέ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǇǊƻǾƛŘŜǊ ŀƴŘ ǎŜǊǾƛŎŜ ƴŀƳŜ ȅƻǳ ŀǊŜ 

referring the client to. The field directly ōŜƭƻǿ ǘƘŀǘ ƻƴŜ ƛǎ άwŜŦŜǊ ǘƻ tŜǊǎƻƴΣέ ǿƘƛŎƘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ŀ 

specific person from that provider to refer the client to.  

LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƛƴŎƭǳŘŜ ŀ ǾƻǳŎƘŜǊ ǿƛǘƘ ǘƘŜ ǊŜŦŜǊǊŀƭΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƭŀōŜƭŜŘ άtǊƻǾƛŘŜ ±ƻǳŎƘŜǊ ǘƻ 

/ƭƛŜƴǘΣέ ŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎreen will appear: 

 

Enter in a Reference Number, the dollar amount of the voucher, and reference date. When you have 

ŦƛƴƛǎƘŜŘ ŜŘƛǘƛƴƎ ǘƘŜ ǊŜŦŜǊǊŀƭΣ ŎƭƛŎƪ ά{ŀǾŜέ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand corner of the screen. 

Instructions on how to check your own referrals from other providers will be discussed in the 

άhǊƎŀƴƛȊŀǘƛƻƴ ¢ŀōΦέ 

Files 

Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŀŎǘǳŀƭƭȅ ŀǘǘŀŎƘ ŀ ŘƻŎǳƳŜƴǘ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǘƻ ŀ ŎƭƛŜƴǘΩǎ ŦƛƭŜ ƛƴ 

HMIS.   



¢ƻ ŀŘŘ ŀ ƴŜǿ ŦƛƭŜ ǘƘŜ ŎƭƛŜƴǘΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ the upper right-hand side of the 

ǎŎǊŜŜƴΣ Ŧƛƭƭ ƻǳǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ŜŀŎƘ ŦƛŜƭŘΣ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ 

required data. 

 
Contacts 

In this section you can add contacts that may be important for case management. Some examples may 

ōŜ ŜƳŜǊƎŜƴŎȅ ŎƻƴǘŀŎǘǎΣ ŘƻŎǘƻǊǎΣ ŦǊƛŜƴŘǎΣ ŜǘŎΦ ¢ƻ ŀŘŘ ŀ ƴŜǿ ŎƻƴǘŀŎǘ ƛƴ ȅƻǳǊ ŎƭƛŜƴǘΩǎ ŦƛƭŜΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ 

bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the screen and fill out the information required on 

ǘƘŜ ŦƻǊƳΦ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the 

screen. 

 

Goals 

Dƻŀƭǎ ŀǊŜ ƎǊŜŀǘ ŦƻǊ ƪŜŜǇƛƴƎ ǘǊŀŎƪ ƻŦ ȅƻǳǊ ŎƭƛŜƴǘΩǎ ǇǊƻƎǊŜǎǎΦ  Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŀŘŘ 

goals for your client, set end dates, and edit the goals to show their percentage complete. 

¢ƻ ŀŘŘ ŀ ƴŜǿ Ǝƻŀƭ ŦƻǊ ȅƻǳǊ ŎƭƛŜƴǘΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of 

the screen. A list of different goals will appear. To choose a goal to add, click the circle next to the 

description of the goal. Once yoǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ƛƴ ŀƭƭ ƻŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƴŜŜŘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ 

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

 

¢ƻ ǊŜŎƻǊŘ ŀƴ ƻǳǘŎƻƳŜ ŦƻǊ ŀ Ǝƻŀƭ ŀƴŘ ǎŜǘ ŀ ŎƭƻǎǳǊŜ ŘŀǘŜΣ ǎŜƭŜŎǘ άDƻŀƭǎέ ŦǊƻƳ ǘƘŜ /ŀǎŜ aŀƴŀƎŜƳŜƴǘ 

menu. 



 

You may also end a goal ǘƘǊƻǳƎƘ ǘƘŜ άaŀǎǘŜǊ όhb[¸ύ /ŀƳǇǳǎ 9Ȅƛǘ ²ƻǊƪŦƭƻǿέ ƛŦ ȅƻǳ ŀǊŜ ŀ ǎǘŀŦŦ ƳŜƳōŜǊ 

at Haven for Hope. Lƴ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǿƻǊƪŦƭƻǿ ǘƛǘƭŜŘ άIпI ό{ƛƴƎƭŜ CƻǊƳ 9Řƛǘύ ό²C 9Ȅƛǘ !ǎǎŜǎǎύΣέ ȅƻǳ 

ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ǎŜǘ ŎƭƻǎǳǊŜ ŘŀǘŜǎ ƻƴ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ ŎƭƛŜƴǘ ȅƻǳΩǊŜ ǾƛŜǿƛƴƎΦ  

 



aŀƪŜ ǎǳǊŜ ǘƻ ǊŜŎƻǊŘ ŀƴ ƻǳǘŎƻƳŜ ŀƴŘ ŀƴ ŜȄƛǘ ŘŀǘŜ ŦƻǊ ŜǾŜǊȅ Ǝƻŀƭ ǊŜƭŀǘŜŘ ǘƻ ǘƘŀǘ ŎƭƛŜƴǘΩǎ aŀǎǘŜǊ 

9ƴǊƻƭƭƳŜƴǘΦ ¢ƻ Řƻ ǘƘƛǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŀŎǘƛƻƴ ƎŜŀǊ ƴŜȄǘ ǘƻ ǘƘŜ Ǝƻŀƭ ŀƴŘ ǎŜƭŜŎǘ άhǳǘŎƻƳŜǎΦέ 

 

From the next screen, select the circle next to the goal outcome tƘŀǘ ƳŀǘŎƘŜǎ ǘƘŜ ŎƭƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ ! 

ƳŜƴǳ ǿƛƭƭ ŀǇǇŜŀǊ ǘƘŀǘ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ άǎŎƻǊŜΦέ aŀƪŜ ǎǳǊŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 

end date if needed to match the true closure date for the goal. 

 

When you have finished with this form, click ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the 

screen. Make sure to do this for all applicable goals. 

Savings 

¢Ƙƛǎ ǎŜŎǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘǊŀŎƪ ǎŀǾƛƴƎǎ ŦƻǊ ŀ ŎƭƛŜƴǘ ǿƘƛƭŜ ŜƴǊƻƭƭŜŘ ƛƴǘƻ ȅƻǳǊ ǇǊƻƎǊŀƳΦ ¢ƻ ǾƛŜǿ ŀ ŎƭƛŜƴǘΩǎ 

previous deposits into a savingǎ ŀŎŎƻǳƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ά{ŀǾƛƴƎǎέ ƭƛƴƪ ŦǊƻƳ ǘƘŜ /ŀǎŜ aŀƴŀƎŜƳŜƴǘ ǘŀōΦ The 

display will show you all verified deposits for that client separated by program. At the bottom you will 

see a total for all deposits into savings. 



 

To edit an existing savings depositΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ wƻǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the 

screen. From the next screen, you can select the blue circle next to the savings deposit of choice and 

edit the information if needed. 

 

¢ƻ ŀŘŘ ŀ ƴŜǿ ǎŀǾƛƴƎǎ ŘŜǇƻǎƛǘΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ wƻǿέ ōǳǘton on the upper right-hand side of the screen. A 

row will be added to the display where you can enter in the Verification Method and Date, Deposit Date, 

ŀƴŘ ŀǇǇƭƛŎŀōƭŜ ŜƴǊƻƭƭƳŜƴǘΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand 

side of the screen. 

 



Client Information  

6ÉÅ× (ÏÕÓÉÎÇ (ÉÓÔÏÒÙ ɉ0ÒÏÓÐÅÃÔȭÓ #ÏÕÒÔÙÁÒÄ ÁÎÄ (020 ÉÇÎÏÒÅ ÔÈÉÓ ÓÅÃÔÉÏÎɊ 

This section allows you to view any bed that client has been checked into in the continuum. To view that 

ŎƭƛŜƴǘΩǎ ƘƻǳǎƛƴƎ ƘƛǎǘƻǊȅΣ ŎƭƛŎƪ ƻƴ άClient Backgroundέ ǳƴŘŜǊ ǘƘŜ Client Information tab. On the next 

screen, select the Housing History button in the middle of the page. 

 

Your screen will look similar to this if your client has ever been checked into a bed. Keep in mind this 

screen is just for viewing the housing history. Creating reservations and checking clients into beds is 

discussed in a later section. 

 

Protection Orders  

This section allows you to record an application for a protection order by the client. To make note of a 

protection ordeǊΣ ƴŀǾƛƎŀǘŜ ǘƻ άClient Backgroundέ ǳƴŘŜǊ ǘƘŜ /ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ¢ŀōΦ On the next screen, 

ǎŜƭŜŎǘ ǘƘŜ άtǊƻǘŜŎǘƛƻƴ hǊŘŜǊǎέ ōǳǘǘƻƴΦ 

 



 

¢ƻ ƳŀƪŜ ƴƻǘŜ ƻŦ ŀ ƴŜǿ ǇǊƻǘŜŎǘƛƻƴ ƻǊŘŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand 

side of the screen. Fill ƛƴ ǘƘŜ ŦƛŜƭŘǎ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the 

screen when you have finished. 

 

Issues 

This section allows you to record any issues that may arise with the client (disease, domestic violence, 

substance abuse, etc). To access ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǎŜƭŜŎǘ άClient Concerns/Medicalέ ŦǊƻƳ ǘƘŜ ά/ƭƛŜƴǘ 

LƴŦƻǊƳŀǘƛƻƴέ ǘŀōΦ On the next screen, select the Issues button from the dashboard. 

 

 

¢ƻ ŀŘŘ ŀ ƴŜǿ ƛǎǎǳŜ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ȅƻǳ ŀǊŜ ǾƛŜǿƛƴƎΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand 

side of the screen. A screen with several issues will appear which you can sort by selecting a category 

from the drop down menu. 



 

Once you have selected a category, find the issue that relates to the client and select the circle located 

next to the description. Once you have done that, a form will appear to fill out about the client. Once 

ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the 

screen. 
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This section allows you to bar a client from a program and view past program bars.  To access this menu, 

ƴŀǾƛƎŀǘŜ ǘƻ άtǊƻƎǊŀƳ .ŀǊ [ƛǎǘέ ǳƴŘŜǊ ǘƘŜ /ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ǘŀōΦ 

 



¢ƻ ōŀǊ ŀ ŎƭƛŜƴǘ ŦǊƻƳ ŀ ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ the upper right-hand side of the 

screen.  You must fill in a begin date, program, and reason for barring the client from the program. 

²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ŦƛƭƭƛƴƎ ƛƴ ǘƘŜ ŦƻǊƳΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the 

screen. 

 

 

DomesÔÉÃ 6ÉÏÌÅÎÃÅ ɉ0ÒÏÓÐÅÃÔȭÓ #ÏÕÒÔÙÁÒÄ ÉÇÎÏÒÅ ÔÈÉÓ ÓÅÃÔÉÏÎɊ 

This section will allow you to record any domestic violence occurrences reported by the client. You can 

add an occurrence, record a case note, set a restriction (shared/not shared), and much more in this 

ǎŜŎǘƛƻƴΦ ¢ƻ ŀŘŘ ŀ ƴŜǿ ƻŎŎǳǊǊŜƴŎŜΣ Ǝƻ ǘƻ ǘƘŜ άClient Backgroundέ ƻǇǘƛƻƴ ǳƴŘŜǊ ǘƘŜ ά/ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴέ 

tab. CǊƻƳ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ ά5ƻƳŜǎǘƛŎ ±ƛƻƭŜƴŎŜέ ŦǊƻƳ ǘƘŜ ŘŀǎƘōƻŀǊŘΦ 

 

!ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ά5ƻƳŜǎǘƛŎ ±ƛƻƭŜƴŎŜΣέ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ά!ŘŘ bŜǿέ ǘƻ ŀŘŘ ŀ ƴŜǿ domestic violence 

occurrence and fill in the required information. 

If you only want to record there was an instance of domestic violence, but do not wish to record any 

ŘŜǘŀƛƭǎ ŀōƻǳǘ ǘƘŜ ƛƴǎǘŀƴŎŜΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ άƛǎǎǳŜǎέ ǎŜŎǘƛƻƴ ƳŜƴǘƛoned above. 

)ÍÍÕÎÉÚÁÔÉÏÎÓ ɉ0ÒÏÓÐÅÃÔȭÓ #ÏÕÒÔÙÁÒÄ ÉÇÎÏÒÅ ÔÈÉÓ ÓÅÃÔÉÏÎɊ 

Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ǾƛŜǿκŀŘŘ ƛƳƳǳƴƛȊŀǘƛƻƴǎ ǘƘŜ ŎƭƛŜƴǘ Ƙŀǎ ǊŜŎŜƛǾŜŘΦ ¸ƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ άClient 

Concerns/Medicalέ ǎŜŎǘƛƻƴ ǳƴŘŜǊ ǘƘŜ /ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ǘŀōΦ From the next screen, select 

άImmunizationsέ from the dashboard. 



 

To add a new immunization, selecǘ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the screen.  

 

Select the immunization the client received by clicking on the clear circle next to the description that 

matches. Enter in the immunization date and any other information pertaining to the immunization. 

²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the screen. 

 

Work History  

¢ƻ ǊŜŎƻǊŘ 9ƳǇƭƻȅƳŜƴǘ IƛǎǘƻǊȅ ŦƻǊ ŀ ŎƭƛŜƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ά9ƳǇƭƻȅƳŜƴǘ Placementέ LŎƻƴ ŦǊƻƳ ǘƘŜ 

ά9ƳǇƭƻȅƳŜƴǘ and Housingέ ƭƛƴƪ ǳƴŘŜǊ ǘƘŜ /ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ¢ŀōΦ 



 

bŜȄǘΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the screen to add a new work 

ƘƛǎǘƻǊȅΦ Cƛƭƭ ƛƴ ǘƘŜ ŦƻǊƳ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άǎŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-hand side of the screen once you 

have finished. 

 

To record an employment placement for a client while in a specific program, you may select the action 

gear next to the correct work history occurrence ŀƴŘ ǎŜƭŜŎǘ άtƭŀŎŜƳŜƴǘΦέ 

 



CǊƻƳ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of the screen. On the 

next page, select your program from the drop-down menu. If your program does not appear from the 

ŘǊƻǇ ŘƻǿƴΣ ŎƭƛŎƪ ǘƘŜ άƴŜǿ ŀǎǎŜǎǎƳŜƴǘέ ōǳǘǘƻƴΦ 

 

On the new assessment screen, select your program from the enrollment drop-down and select an 

assessment type from the drop-down menu. The majority of the time, a work placement will be done 

άŘǳǊƛƴƎέ ǘƘŜ ǇǊƻƎǊŀƳΣ ǎƻ ȅƻǳ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŀǘ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ άŀǎǎŜǎǎƳŜƴǘ ǘȅǇŜέ ŘǊƻǇ-down. Once 

you have finished, click the save button on the bottom right-hand side of the screen. 

 

Once back on the Work Placement screen, enter in the date of the work placement and the placement 

type. The placement type can be either assisted (you helped place the client into employment), or it can 

be unassisted (the client found the employment on their own while in your program). Once you have 

ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ǿƻǊƪ ǇƭŀŎŜƳŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ άǎŀǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ 

right-hand side of the screen. 



 

To record Work Retention information, select the action gear next to the correct work placement and 

ŎƭƛŎƪ ά9ƳǇƭƻȅƳŜƴǘ wŜǘŜƴǘƛƻƴΦέ 

 

bŜȄǘΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘon on the upper right-hand side of the screen. Fill out the information 

on the next screen regarding the employment retention/follow-ǳǇ ŀƴŘ ŎƭƛŎƪ άǎŀǾŜέ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ-

hand side of the screen when you are finished. 



 

#ÒÉÍÅÓ ɉ0ÒÏÓÐÅÃÔȭÓ #ÏÕÒÔÙÁÒÄ ÉÇÎÏÒÅ ÔÈÉÓ ÓÅÃÔÉÏÎɊ 

In this section, any crimes the client has committed can be recorded. To access this section, select 

άClient Backgroundέ ŦǊƻƳ ǘƘŜ /ƭƛŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ¢ŀōΦ Once on the next screen, select Crimes from the 

dashboard. 

 

If the client you are viewing has any crimes recorded into HMIS, your screen will look similar to this: 

 

¢ƻ ŀŘŘ ŀ ƴŜǿ ŎǊƛƳŜ ǘƻ ǘƘŜ ŎƭƛŜƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ bŜǿέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ-hand side of 

the screen. A new screen will appear with a master list of all crimes to choose from. To select a crime, 

click on the clear circle next to the crime description and fill in the following information: 
















































