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Welcome to the Homeless Management Information System (HMIS). HMIS is used to collet\atient
information which can be shared across agencies that serve the homeless population. ddisitjui
take a stepby-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 tabdall SNE dzy RSNJ G KS &l aL{ ¢ NERf
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can check what role you are listed under by looking here:

- |_v

=n for Hope- Case Management + hMIS ~| @ Logout

EntitylD : 95334

The rest of the training manual will BeS LJF NI 4§ SR Ayid2 GKNBS aSLI N} GS

w HavenForHope_Prod - Z.E_Muzilli
File Edit View History Bookmarl

@ -+ C X & (L
£ Most Visited || Getting Fﬂted i

J ] HavenForHoﬁP"ﬂ?.ﬂ

iCase Management

) Administration
ancy - 198
¢ Organization

6 Case Management s
-y =

Demographics
Address History

Fanmily

For those sections unique to your specific role, you can find more information and training located in
your section of the appendix.
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To log in, opeMozilla Firefox go to he Haven for Hope website/vw.havenforhope.orly scroll to the
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HOME | CAREER OPPORTUNITIES | PARTNERS | CONTACT | DIRECTIONS | HMIS RESOURCES | WEB MAIL | PARTNER PORTAL | WEBMASTER

Haven for Hope of Bexar County - 1 Haven for Hope Way, San Antonio, Texas 78207 (210) 220-2100
Fowsran hv Hawen B Hons 1T

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

HOME ABOUT » MEMBERS VOLUNTEER PARTNERS WISH LIST CONT

HMIS RESOURCES

The Homeless Management Information System (HMIS) is @ web-based software system that the San Antonio Continuum of Care (CoC) utiizes to

coordinate care among direct service providers. The HMIS is only to be accessed by autherized users within the CoC. If you need access to the HMIS
please contact Shaun Lee at shaun.lee@havenforhope.org

HMIS has standing training on the 1st and 3rd Wednesdays of the month. Trainings are held in the Transformational Center (TC) computer lab at 3PM.
Organizations can also request addttional training through the HMIS service request system below.

The link to HMIS is: hitps://beta.empoweredsg.netHavenForHope_Prod.ecm

Oncein the login page, type in your user name arade sensitivpassword, and click Login.

Password :
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Red Asterisk Means Required Field

Gender: * |Female

Client Search

@ Find Chent

Save ButtonUsually on Bottom Righ

Add New Usually on Upper Right

Date

[—

Report
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Case Management Tab

Finding a Client
¢2 FTAYR I y&g OtASyld sAdGK l1aL{sz Oftra0O] GKS aCAyYR
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First Name: Chelsea Last Name: Test Client. EntitylD : 160753
Race : White Birth Date: 03/25/1939

Case Management Chelsea Evans - AM Management ~ HMIS ~ | & Logout
T

Gender: Female

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 anexampo I Of ASy 4 &SI NOK ol aSR 2y i
you can see, the name is only entered partially.

Last Name : Te\ First Name: the Birth Date: 31
Scan Card ID: SSN: Client ID:
7._‘ Search
Last Name First Name Birth Date Scan Card ID Created By Organization Client 1D
160753 Test Chelsea 3/25/1989 640-12-1111 H4H HMIS Team 160753
160755 Test Chelsea Baby 37201 452-25-5471 H4H HMIS Team 160755
160758 Test Chelsea Baby2 372010 455-22-3656 H4H HMIS Team 160758
162404 test chelsea2 3717201 000-00-0000 H4H HMIS Team 162404
163664 Test Chelsea? 4/5/2011 111-11-1111 H4H HMIS Team 163664

hyOS @&2dz K @S F2dzyR GKS Ot ASyid @&2dz I NB &SI NOKAY
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.
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Case Management
Test Chelsea

.'a 03/25/1989 Test,Chetsea-1989-03-25 Find Client

(4 My Stuff

& Case Management

Campus Checklist for Prospects

First Name: Chelsea
Race:wWhite

Home Phone:
Family Room Inspections

Singles Room Inspections

Client Incidents

View Housing History
Demographics

Address History

Family Client Photo
Enrollment

Case Managers

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

E)_ Identifying Information

Last Name: * Tes First Name: MNancy
Birth Date: * 51,’1{}[1986 -'31 Age: 25
SSN: * 466-99-2245 = Gender : * [Female -
Primary Language: |Unknown -
Race: * [ American Indian or Alaska - Ethnicity: * |[Non-Hispanic or Latin |
Asian =i
Black or African American EI
Mative Hawatian or Other
HWhite
Citizenship Status: |L.|_S. Citizen v| Relation to HOH: * |Self v|
Address: * 1 haven hope Address 2:
Zip Code: * 78214 ! 4‘5 City: EAN ANTONIO
State: TX Cell Phone:
Work Phone: Home Phone:
Sharing: * Shared -] Scan Card ID:

You can edit or update certain demographics within this screen. Keep in mind there is an Address
Il Aali2NE aSO0GA2Yy 6AGKAY | al {ushoal@edihitiat fiélKilsere OffeditiBgy ( Q &
Ad NBIJjdzANBREZ Of A01 GKS a/{ |-Wabdsideotidies@egn. f 2 O G SR 2y

Address History

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




Test Nancy

a 01/10/1986 Test, Mancy - 198

Family
Enrcllment
Case Managers
Documents
Calendar

Case Motes

This section is where you canwi@dd 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, yougrsevil look similar to this:

qp Add New

Address i End Date
¥ Current Address 1 haven hope SAN ANTONIO 2/16/2011 Present
Sa¥ Previous address Unknown 1/21/2009 2/16/2011
¢2 IRR I yS¢é | RRNbaaz Of AO1 UKS 4! RR bSg¢ odzui2

clicked the button, the screen should look like this:

Address Type: * |Current Address v

g) Address Location

Address 1: * [— Address 2 : [—
Zip Code: * | ;C);g!j
City: | State : |
g) Time period of the address

Begin Date: * 02/17/2011 ‘31 End Date : * | present 31 3.7

' YRSNJ GKS &! RRNB A

YR t NEB@A2dzaz ! RRNBaad LT @2dz OK224aS &/ dz2NNBy i
G5SY23aNI LIKAOE aSOGA2yd 2KSy &2dz KIS FTAYA&AKSR
button located on the botbm righthand 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.

& ¢2&LIS¢ TFA SCGuRent Addges, Mailing AddresS, | 6
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Case Management > Family

Test Chelsea
3‘ 03/25/1989 Test,Chelsea-1989

!:;E'T Form Test Area
[ o]
- Data Quality

& Case Management

Client Incidents
Demographics
Case Managers
Address History

Enrollment
Case Motes @

Documents

Date Removed

2 Test, Nancy - 1986 1/1/1900 Present

¢2 SRAG GKS Tl YAfeée YSY

(@]}

Family Name

F] ~& Edit Family Members

& Edit Family

The screen that follows will show all family members tied to the client you are viewing, along with their
NEBfl GA2YAKAL) GBKEKRPEI SIR 2F | 2dz

¢t2 FRR I yS¢ FlLYAfte& YSYOSNE Of A0l 2y Hhddsidé! RR C|I

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

dzy RSNJ 6 ClI YAE & a$Yo S Nhatyoul caperdlyffindzhelight you ate HokMEY&.s & 2

ThedropR2 6y FASER (GAGt SR awStlFiA2yaKALE NBFSNBR G2

Family Member Relationship Date Added Date Removed
S Q 02/17/2011 31 Present |31 5.7
£ Nangy “ Self 17171900 Present

When you are finished entering in a new family member, click save on the bottorrhadghit side.

SNEZ Of A0l UKS FOdGA2y 3IS|
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hand side. Pink icons represent females, blue for males, and green for unknown/ transgender. A yellow

dGFrN) 2y | OftASY(l YSRYASKREKROENS GKS al SR 27

Case Management
TEst Jane1

:r R RN o
Jane1 TEst

ﬁ ‘ Demographics thS Case Notes A

Chelsea Test

A Demrahlcs Case Notes
gy

G

ete test
Demographics Case Notes

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 leaviathity or if a mistake

was made during data entry anddleclient was never actually in that family. In other certain cases, some
OKAf RNBY YI& ySSR (2 06S NBY2OSR FNRY (GKS FFYAfe

AAYLE & 48t800G (KS o6fdzS OANDES ySE lexiidate téitkeSlayOt A S y|i

they left the family.

Date Added Date Removed

Family Member Relationship

Self 37372011 Present
Child 37372011 Present
Q Child - 03/03/2011 31 03/08/2011 51 5.7
2 v

Enrollment

This section is where you can view/edit all enrollments in programs that the client is tied to. Your screen
aK2dzZ R €221 AAYAfIFINI G2 GKA&a 2y0S @2dz2008S SyiSNBR

Status Program g 3 End Date !
¥ Enrolled In Program GG Housing First Program 1/22/2009 Present 0
s Enrolled In Program CAM Day Center 3/18/2009 Present 1
¥ Enrolled In Program SAAF HOPWA TBRA Program 1/29/2009 Present 0
S Enrolled In Program SAAF HOPWA TBRA Program 3/13/2009 Present 1
S Enrolled In Program GG Mayors Initiative Housing First Program 1/26/2009 Present 0
¥ Enrolled In Program CHCS- IHRP- Supportive 11/17/2010 Present 1
¥ Enrolled In Program CHCS-Prospect's Courtyard- Basic 1/10/2011 Present 1

On the lefthand side of thescreen (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 fot iragram. All the way on the
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right-hand side of the enrollment page shows the number of members enrolled into the program from
GKIFG Ot ASyiQa FrYAfeo

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

¢2 FRR F yS¢ SyNRftYSyd Ayid2 | LINBINIYI Of A01 2
hand side of the screen. A new screen should appear looking like this:
=~ Family: * Test Nancy- 1986
Begin Date : m End Date: Dradant ?i"i\\?
Program : * o - Provider: * o -
Account : -
Follow up : | ] schedule FoLchw—Up:] Enroll current client:

You will need to select the program you would like to enroll the clieaind the provider of that
program. When you have finished, click Save on the bottom-Hightl corner of your screen.

Once you are finished, HMIS will take you back to the enroliment screen. You will now be able to see the
enrollment you just added fahat 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
GaSY0oSNhE®E

Jason Test program
CHCS - IHRP - Transitional
H4H Foundations-Life skills

hyO0S e2dz KI S NBIFI OKSR (KS ySE( & 6eNBpdnfighthanddidé Od
of the screen. To add a family member to this enroliment, select the clear circle next to their name and
Ot A01 UGUKS da{l @S¢ -daumisideofthesyieed. KS f 26 SNJ NRA IK
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" Client Provider Restriction Begin Date End Date
: Test, Chelsea Unknown Provider Shared 37472011 Present
O Test, Chelsea Baby

(“’est, Chelsea Baby2?

\

The client you were originally viewing will
automatically have a blue circle next to their
name, since they are already added to the
enrollment.

I

1
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After you have done the previous steps, go back toghmllment page, and if the status of the
SYNRtftYSylG alrea a! aa avySyida tSyRAy3Az¢é¢ e&2dz oAt
fAYy] GKIG alreéea a! aaSaayvySyda tSyRAy3I¢E yR aSt Sod

n' Assessments Pending -—"=
n‘ = Complete entry assessment

= View Assessments

After you have done that, youwil Sy G4SNJ Ay (2 | 22N} Ff2635¢ H6KAOK
each assessment. If the client you are viewing has family members attached to the enroliment with
him/her, you will also be walked through the assessments for those individual family nenle
dGrddza 2F GKS SyNRtftYSyl oAff aK2g aSyNRifSRéE A
completed the workflow.

IMPORTANTAssessments and services requireogenenrollment to be added to a client. You will not

be ableto add servicesor& s a YSy da (2 | Of ASyid ¢ A-op&ningthad G I G dza
Ot ASyiQa SyNeRffYSyilo

¢2 SYyR Iy | ftNBIReé& SErAalGAYy3a SyNeRtfYSyildz asStSOG i
 5484aYSyl s

End Date

: Jason Test program 3/3/201 Present
* § ' Complete exit assessment CHCS - IHRP - Transitional 37472011 Present
= View Assessments -, -~ -

l'.:},l New during program assessment

This will walk you through a workflow wah will allow you to complete each assessment required at
exit. Once you have completed the workflow, the end date of the enroliment will change to the date you
O2YLJ SGSR GKSANI FaaSaavySydad ¢KS adlddza oAttt | f
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Case Manages
This section is used to view/add a Case Manager to the client.

hyOS @2dz KIS SyYyGdSNBR Ayia2 GKS a/1FasS alyl3aSNkE
bSgé¢ odzitz2y f 2O @h&nl side ¢gf yaurkcSeenlzAhd® fddmMM abedr vehgou

grAft 0SS FofS G2 &aStSOG Iy SyNRffYSydG F2N GKS /|
names.

L=> Enrollment : * | -l

Client: * Test 'ng
Case Manager : * Test5 Q,
Time period of case assignment
Begin Date : * 02/17/2011 ‘31 End Date © * | pragant gi}'

Documents

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

¢t2 FRR I yS¢ R20dzySy (> (ot i@t G REASYRRAaAD Sy#F 2 0ldvzii G
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 he bottom righthand side of the screen.

Document Type Verification Method Expiration Date Storage Location

g--Nothing-- g-—Nothing-- g—-Nothing-—

Federal Assistance Documents Copied Electronic File

Government Issued Scanned Paper File

Income Tax Return Visual

Notarized Statement

Pay Stub

Utility Bill

Calendar

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

hyOS @&2dz KIS SyiSNBR (KS a4/l fSyRIFNE aSoOtyduzysz @&

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

— i
@ 31 @ Friday, 18th, February 2011

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

FAEE 2dzi GKS FLIWRAYGYSYG yIYSI Sy Fileld-ti¢s ghowni G Sy R

highlighted below), and any notes you would like to add. Click the Save button on the bottorhaight
side of the screen when you are finished entering data.

Appointment »®

-~

Appointment: *|

, Start Time: [02/18/2011 31 [12 :00 jp End Time: 02/18/2011 31 [01 :00

Attendees: ™

<% | ax
P 2/18/2011: iza  [1a . [za . Ba . 4a . |5a . ea .

2

. :
' 10

Add me Add Test, Chelsea

Notes: ‘

N

m

e T— e,
= 'Save " Cancel [

Case Notes

In this section, you have the ability to view and add castesiabout the client you are viewing. This is a
ANBFG LI FOS G2 SYyGSNIFye KSELFdd AYyF2NXYEGA2Y
assessments you have to fill out about them.

To view a case note that already exists, clickonthe magnilyi 3t | 84 ySEG (2 G(KS

Case Note Summary

] D;!,b Test Case Note 27172011

al




¢2 FRR I ySg OlFasS y2a4S G2 | aL{zZ GCadCotnerofkh !
page. Title the case note and enter in a description of the case note in the box below. To assign a

reviewertotheOl 88 y 2GSz OKSO|1 G(KS o62E ySEG (2 a! aairdiys

G2 OASg GKS OFasS y20So al S &adaNBE &2dz aSt SO
case notes should be entered for each client: an Intake SumamahfExit Summary Case Note. When

@2dz KI @S FTAYAaAKSRX Of-hagficortef{oftiSdreer2 y (1 KS 062002
Summary : *| 1____ - Sharing: |Shared -
Case Note Template : v_-. i~ Case Note Type: * Case Note -
é—-Noﬂn’ng—-
|EEEE e b _-oloHE Every client _ o w g nake summary
should have™s, Case Note
these ﬁ'\ Incident Report
Exit Summary

Assigner Review :

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 recedl.

¢2 FRR I aSNBAOS (2 &2dzNJ Of A Sy U =hardfokneriof thé Kae. &

CNREY (KSNB 82dz sAftf asStSO0G G(KS at NPINI Ydowdl y2 K

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

Unit Value

£ Shower 0.00 2.00

O Breakfast at PCY 0.00 3.00

O Lunch at PCY 0.00 3.00

O Dinner at PCY 0.00 3.00

O First Steps Work Unit 0.00 1.00

O 1t Steps Work Unit 0.00 1.00
¢2 FTRR I aSNBWAOS: OftAO0l 2y GKS OANDES G2 GKS

they received. The example below shows that the client has received a service (shower) anitisthe
INE mMZ aAyO0S (KS& NBOSAQPGSR 2yS aK2gSN®» 2 KSy
lower righthand corner of the page.
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b 4 [u_zh 7/2011 '31 Shower 1 %\
: ol

‘endor Name
™ \_
() \ Breakfast at PCY 0.00
O Lunch at PCY 0.00
O Dinner at PCY 0.00
O First Steps Work Unit 0.00
O 1st Steps Work Unit 0.00
Referrals

In this section, you have the ability to refer a client to another provider. To add a new refdiclathe
G!' RR bSgé¢ 0 dzii (2 yhardl yide 6fkh8 screrrll AW sttded vidliiappear as follows:

Refer To: *| ] Service:
Refer to Person: | - \\‘ Enrollment : -

Referral Date: * Eha,fz{}ﬂ 31
g) Referral Voucher Information
=

Provider Youcher to Client: [

g) Case Note and Restriction Information
=

(&S0 B CH 2 Edit Case Note

Restriction : |Shared v|

5

referring the client to. The field directy St 2 6 G KI G 2yS A& aw
specific person from that provider to refer the client to.

2dz Y& OtAO0] GKS YI3ayAFeay3a It aa ySEG (G2 awSsST¥
AwSTFSNI G2 t SN

LT &2dz g2dzf R tA1S (G2 AyOfdzRRS I @2dzOKSNJ gAliK (KS
| Tt ASYG>Zé | yReeriivliGppga2 t f 26 Ay 3 &0

F_) Referral Voucher Information
&
Provider Voucher to Client:
Reference: [ Reference Date: (

Authorized Amount: [ Authorized By:E

Enter in a Reference Number, the dollar amount of the voucher, and reference date. When you have
FAYAAKSR SRAGAY 3 GKS NI T Shandcorer obitie’saeen. G { | dS¢ 2y
Instructions on how to check your own referrédeam other providers will be discussed in the
GhNBFYATFGAZ2Y ¢ 0 ®é

Files
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¢2 FRR I yS¢ FAELS GKS Of A Sy GhE upper rigi@diandGideSftiie! RR b S
AONBSys> FAff 2dzi GKS AYyTF2NXIGA2Y Ay SIOK FTAStRZ
required data.

File Type:* v
Label:*|

Fi |9:*| Browse_

Contacts

In this section you can add contacts that may be important for case management. Some exanyples ma
0S SYSNBSyOe O2yialOdaz R200G2NAE>X FTNASYyRa:z Si0o ¢
bSégé¢ odzidz2y f 2 Ol th&nl side ¥f thé scren ardIfilS N IheNidiaaniation required on
GKS F2NX¥o 2 KSYy e2dz{KIPBE DM3zX2KSR>2 O thaddyide ifth& K& o
screen.

First Name: * | Last Name: *|
Relationship: * -
Cell Phone: | Home Phone: |
- Address: [— Address 2: [—
Zip Code: | \O*!Ib Gity: | State:|
Restriction: *|Shared -
Goals

D2l fa NB aINBFG F2N {SSLAyYy3T G(GNIF O]l 2F @2dzNJ Of ASy
goals for your client, set end dates, and edit the goals to show theieptage complete.

¢2 FTRR I yS¢ 3F2Ft F2NJ @2dzNJ Oft ASyiG s> Othahdsidedi KS a'!
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. Oncegp K| #S Sy GSNBR Ay |ttt 2F (4KS Ay¥F2N
located on the bottom righhand side of the screen.

Goal Date Case Note Restriction
. Abstinence
S M 02182011 37 Acquire GED Shared - 32|
@E‘I}ate : -ﬂ % Comp : |

. -~ Acquire Needed Documents

O Acquire Payee for Benefits

O Allocates Resources
¢2 NBOZ2NR Yy 2dz2uO2YS F2NJ I 321t FyR asda I Of 2adz

menu.
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Case Management

Test Chelsea
..‘ 03/25/1989 Test,Chelsea-1989)

B N )

Enrollment

Case Managers

Documents

Calendar

Case Motes

Files

Contacts

Goals + — R

YoumayalsoendagdalkKk N dzZ3 K (G KS daal aGSNJ 6hb[ , 0 /F YLz 9EA
atHavenforHopd.y (G KS aSOGA2Yy 2F GKS g2N]JFt2¢ (GA0Gf SR a
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Case Management > Master (OMLY) Can

Test Chelsea
..‘ 03/25/1989 Test,Chelsea-1989

Master (OMNLY) Campus Exit... et
‘: Copy of H4H Case Manager
Assignments Summary 2

‘: Motify_Exit_Client

: HFH Case Motes Summary

* H4H(Single Form Edit) (WF
Exit Assess)

B H4H Housing Plac@h‘lgﬂt
(Summary)
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Goal Date Goal Description Goal Target D
3/8/2011 Abstinence - Maintain Sobriety 37317201
afarzom Acquire GED 5/31/20M
3z Attain Food Stamps Benefits 6/13/20M
3/31/2011 Abstinence - Maintain Sobriety 4/30/2011
373172011 Attain Child Care Subsidy 53172011
37272011 Acquire GED 47172011
'-J3-1 /2011 Family Reunification 743172011
Attain Bachelor's Degree 4/28/2011
Achieve Needed Medical Care 4/30/2011
Allocates Resources 471272011
i“ Attain Employment
Acquire Meeded Documents 5762011
Acquire Payee for Benefits 5/5/2011
5/4/2011 Allocates Resources 5772011
From the next screen, select the circle next to the goal outcdtne i Y I 4§ OKS& GKS Of A Sy
YSydz sAft FLIISFNI GKIG oAttt Ftft2g d2dz 62 asdtsSod
end date if needed to match the true closure date for the goal.
" Created Date Outcome
[T Literacy Problems and/or Ne High School Diploma/GE
Literacy problems and/or no high school diploma/GED are serious barriers to employment
[l Enrolled in Lit d/or GED d/or h
Sele;:;attrw::;s:skhox E::(D)H::j 1‘]nnlit:z::1r;c:n?jlzoroGrED pr:grﬁr;a:ngpur:; sa:fﬁcw‘ent command of English to where language is not a barrier to employment
] Has High School Diploma/GED
Has high school diploma/GED
] Needs Additional Education/Training to Improve Emp
Needs additional education/ training to improve employment situation and/or to resolve literacy problems to where they are able to function
effectively in society
: E5j16f2011 31 Harl Edsato ([ Has Completed Education/Training Needed to Become %
- Has completed education/training needed to become employable. Mo literacy problems
- [C] Degree Acquired
‘ [[] Completed Some Coursework
[C1 Didn't Complete Education Goal
[C] Academic Plan Complete
[[] Completed Trade School
[C1 Abandon
[T Don't Know
When you have finished with this form, clighkk S a { I @S¢ 0 dzil G 2-§andxide ofitheS o6 2 (0
screenMake sure to do this for all applicable goals.
Savings
CKA&d aSOlAzy Fft2ga &2dz G2 GNIO1 ar@ay3aa FT2N |
previous deposits into asaviag | 002 dzy iz aSt SO0 (GKS a{l GAym&é f Ay

display will show you all verified deposits for that client separated by proghathe bottom you will

see a total for all deposits into savings.
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o p Add

Verification Method Verification Date Deposit Date Enrollment Deposit Amount
Bank Statement 8/24/2011 8/1/2011 A HMIS Universal Test 03/29/2011-01/01/9999 585.00

: 585.00

To edit an existing savings depésit 4 St SO0 GKS d! RR w2-fahdsawernithe2 y 2y
screen. From the next screen, you can select the blue circle next to the savings deposit of choice and
edit the information if needed.

Verification Method Verification Date Deposit Date Enrollment Deposit Amount
LA Bank Statement - EB,'Z‘HZDH 31 EBIDUZDH 31 AHMIS Universal Tes« ED’D

¢2 FTRR I ySg &l gay3a RO hd upger righhanddide of thSscréen. AR w 2
row will be added to the display where you can enter in the Verification Method and Date, Deposit Date,

~ A

FYR FLIX AOFo6fS SyNRBEfYSyiGd hyOS &2dz KI @andF Ay A & K|S

side of the screen.

Verification Method Verification Date Deposit Date Enrollment Deposit Amount
F 18/24/2011 31 31 -

Enroliment Bank Statement 8/24/2011 8/1/2011 $85.00

Docun

—g——
% Report

e — e ——
m My Stutf F Save ' ™ Cancel
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Client Information
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This section allows you to view any bed that client has been checked into in the continuum. To view that
Oft ASy (i Qa K2 dza AQkkAt Backgeing Niizy R GibidA | fdtrBadoyfab.ddn the next

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

& Case Management E{:T:ground

o Client Information il!!
S—— suspensions Clent incigents.

Client Medical Information
Protection Orders Crimes Housing History

o

A&
B

Your screen will look similar to this if your client has ever been checked into a bed. Keep in mind this
screen is just foviewing the housing history. Creating reservations and checking clients into beds is
discussed in a later section.

SeTwmge Start Date Service Usage End Date Resource Name Service.ProvidedToEntitylD
3/21/2011 4/20/2011 testhouse testhousmo 9th 1 95834
3/13/2011 471272011 ESGHous ESGHousMa ESGHousMao3 95834
3/9/2011 4/8/2011 testhouse testhousmo 9th 1 95834
2/21/2011 3/20/2011 testhouse testhousmo 9th 1 95834
12/13/2011 31272011 ESGHous ESGHousMao ESGHousMao3 95834
1/13720M 2/12720Mm ESGHous ESGHousMo ESGHousMo3 95834
12/13/2010 141272011 ESGHous ESGHousMa ESGHousMao3 95834
11/21/2010 11/30/2010 SAMM Women's Dorm at H4H women's Guest Pod 2 48 95834
11/13/2010 1271272010 ESGHous ESGHousMao ESGHousMo3 95834
10/13/2010 11272010 ESGHous ESGHousMo ESGHousMo3 95834
9/13/2010 1041272010 ESGHous ESGHousMo ESGHousMo3 95834
91,2010 9/30/2010 ESGHous ESGHousMa ESGHousMao3 95834
f1/2010 8/31/2010 ESGHous ESGHousMo ESGHousMo3 95834
I:H f2010 8/1/2010 ESGHous ESGHousMa ESGHousMao3 95834
7/1/2010 B8/2/2010 ESGHous ESGHousMo ESGHousMo5 95834
7172010 743172010 ESGHous ESGHousMa ESGHousMao3 95834
77172010 772010 ESGHous ESGHousMo ESGHousMo3 95834

Protection Orders

This section allows you to record an application for a protection order by the client. To make note of a
protection orddNE Y | @ El@rt BaSkgrdugd cdzy RSNJ G KS / f ACHyhé next scenNXY |
aSt SO0 GKS Gt NPGSOGA2Y hNRSNEE odzil2y o

& Case Management Background

o Client Information i%_i ﬁ
Client Background Drug Screenings Domestic Violence Protection Orders

Client Concern
Employment and Housing
Program Bar List

Education Tests

(0
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side of the screen. FAly (1 KS TFASft

screen when you have finished.
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g‘)- Enter the protection order date information for this client. If a denied date is entered, the begin and end dates will not be available.

Applied For Date: | 31 Denied Date : 31
Begin Date : -'31 ﬁ End Date : -'31 ﬁ

g) Enter the type of victimization and protection order information for the client. Expand on the details through the use of the case note feature.

Victimization Type : _ First Name : *
PoType: LastMame: [

[e2L0 N EH B2 Edit Case Note

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

substance abuse, etc). Toaccésk A & & S O Clle ¢oncemsMedc@lli FTHR Y GKS a/ t ASyd

Ly T2 NX | (Oh the/next dereeh, ®elect the Issues button from the dashboard.

& Case Management Client Concerns

o Client Information e ﬁ

Client Background

Client Concerns/Medical

Employment and Housing

Program Bar List

Education Tests

¢2 FRR I ySg AadaadzS (2 GKS OftASyid &2dz | NBanddA SgA Yy
sideof the screen. A screen with several issues will appear which you can sort by selecting a category
from the drop down menu.
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|dentified Date

All Subjects F/
Amphetamine y
Anxiety Disorder %"
Argumentative

Autism

Barbiturates

Bipolar Depression

Blind

Blurts out answers

2000000000

Bullies classmates

Once you have selected a category, find the issue that relates to the client and select the circle located
next to the descriptia. Once you have done that, a form will appear to fill out about the client. Once
82dz KIS FAYAAKSR SYyGSNAy3a GKS Ay T2 Ndahdsidediie Of A

screen.

Identified Date Is Chronic Is In Treatment

. Anxiety Disorder
: m Bipolar Depression Yes - No -
Case Note H " Restriction : ™ |Shared - L
.' Conduct Disorder % i W
O Dementia 4
P ¥ - _
001 COAI "AO ,EOQO0 001 OPAAOG Othitde@@OPUAOA AT A (1 (
This section allows you to bar a client from a program and view past program bars. To access this menu,
YEGAIFGS G2 at NPANIY . FNJ[A&adlé dzyRSNI GKS /tASyid

e Client Information

test

Program Wait List

Program Bar List

Domestic Violence

Re-Entry

Protection Orders
Benevolence
Issues

Immunizaticns




¢2 oFNJF Of ASYyd FNBY | LINE 3 NI tNedLppe trightdand sidk@ ther | RR
screen. You must fill in a begin date, program, and reason for barring the client from the program.

2 KSy &2dz KI 9S8 FTAYAAKSR FALEAYI Ay ( héndSdeoithe Of A

screen.

E)_ Enter the bar date (s) for this client
' 031512011 31 fmmmmrm EndDate: | present: 3150

:

Case Not¢ 54165 CM - Failure to Comply H
Restriction A HMIS Program Test Cursing Only
A HMIS Universal Test Failed UA
AARC SHP PERMANENT Drug Use/Selling/Possession

HOUSING PROGRAM
ABC Test Grant

Failed Breathalyzer

Disorderly/Refusing Test
AGIF NVOP DOL HVRP GRANT
Entrance, Unauthorized
AGIF NVOP DOL VWIP a2 a2

DomesOEA 6ET 1 AT AA { 001l OPAAOGO #1 OOOUAOA ECI i OA OE

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 nindse in t
aSOiGA2yd ¢2 I RR | (Cheat BakyOuINSWOSETY Iy BRENIGKES qa /

tab.CNBY GKS ySEG aONBSys asStSOi a52YSaitrd A2t Sy

Domestic Viclence

Client Concerns/Medical
Employment and Housing
Program Bar List

Education Tests

' FGSNJ aSt SOlAYy3a a52YSa0GA0 A2t S¢god&ikcdiolehcddz YI & Of

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
RSGIFIAfTa Fo2dzi GKS AyadlyOSsy &2dz OF y ofegabdeld G KI i

I 1T OT EUAOGETT O j 00Ol OPAAOSO #1 OOOUAOA ECiT T OA OEEO
Ly (KA& &8SO0GA2Yy:E &2dz FNB F0tS (2 GASok!l Rilenth YYdzy
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dmmunizations from the dashboard.
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& Case Management Client Concerns

o Client Information : ﬁ
Client Background
Client Concerns/Medical

Employment and Housing

Program Bar List
Education Tests

To add a new immunization, selec 1 KS a! RR b Sg ¢ 0 dhandBige ofahg scieéhS  dzLILIS

= Form Test Area T ASd New

ﬁ Data Quality Immunization Date Due Date Description Case Note

Case Management
&

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 pertaininggorhmunization.
2 KSYy @2dz KIS FAYAAKSRI Of A0 1 #énd side bf Bh&screed.dzi G 2 Y

Immunization Date Due Date Description Case Note Opt Out Date
Diptheria, Tetanus, Pertussis (DTaP)
O Hepititis A (Hep A)
31 31 Hepititis B (HepB) & Edit Case Note 31

Inactivated Polliovirus (IPV)
Haemophilus Influenza Type B (Hib)
Measles, Mumps, Rubella (MMR)
Meningococcal (MCV)

OO0

Pnuemaococcal (PCV)

Work History
¢2 NBO2NR 9YLIX 28YSyld | Aad2NEPladeséd L ©F  SYNBY aBK S
GOYLIX 2andiovsing f Ay]l dzy RSNJ GKS / fASYyld LYF2N¥IGAZ2Y




& Case Management Employment

—
o Client Information [2) 1

d Employment Placement Employment Retention

Client Conce

Work History

Program Bar List Job Employment
Start Date |End Date Employe
Education Tests artbate EndUate e | TMPOVET Type

R -bafdsside od theiscreey md@ a/neviiviok  dzLJILIS NJ [NJR

bSEGE aSt SOt (K
A F2 NY |y RhaOdsitlenf thelsdte®n once yo# S ¢ |0 dz

KAAU2NRD® CAf ¢
have finished.

Uy X«

Case Management > ... » Work History Assessment (Summary) Chelsea Evans - AM Management ~ All Features ~ | & Logol
Test Chelsea

o o 18502 TS RAA G T P TR Haven for i pe (18

& Case Management Employer Name: *
= Address 1:
City:

Address 2:
State:

o Client Information

g} Enter the Client's Job Information
i Work Begin Date: *
Job Title:

Employment Type: * |

g} Paid/Salary

Hourly / Salary : Payment Interval: * BiWeekly -
g) Average Paid

Yearly Total: 50.00
Pay Rate Per Hour: $0.00
Avg Pay per Pay Period: S50.00
Benefits: []

g) If client has left the employment please give details.
Work End Date: 31 *

End Wage:
BitReson: | Termination Reason: ||
Information Sharing

<} Assessments "

- —
'aMy ECM =Save "™ Cancel

Monthly Total: 50.00

‘Worker pays some benefits: []

To record an employment placement farclient while in a specific prograggu may select the action
gear next to te correctwork history occurrence Y R 4 St SOG at f I OSYSy (i o¢

Case Management > Employment / Retention > Employment Chelsea Evans - AM Management = AllFeatures | @ L
2
qpaaaenent TETFmdChe Haven for't-pe Bg
+ Add o
B Ciic i Begin Date d Date ployer Name ob Title ployme pe
* E d Present HEE Full Time

Employment / Retention




CNRY (KS ySE(G &aONBSys aSt SO0 -hardSidecot theRcreb@ndhe 6 dzii
next page, select your program from the drdpwn menu. If your program does not appear frone th
RNRL) R2gys OfAO]1 (GKS ayS¢ |aaSaayvySyide odzilizyo

Case Management > ... > Work Placement summary

Test Chelsea PN
:3 03/25/1989 Test,Chelsea-1989-03-25 Eaa Chent @ Find Client Haven ﬁ)lf H_ PE F(

L L E DR o assessment selected.
{ﬁ New Assessment Comu_u?
AN12/2011 A HMIS Program Test At Exit
372872011 AGIF NVOP RC-PH SRO 1 ALEntry
372872011 AGIF NVOP VIP PROGRAM ALEntry

Chelsea Evans - AM Management ~ All Features ~ ([ & Logout

3/28/2011 - At Exit

3/21/2011 S At Entry
3/16/2011 At Entry
3/16/2011 A HMIS Program Test At Exit

Placement Date : * ﬁé;mfgm] -'31
Placement Type : * Assisted - User Name : * F helsea Evans

o
sts [S-CR L CH " B Edit Case Note
Mental Health

On the new assessment screen, select your program from the enrolimenidinop and select an

assessment type from the dregiown menu. The majority of the time, a work placement will be done
GRAZNAYZANG KNS BRI 82dz aK2dzZ R aSft SOG (Kdavn.ondé A2y T
you have finished, click the save button on the bottom rigahd side of the screen.

New Assessment x

Enrollment:* -
Assessment Type:* -
Assessment By:* Chelsea Evans ! ‘!!: %
Assessment Begin Date: m
Restriction:* Shared - -

e e -

Once back on the Work Placement screen, enter in the date of the work placemerti@apthtement

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
FAYAAKSR Sy idSNAyia OFY SykiS AL TA2SNOMIIQiEA 26y2oNJ O LA O] G KS
right-hand side of the screen.
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Case Management > ... > Work Placement summary Chelsea Evans - AM Management ~ AllFeatures ~| 8 Logout

- 'I:e‘_st‘.Chel?ea i P PN IZ
03 03/25/1989 Test,Chelsea-1989-03-25 ) ient m Haven for H Pf >

AssessmentlD : * ESFVETEERNEINS Program Test - During Program
= Placement Date: * ﬁg}mfgﬂn T—
e Client Information 31
Placement Type: * Assisted - b User Name : * Ehe\sea Evans
Bar and Wait List S
o (=" CH 2 Edit Case Note

®=Save’ ™ Cancel

To record Work Retention information, select the action gear next to the correct work placement and
Ot A0] d9YLX 28YSyid wSiUSylAzydé

. Case Management > ... > HEE Chelsea Evans - AM Management + AllFeatures v | & Logol

Test Chelsea PN
’a 03/25/1989 Test, Chetsea-1989-03-25 W m Haven for H Pf IZ

@ Add New'
Placement Date Placement Type User Name Employer Name Case Note

£ & Edit Assisted

Chelsea Evans

. ﬁ Employment Retention

Immunizations

l{,‘: Work Retention Workflow

Issue!

bSEGT &St SOG o6nkoS theupperRighhaldsside of tHaliséreen. Fill out the information
on the next screen regarding the employment retention/follokaL,d I y R Of A 01 aal 9S¢ 2|y
hand side of the screen when you are finished.




Case Management > ... > Employment Retention (Summary) Chelsea Evans - AM Management = All Features v | & Logout

FSRAT et &l Fnd Gt Haven for H-pe |28

Retention Assessment Date : * p3/05/2011 31

Follow-Up Type: 30 Day hd
Verification Method : * |n Person - Verifying Person : * Ehe\sea Evans \O'Q
Are You Still Working: [[]

Supervisor: [0
LSS L P Edit Case Note

Begin Date: (8/01/2011
Employment Type: Full Time Job Title :
Pay Rate: 138667 Pay Intervals : Monthly

e Client Information

Bar and Wait List
‘g) work Information

g) Work Name and Location Information
i Company Name: HEB
Address: 9430 Hindi Address 2 :
City: SanAntonio State: TX

..aMyECM ®Save’ "7 Cancal’
#OEI AO 001 OPAAOBO #1 OOOUAOA ECT T OA OEEO OAAOQEIT
In this section, any crimes the client has committed can be recorded. To access this section, select

éClient Backgrourld FNR Y G KS / f A Ontdionthgriea deeeénjisalettyCrinteb fiod the
dashboard.

Protection Orders

Drug Screenings Doemestic Violence

Program Bar List

Education Tests

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

¢2 FTRR I ySg ONRYS (2 GKS OftASyidx &Sth&ndsidediKS a!
the screen. A new screen will appear with a master list of all crimes to choose from. To selewt,a
click on the clear circle next to the crime description and fill in the following information:
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