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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 seé@dmeless population. This guide will

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, un& NJ G KS /I aS alylF3aSySyd Glrox Ftf dzaSNAR dzy RSNJ
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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

Therese ¥ GKS OGNIXAYAYy3I Ylydzadft gAff 06S aSLINI¥GSR Ayl

w HavenForHope_Prod - Z_D_-_Huzilli
File Edit View History Bookmarl

@ - C X o ([

£ Most Visited || Getting E‘Er:ced i

| || HavenForHope Prad - 2.0

iCase Management
) Administration

ancy - 198

¢ Organization

ﬁ, Case Management 7777
vy i

Demographics

Address History
Fanmily




, T CCEIT C EI Ol (-)3
To log in, opeMozilla Firefox go to the Haven for Hope websitwwWw.havenforhope.ory scrollto the
o2G02Y 2F GKS &aONBSy:X FyR OftA0] 2y alalL{ wSaz2dzN

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, | sxas 78207 - (210) 220-2100
Powered by Hoven for Hope IT

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

HMIS Resources

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

utilizes to coordinate care among direct service providers. The HMIS nly to be acce by authorized users within the CoC. If you need

access to the HMIS, please contact the HMIS team by submitting a service request

The HMIS team holds weekly trainings alternating Wednesdays and Thursdays at Haven for Hope.
To schedule a training time, please click here.

The link to HMIS is: /

http:f/hmis.havenforhope.org/HavenForHope Prod.ecm

Once in the login page, type in your user name eagk sensitivpassword, and click Login.

Production
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Red Asterisk Means Required Field

Gender: * |Female

Client Search

@ Find Chent

Save ButtonUsually on Bottom Right
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Case Management Tab

Finding a Client
¢t2 FAYR | Yy
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Case Management Chelsea Evans - AM Management ~ HMIS ~ | & Logout

Haven for B pe K

First Name: Chelsea Last Name: Test Client. EntitylD : 160753
Race : White Gender: Female Birth Date: 03/25/1939

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 #8lds are sensitive enough that you may type in their name partially and still search based on
GKS AyFT2NXIGA2Yy @&2dz SyYyidSN®»w I SNB A& +y SEFYLXES 2
you can see, the name is only entered partially.

Last Mame: Te First Name : Che Birth Date: | _—
Scan Card ID: SSN: Client ID:
_._‘ Search
First Name Birth Date Scan Card ID Created by Creating User Create Date 55 Client ID
Test Chelsea 3/25/1989 H4H HMIS Team Chelsea Evans 373752011 640-12-1111 160753
test chelsea 3/1/201 H4H HMIS Team Chelsea Evans 6/1/2011 000-00-0000 166214
Test Chelsea Baby 3/1/2011 H4H HMIS Team Chelsea Evans 3737201 452-25-5421 160755
Test Chelsea Baby2 3/1/2010 H4H HMIS Team Chelsea Evans 3/73720M 455-22-3656 160758
tast rhalsAa- fathar RI1/1985% H4H HMIS Team Chalsaa Fvans SIPRIIN anA-nNN-nnnn 16RETT

“

OnceyolK I @S F2dzyR GKS Ot ASyid @&2dz NB aSINOKAy3a F2N
pull up that file.

Case Management

Demographics
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.

Case Management

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

U R e e e

& Case Management

Demographics - —
Address History
Family

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

E):_ Identifying Information

Last Name: * Tes First Name: Nancy
Birth Date: * ﬁ”mﬂggﬁ -"31 Age: 125
SSH:* @99—2245 2| Gender: * Female -
Primary Language: |Unknown -
Race: * Arrllerican Indian or Alaska - Ethnicity : * Non-Hispanic or Latin »
Asian =
Black or African American |ﬂ
Mative Hawaiian or Other
HWhite ¥
Citizenship Status: |U.S. Citizen - Relation to HOH: * Self -
Address: * 1 haven hope Address 2:
Zip Code: * 78214 ! Jz: City: EAN ANTONIO
State: TX Cell Phone:
Work Phone: Home Phone:
Sharing: * |Shared - Scan Card ID:

You can edit or updateertain demographics within this screen. Keep in mind there is an Address
Il A402Ne aSO0GA2Yy GAGKAY lalL{X a2 AFT (GKS Ot ASyi
Aad NBIjdANBRI Of AO1 GKS a/{ |-iabdsiedfdhé sceegh. £ 2 OF G SR

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

Test Chelsea
Sg 03/25/1989 Test,Chelsea-1989

Demographics
Address History
Family
Enrolment

Case Managers

Documents and Files
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 thebgraphic 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:




o P Add New

Address ity End Date
S Current Address 1 haven hope SAN ANTOMIO 2711672011 Present
¥ Previous Address Unknown 1/21/2009 271672011
¢2 FTRR I ySé IRRNBaaz Of A0] GKS a! R.Rftebydwhaveo dzi G 2
clicked the button, the screen should look like this:
— Address Type: * [Current Address -
g,) Address Location
) Address 1: * Address 2 :
Zip Code: * | \Qib
City: | State: |
me period of the address
Begin Date: * g 17/2011 ﬂ End Date : * H*
: )/FVQSNJ GKS a! RRNBaa ¢elLlSé¢ FTASEtRT &2dz gAff 0S lof
YR t NEB@A2dzaz ! RRNBaad® LT @2dz OK?2 2natShods/odzNeNBy i ! R
G5SY23INI LIKAOE aSOGA2yd 2KSy @&2dz KIS FTAYAAKSR S
button located on the bottom righhand side of the screen.
Family
In this section, you have the ability to add family members to a clielit tlee family name, and edit the
relationships between family members.
Test Chelsea
.4 03/25/1989 Test,Chelsea-1989
& Case Management

Demographics

Address History

Family

Enrolment

Case Managers

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

Family Name Date Added Date Removed

2 Test, Nancy - 1986 1/1/1900 Present
¢2 SRAG GKS FrYAfe YSYOSNEI Of A0l GKS |OdAazy 3
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Family Name

",1 ~& Edit Family Members

& Edit Family

The screen that follows will show all family members tied to the client you are viewing, along with their
NBflFGA2yaKAL 42 GKS a1 SR 2F |1 2dzaSK2f Roé

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

When the new screen appears, you will be able to enter in a family menWween you seleatSearch
Client box, it will open a searcéo that you can easily find the client you are looking for. The-dapn

FASER GAGESR awSt I (A 2ty th&Heddof tdBoushall. (2 GKS NBf I i
Search Client: * | ;Qlfb First Name:
Relationship to HoH : '| vl Last Name :
Date Added : * 12/16/2011 -ﬂ Date Removed: **

Living With HoH? -

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

C2NJ I ljdzaO]l ©OASs 2F (GKS OftASyiQa FrYAfteéezr &2dz O
hand side. Pinicons represent females, blue for males, and green for unknown/ transgender. A yellow
adFN 2y | OftASyd YSIya (GKSe& IINB (G4KS daISIR 2F | 2

Case Management
TEst Jane1

8{ PSR SRAOIRE  N
Jane1 TEst

.?' ‘ Demographics hICS Case Notes i

Chelsea Test

4 N Demrahlcs Case Notes
()

Cd

. ete test
\ raphics 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 actyatlysicaleave thefamily. While

AY G@9RAUG CFYAf&@ aSatoBdeaysSE B AL BK & SO (SI0S1y (i K&S2 dzQ R
a8t SO0 aSRAG®E h ychiangeShe gxibadiclio thie GdyBhéyyeft taefamilyO | y
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Search Client: * 165677 First Name: chelsea-father

Relationship to HoH : * |Spouse - Last Name: test

Date Added : * [70/20/2011 31 Date Removed: * |~ progant -ZTV,?
Living With HoH? : o
Enrollment

This section is where you can view/edit all enrollments in programs that the client is tied to. Your screen
aK2dzAZ R 221 AAYATFNI G2 GKAa 2y 0SS &2dz2Q@S SyiGaSNBR

Program i End Date
¥ Enrolled In Program GG Housing First Program 1/22/2009 Present 0
¥ Enrolled In Program CAM Day Center 3/18/2009 Present 1
¥ Enrolled In Program SAAF HOPWA TBRA Program 1/29/2009 Present 0
¥ Enrolled In Program SAAMF 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 the scrae(picture above), you can see the status of the enroliment. 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 znog All the way on the
right-hand side of the enrollment page shows the number of members enrolled into the program from
GKIFG OftASyiliQa FlLYAfeao

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

¢2 FRR F yS¢ SyNRfftYSyld Ayid2 | LINBINIYZI Of A0 2
hand side of the screen. A new screen should appear looking like this:

Family : * Test, Nancy - 1986

Begin Date : ]jgﬂ 7/20M -3T‘ End Date: DR -3?*
Program: * o - Provider: * o -
Account : -

Follow up : [C] schedule Follow-Up Enroll current client:

You will need to select the program you would like to enroll the client inth@grovider 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 enrollment screen. You will now be able to see the
enrollment you just added for thatient. 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
GaSYOSNREDE

12




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

hyOS &2dz K S NBI OKSR (KS ySEG aONBEB&yighthand<idé O
of the screen. To add a family member to this enrollment, select the clear circle next to their name and
Of A0l GKS a{ @S¢ -baumisideofthesygreed. KS f 26 SNJ NA IK

Provider Restriction End Date

> Test, Chelsea Unknown Provider Shared 37442011 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
enroliment.

I

!

I
—

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

SYNeRffYSyl &area a!aasSaavySyda tSyRAy3Izé &2dz oAf
t

fAyl GKIFG alea a!aaSaayvySyidta tSyRAy3IE |yR as

ﬁ Assessments Pending "
ﬁ = Complete entry assessment

—

= View Assessments

[j

After you have done that, youwillertdd Ay 42 | a2 2N] Ff2632¢ 6KAOK gAff

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 members. Th
a0l Gddza 2F GKS SyYyNREffYSYyld oAttt aK2g aSYNRfft SR
completed the workflow.
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IMPORTANTAssessments and services requireogenenrollment to be added to a client. You will not
be able to add services orassessiiieén 12 | Of ASyd @A (K -openidithati dza 2 ¥
Ot ASyiQa SyNeRftYSylo

¢2 SYyR Iy FtNBFRe SEAalGAy3d SyNRttYSydGs astSoG i
! SaavySyilo¢

End Date

Jason Test program 37372011 Present
. V_ Complete exit assessment CHCS - IHRP - Transitional 37472011 Present

"-‘q View Assessments

l::}l New during program assessment

This will walk you through a workflow whichliellow 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
O2YLX SGSR GKSANI FaaSaaySydad ¢KS adlddza oAt | f

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

hyOS &2dz KIS SYyiSNBR Ayid2 GKS a/1asS alyl3ISNREE
bSgé¢ odzitz2y f 2Ol @hEnd side ¢f yaiurkeSeenlizAhd® /ddmMM abfeidr where you
GATE 0S8 FofS (2 aStS8S0G Ly SYNREfYSYyd F2NJ GKS /I
names.
T Enrollment : * | ~|
Client : * Test ‘O**Ib
Case Manager : * Testb Q,

Time period of case assignment

Begin Date : ™ 02/17/2011 31 End Date : * | prasent ﬂi\\?

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

¢2 FRR I ySg R20dzySyid G GKS Ga!ORR Sy Sid&a o\ deiFr Ny I i
right-hand side of the screen. The picture below shows the options you have to choose from when
making note of a documentf you choose to upload an image related to this document, the information

you enter willalso be viewable in the Files section (mentioned la#éhen you have finished entering all
information, click the Save button located on the bottom rigjiaind side of the screen.

14
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Document Type Verification Method Expiration Date Storage Location Upload Image

Browse_

[ —
= . = 3L = I [ Attach Scanned Document
--Nothing-- —--Mothing-- f——— --Nothing--
CHCSID Copied % Electronic File
Federal Assistance Documents | Scanned Paper File

Government Issued =Visual
Income Tax Return

Notarized Statement

Pay Stub

Utility Bill

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

hyOS &2dz KIS SyiSNBR (GKS a/ It SyRFNE aSOGAz2y:s &
may change the view of the calendar by selecting another view.

-— 1
@ 31 @ Friday, 18th, February 2011

Week View | Month View

7
¥/ \\
y/ \
To record an appointment for the client, &ion the time you would like the appointment to start and
FAEE 2dzi GKS FLIWRAYGYSYGd yIFYST SyR G-#his8Sghowni G Sy R
highlighted below), and any notes you would like to add. Click the Save button on the bigtdrhand
side of the screen when you are finished entering data.

Appointment ®

-

Appointment: *|

Start Time: ]32;13;2911 ?1" 2 :ho 'p End Time:bgﬂg,rgﬂn ?1" o1 :oo 'p
Attendees: * .
' o, K
y |:u1arzu11: i2a' [a @ [a ' [Ba '@ [a ' [a ' l|ea :
P 3 3 3 3 3 3

4| i

Add me Add Test, Chelsea

Notes: ‘

N

m

[ | b s Rl WV i — ]
|—|!Save N 'Cancel |
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Case Notes
In this section, you have the ability to view and add case notes about the client you are viewing. This is a

great place to enter any helpful information about the clientthafi y Qi LINB @A 2dzaf & NBO2 NF

assessments you have to fill out about them.

¢t2 GASs I OFLasS y230S GKIG |t NBFIRe SEAxatGaz Of A0

Preview Case Note Summary

Test Case Mote 2T F2011

¢2 FRR I ySg OlFasS y234S G2 | alL { Xightharid Coinerdofkh8 & ! RR
page. Title the case note and enter in a description of the case note in the box below. To assign a
NEOASGESNI i2 GKS OlFasS y2GS8Szx OKSO1l GKS o62E ySEG
to view the case note. Make dzZNB &2 dz A4St SOG | &/ 1 aS b2GS ¢e&LISé
KIS FAYAAKSRI Of A Ohandichrhe@@Bthe sergen. i KS 0620 G2Y NAIKI{

T —

» Summary : * Sharing: |Shared -
Case Mote Template : - Case Mote Type: *|Case Note -
_ P
i--Nothing--
3 s U E=E== == fem hd - 2 vl Case Note

Exit Strategy Plan
Exit Summary
Goal

Intake Summary

Assigner Review :

Services
In this section, you will be able to see what services (if any) the client has received andhiicm w
program the service was received.

¢2 RR I &aSNIBAOS (2 @&2dzNJ Of A Sy { >har@cokneriof the fafe. & ! RR
CNRY (GKSNB @&2dz gAff aStSO0G GKS at NBANI Ydowal y2 (K
menu and clik search. All of the services provided by that program will be shown, similar to this:

16




Unit Value

O Shawer 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 1st Steps Work Unit 0.00 1.00
¢2 FRR I aSNBWAOS: OftAO0]l 2y GKS OANDES G2 G4KS S

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

INE mMZ aAyOS (KS& NBOSAYUSR 2yS aK2¢gSNW» 2KSy &2dz

lower righthand corner of the page.

Eh 72011 =1

‘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 anethmvider. To add a new referral, click the
! RR bSgé 0dziii2 yhand gide 6fkh8 scritill A e stidedvidliiappear as follows:

Refer To: *| ] Service:
Refer to Person: - Ny, Enrollment : | -

~,
Referral Date: * Ehaﬁ{}ﬂ 31
g) Referral Voucher Information

Provider Voucher to Client: []

'g) Case Mote and Restriction Information

(&S0 B CH P2 Edit Case Note

Restriction : |Shared v|

,2dz YIe OftAO0] GKS YIr3ayAFeAay3d 3Iftraa ySEG G2 awSsST¥
referind 0 KS Of ASyd G2 ¢KS FASTtR RANBOlfe o0St2¢ (K
specific person from that provider to refer the client to.

LT &2dz g2dzZ R tA1S (G2 AyOfdzRRS I @2dzOKSNértoA 1K (KS

| tASYyGZ¢é YR GKS F2fft26Ay3 AONBSYy gAff | LIS NY
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g) Referral Voucher Information
) Provider Voucher to Client:
Reference: [ Reference Date: [_

Authorized Amount: [ Authorized By:F(_:

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

FAYAAaKSR SRAGAY 3 GKS NB T Shandcorier ofttiesaeen. a { | 85S¢ 2y |G K
Instructionson how to check your own referrals from other providers will be discussed in the
GhNBFYATFGAZ2Y ¢ 0 ®é
Files
In this section, you have the ability to actually attach a document from yourcdnidt G2 I Of A Syl Q
HMIS. This section can be found unde8th d 52 OdzySy Ga FyR CAf Saé¢ aSOGAzy :
¢2 RR I yS¢g FAE{S (GKS OfASyidsz Of AOHand&iedftie! RR b S|g ¢
AONBSysT FAff 2dzi GKS AYyF2NXI A2y Ay Slt@K FTASEtRZ| |
required data.
File Type:* v
Label:*|
Fil'i?:*l Browse_
Contacts
In this section you can add contacts that may be important for case management. Some examples may
0S SYSNESyOe& O2yidl Olas R2002NAEZ FTNASYRasz SiOo ¢?2
bSgé 06 dzii G2 the dpgeQighih&ni side gt the screen and fill out the information required on
GKS F2NX¥o 2KSYy @&2dz KI &3S FAYAAKSRXI Othandgide 6fthd G { | |@S

screen.

~First Name: *| Last Name: *|
Relationship: * -
Cell Phone: Home Phone:

Contact Note:

ress Information

Address: Address 2:
Zip Code: \OJL City: State:
Restriction: *|Shared -
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Goals
D2Ff&a I NBE INBFG F2N | Sé&sIAnfrs sdctih, ¢l hazethe abitgdabladdt A Sy
goals for your client, set end dates, and edit the goals to show their percentage complete.

¢2 FTRR | yS¢ 321t F2NJ &2dzNJ Of ASyiG s Ohahdsidedi KS a'!
the screen A list of different goals will appear. To choose a goal to add, click the circle next to the

RSAONALIGAZ2Y 2F (GKS 321 fd hyOS &2dz KIS SYyiSNBR Ay
located on the bottom righhand side of the screen.

aQ

pu
¢

Description Case Note Restriction
. Abstinence
S W 027182011 37 Acquire GED Shared - Sﬁ|
wLDate : [ ?_1‘ % Comp : I |

. - Acquire Needed Documents

O Acquire Payee for Benefits

O Allocates Resources
T2 NBOZ2NR Yy 2dz2002YS FT2NJ I 321t FyR asiao I Of 23adzNB
menu.

Test Chelsea
a 03/25/1989 Test,Chelsea-1989

N

Case Management

Demographics
Address History
Family
Enrollment

Case Managers

Documents and Files

Calendar

Contacts

Goals @

Savings

HMIS Entry Workflow

,2dz YIe Ffaz2 SyR | 321t GKNRdAdAK GKS dGal adSNI ohb
at Haven for Hopdn the section of the workflow ti8§ R &I nl o6 { Ay 3f S C2N)X 9RAIG
KIS GKS FtoAfAdGe G2 &aSi Ot2adaNB RIGS&a 2y 321t a
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Case Management > Master (ONLY) Can

Test Chelsea
..6 03/25/1989 Test,Chelsea-1989

Master (OMLY) Campus Exit...

‘: Copy of H4H Case Manager

Assignments Summary 2

® otify_Exit_Client
-

: HFH Case MHotes Summary

* H4H(Single Form Edit) (WF

Exit Assess)

B H4H Housing F'lac:?ﬁqqt

-

(Summary’)

(L Workflows

SRO ESP
Campus ES
H4H Intak

H4
HPRP Entry Workflow

CM Assessment Wor kil

Wr

al 1S adaNB G2 NBO2NR |
|

Enrollment. To do this, cligky (0 K S

Goal Date

& 3/8/2011

Goal Description

Abstinence - Maintain Sobriety
Acquire GED

Attain Food Stamps Benefits

n Sobriety
ical Care
s
CNRY G(KS ySEUG aONBSys &St
YSydz 6Aff FLIISEFN GKIG 6Af

Goal Target Date  Closure Date

373172011
573172011
671372011
473072011
53172011
4717201

Fr31/72011
472872011
473072011
41272011

t

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

471272011
872652011
472872011
471272011

5/1/201

OANDEtS ySEI
& 2 dze fo 2harigStheS O
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" [Goal Closure Date

12016/2011 31 General Complete/Not Complete for Goals
-

2 KSy &2dz KI 98 FTAYA&AKS

[C] Did Not Complete

Member did not complete the goal.

Select the checkbox
that applies [ Complete

Member has completed the goal.

[C] Abandon
] Don't Know/Refused
[C] Did Not Attempt

Mo attempt was made to complete goal.

[[] Pending
Goal is pending completion.

R 6AGK

screenMake sure to do this for all applicable goals.

Savings
Thissecty | ff2¢a &2dz G2 GNI O] al @gay3aa FT2NI I Of ASyi
LINE@A2dza RSLI2aArda Ayidz2z | &l @Ay3a | O02dzy i TheaSt SO

display will show you all verified deposits for that clisaparated by progranit the bottom you will
see a total for all deposits into savings.

Verification Method Verification Date Deposit Date Enrollment

¢2 SRAG Ly SEA&alGAY3 &

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

edit the information if needed.

Case Management

Bank Statement 8/24/2011 8/1/2011

F gAYy 3a

Verification Method Verification Date Deposit Date
£ Bank Statement - D8/24/2011 ‘37 bg/m2011 377

A HMIS Universal Test 03/29/2011-01/01/9999 585.00

0 KAa T-Bandskle adtheh O1 G K

o p Add

Deposit Amount

: 585.00

RS LI & A-liadd sideSf teO G (G KS

Enrollment Deposit Amount

AHMIS Universal Tes« B5.00

¢2 FRR I yS86 &l @gry3a

row will be added to the display where you can enter in the Verification MettrmtiDate, Deposit Date,
FYR LI AOFo6fS SYyNREttYSYylidd hyOS @2dz KI GlandFA Yy A 4K

side of the screen.

RSLIZaAdl

Y  Ofhanddide of h&scréen.RR w2
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Verification Method Verification Date Deposit Date Enrollment
- [073;'24;2011 -E -ﬂ -

Bank Statement 8/24/2011 8/1/2011

o Client Information

d}l Assessments

£ My Stuff =Ee

P e ———
% Report

“'Cancel

Client Information

6EAx (1 OOEI C (EOOI OU 001 OPAAOGO #1 OOOUA
This section all@s you to view any bed that client has been checked into in the continuum. To view that
Ot ASy(iQa K2 dza ACieht Bickgéolirn® Nizy R @ilidh | iddtrSagoyfab.dOn the next

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

. P .\.I
o Client Information % \Q
Demographics LT3 SRS SR TR

S)

Protection Orders Crimes Housing History

Educati
Em t-Housing Placement +
Retention

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.

A&
o2

O A



Service Usage Start Date Service Usage End Date Resource Name Slot Name Service.ProvidedToEntitylD

3/21/2011 4/20/2011 testhouse testhousmo 9th 1 95834
37137201 411271011 ESGHous ESGHousMo ESGHousMo3 95834
3/9/2011 4/8/2011 testhouse testhousmo 9th 1 95834
272172011 3/20/2011 testhouse testhousmao 9th 1 95834
12/13/2011 31272011 ESGHous ESGHousMao ESGHousMo3 95834
1/13/2011 21272011 ESGHous ESGHousMo ESGHousMo3 95834

2/13/2010 1/12/2011 ESGHous ESGHousMo ESGHousMo3 95834
11/21/2010 11/30/2010 SAMM Women's Dorm at H4H Women's Guest Pod 2 48 95834

1/13/2010 12/12/2010 ESGHous ESGHousMo ESGHousMo3 95834
10/13/2010 111272010 ESGHous ESGHousMa ESGHousMao3 95834
9/13/2010 10/12/2010 ESGHous ESGHousMo ESGHousMo3 95834
9/1/2010 9/30/2010 ESGHous ESGHousMa ESGHousMao3 95834

f1/2010 8/31/2010 ESGHous ESGHousMao ESGHousMao3 95834
EH £2010 B8/1/2010 ESGHous ESGHousMo ESGHousMo3 95834
7/1/2010 8/2/2010 ESGHous ESGHousMa ESGHousMa5S 95834
77172010 743172010 ESGHous ESGHousMo ESGHousMo3 95834
77172010 7172010 ESGHous ESGHousMao ESGHousMo3 95834

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

LINEGSOGA2Y 2 NJeBtMIEckgyourdi A dzyf RSNIG 2K & / f ACH yhé next screenNJYY |
aSt SO0 GKS at NPGSOGAZ2Y hNRSNERE odzidizyo

& Case Management Ec_;(ground

OCIient Information ) Ve ﬁ

Client ce L

Edun:.ah'c‘n Tests

¢2 YIS y23S 2F | yS¢ LINRBGIGSOGA2Y 2NRSNE -haif SO
AARS 2F GKS &AONBSyo® CAff Ay G(GKS 7TFihdddBdeofithg R Of A O

screen when you have finished.

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 :

Begin Date : -"31 * End Date : -"31 *

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:| Lasthame: *[ |

(=S L M 2 Edit Case Note

g;‘m

g) Enter

Issues

This sectin allows you to record any issues that may arise with the client (disease, domestic violence,
adzoaldl yOS | 0dzaSz Si 00 dliettonceeBedlichl FNRE HKBG A yf A 9
Ly F 2 NI | (Oh the/next derieed, Belect the Issues buttamt 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

¢2 FRR F yS¢ AaadzsS (2 GKS Ot ASyld e2dz I NBandBASGAYy
side of the screen. A screen with several issues will appear which you can sort by selecting a category
from the drop down menu.

Category:* -

Identified Date Description
All Subjects
Amphetamine
#
Anxiety Disorder %
Argumentative

Autism
Barbiturates
Bipolar Depression
Blind

Blurts out answers

O
O
O
O
O
O
O
O
O
.

Orce 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
you have finished entering the information@{ G KS a{ I @S¢ 0 dzi-baddisideofthel K S
screen.

Bullies classmates

Identified Date Is Chronic Is In Treatment
.' Anxiety Disorder
: Eﬁ&ﬂﬂﬂ 31 Bipolar Depression |Yes v| |No v|

Case Note : ,' Restriction HE |Shared v|

PR ~

.' Conduct Disorder b i LY
O Dementia 4
Fa - s
00l COAI "AO ,EOO0 j0OT OPAAOBO #1 OOOUAOA A

This section allows you to bar a client from a program and view past program bars. To access this menu,
navigate 2 Gt NPANI Y . I NJ[A&ddGé¢ dzy RSN GKS [/ EASyd Ly‘¥F2
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& Case Management

o Client Information

Client Background

Client Concerns/Medical
loyment and Housing

Education Tests

School/ Grades

¢2 oFNJF OfASYd FNBY | LINRINFYI Of AGdndsiokd@thar ! RR
screen. You must fill in a begin date, program, and reason for barring the client from tirarpro

2 KSy @2dz KIFI@S FTAYAAKSR FALEAYy3I Ay ( wédddeoiie Of A
screen.

g‘)- Enter the bar date (s) for this client
) 03152011 '31 ‘— - End Date :

g) Program Bar Informaiton

M T

g) Case Mote and Res é--NDtm‘ng--
) CM - Failure to Comply

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 k% S

$17 1 AOCOEA 6EIT 1 AT AA 001 OPAAOGO #1 OOOUAOA
This section will allow you to record any domestic violence occurreepested by the client. You can

add an occurrence, record a case note, set a restriction (shared/not shared), and much more in this
aS00GA2yd ¢2 I RR | yCheat BakyOuINBWOSZTY Iy B ENIGKES aa/
tab.Fromthenextscl8y 2 a St SO0 a52YSaidA0 +£A2fSyO0S¢ FTNRY (H

Drug Screenings

Employment and Housing

Program Bar List
Education Tests

25
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P FGSNI aSt SOGAYy3 a52YSadA0 A2t SyO0Sz¢ &2dz Yl & Of
occurrence and fill in the required information.

If you only want to record there was an instance of domestitence, but do not wish to record any
RSGFAfAa o2dzi GKS Ayaidl yOSsz &2dz Oy SydSN GKI @
i I OT EUAQGET T O j 001 OPAAOGO #1 OOOUAOA ECIT I
In this section, you are able to view/add immunizations@he A Sy & KI & NBOS C@&R® | 2

Concerns/Medicgl & SOGA2Y dzy RSNJ { KFomthé el stieenlsglee2 NY I G A2y §F

GLYYdzyAT FdA2yaeg FTNRY (KS RIakKoz2l NR®

Client Concerns

& Case Management

o Client Information

Immunizaticns

Client Background

Client Concerns/Medical

Employment and Housing

Program Bar List
Education Tests

Gand sidkobthedsdreeR b S 6 ¢

(0p))

¢2 FTRR I yS¢ AYYdzyAl L GA2ys aSsSt

F&[ Form Test Area ﬂ}.\ Add New

ﬁ Data Quality Immunization Date Due Date Description

6 Case Management

t:} Assessments
(i)

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.
When you have finished, click tie{ @S¢ o dzi G2y € 2 Olharf Bde®dfythe scieeh. 6 2 (0 (

Immunization Date Due Date Description Opt Out Date

Diptheria, Tetanus, Pertussis (DTaP)
S Hepititis A (Hep A)
Inactivated Polliovirus (IPV)

\ Haemophilus Influenza Type B (Hib)
Measles, Mumps, Rubella (MMR)
Meningococcal (MCV)

XOOOO

Pnuemaococcal (PCV)
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Work History
¢2 NBO2NR 9YLIX2@8YSyid | Aad2Ne FT2N I Eodlojnestédns a St S
K

A
Housing f Ay 1 dzyRSNJ GKS /fASY LYF2NXYIGAZ2Y ¢l 0d

[N

o Case Management
] agel

o Client Information

Client Background Work History Placement Summary
Chient Concerns/Medical
Vot

Program Bar List Job Employment

Start Date End Date C r
Education Tests artate | End Late Title Type T

School/Grades 08/01/2011 08/15/2011 Full Time - Seascnal Valerc Energy
Corp.

Full Time

04,02/ 2012 12/31/9999 Walgreen

Employment Placement

Placement Date  Program Placed By Employer
Chelsea Evans Walgreen
Bridpes to Life Chelsea Evans test
Chelsea Evans Valero Energy Corp.

/ £ A01 GKS aroRRe upperaighhandizidé & the screefill in the form and click the

Gal @S¢ o0dzi G2y andddE & thedseréed énde ydhaKfiniste&k S Wt 2adG t € |
box highlighted below allows you to simultaneously add work history infaonatnd record an

employment placement at the same time, if desired.

= Employer / Provider Name: * | \O%
Address: Address 2:
City: State:
Zip Code:
g,) Enter the Client’s Job Information
) Work Begin Date: * 31
Job Title: * % Employment Type: * l:l
SIC Description : \O{‘ SIC Reference:

Payment Interval:

Yearly Total: 50.00 Monthly Total: 50.00
Pay Rate New: 0.00
Pay Rate Per Hour: 50.00 Avg Pay per Pay Period: $0.00
Benefits: [] ‘Worker pays some benefits: []

ug) Information Sharing

Restricton: *

Employment Placement
To record an employment placement for a client while in a specific program, you may select the correct
fAY]l F2NJ GKS SYLIX 2@8YSyid dzyRSNJ GKS a22NJ] | Aad2Ne
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Case Management > Employment-Housing Placement + Retention

Test Chelsea

sz 03/ 89 Test, Chelsea-1989-03-25 @] Find Client

', Case Management
‘.‘\\ |

o Client Information

Employment

d A=)
=
Demographics Placement Summary ‘Work History

round
al Information
- ‘Work History and
Placement Workfiow
Work History

Start Date  EndDate JobTitl: Employer Employment Type
08/01/2011 08/15/2011 Valero Energy Corp. Ful Time - Seascnal

Campus Work Crew and OJT
Tracker

Employment Placement

Placement Date Program Placed By Employer
AHMIS Universal Test  Chelsea Evans Valero Energy Corp.

hy GGKS ySEG LI 38z &aStS0OG GKS FO0hGAazy 3ASENI ySEG

Case Management > Employment / Retention = Employment Chelsea Evans - AM Management + All Features ~| & Logo

{};Add Client Find Client

End Date Employer Name Job Title Employment Type
HEB Full Time

& Placement
= Work Placement Workflow

Immuniza
N Delete

Issues

CNRY G(KS ySE(G aONBSys &St SOl -hakdSidedot the BerebnS@néhe 6 dzii (i
next page, select your program from the drdpwn menu.lf your program does not appear from the
RNRL) R2gys OfAO0O1 (KS ayS¢ |aaSaayvySyiléeé odzidizyo

Chelsea Evans - AM Management ~ All Features ~| @ Logout

Case Management > ... > Work Placement summary

& EIRITCIERT “E TR ChenT Haven forH-pe |28

L LC o assessment selected.
"UhNow Assessment opy Provious
o Client Information A12/2011
3/28/2011 AGIF NVOP RC-PH SRO 1 At Entry
3/28/2011 AGIF NVOP VIP PROGRAM At Entry

At Exit

3/28/2011 AGIF NVOP VIP PROGRAM At Exit

At Entry
At Entry
At Exit

372172011
3/16/2011
371642011

Placement Date : * ﬁé;m;zﬂn -'31
Placement Type : * User Name : * F helsea Evans

[EL L P Edit Case Note

Mental Health

On the new assessment screen, select your program from the enrolimentdinop and select an
assessment type from the dregiown menu. The majority of the time, a woplacement will be done

GRAINA Y 3I¢é GKS LINRPINIYS a2 82dz aK2dA R adh&&@é G KI @

you have finished, click the save button on the bottom righnd side of the screen.
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Enrollment:* -
Assessment Type:* -
Assessment By:*bhelsea Evans O%

Assessment Begin Date: [08/04/2011 ‘31

Restriction:*|Shared -

e |

Once back on the Work Placement screen, eméhe 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
FAYAAKSR SyYyGSNAy3a Ay (GKS Ot ASyidQa 62N] LXIFOSYSy
right-hand side of the screen.

[N

Case Management > ... > Work Placement summary Chelsea Evans - AM Management ~ All Features ~| 8 Logout

Test Chelsea PN
..c 03/25/1989 Test,Chelsea-1989-03-25 ?}m Cj Find Chent HﬁUEH ﬁ)r H_ pf IZ

Case Management

LS LU &/4/2011 - A HMIS Program Test - During Program

B Placement Date: * 'ngmfgﬂn ?1"
o Client Information S— .
Placement Type: * Assisted - User Name : * [Chelsea Evans

e
(LT 2 Edit Case Note

R ey
g Assessments

T —
M ——_—
s " Cancel

’F' Save

Employment Retention
¢2 NBO2NR 22N] wSOSyiGAz2y AyF2NX¥YIGA2YyZ &St SO0 (K|S
employment/housingnain menu.
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Case Management > Employment-Housing Placement + Retention

Test Chelsea

est,Chelsea-1989-0

@ ,, Find Chient

Employment

Work History
Start Date  EndDate
08/01/2011 08/15/2011

JobTitle Employer

Valero Energy Corp. Ful Time - Seasonal

Employment Type

Employment Placement
Placement Date Program Placed By

08/24/201

AHMIS Universal Test  Chelsea Evans Valero Energy Corp.

Employer

GKS |

bSEGE ast SO
{ dZY Y NB @ ¢

. Case Management > ... > HEE

Assisted Chelsea Evans

Employment / Retention

bSEGz &aStSOG GKS
on the next screen regardinhe employment retention/followdzLJ
hand side of the screen when you are finished.

Chelsea Evans - AM Management + AllFeatures v | & Logol

Haven Forﬁ pe

®) Add

Gal 9S¢

Test Chelsea

0372 heises-1989-03-25

"SR Client, & Find Chient"

Retention Assessment Date: * 03052011 ‘31
30 Day

Py Case Management

o Follow-Up Type:
Omem Information

Verification Method: * In Person -
Are You Still Working:
Supervisor : =3

Case Note

Bl 2 Edit Case Note
v Q Work Information

Begin Date:  08/01/2011

Chetsea Evans - AM Management ~ Al Features +| 8 Logout

Haven for i pe S

Employment Type: Full Time
Pay Rate: 133667
Q Work Name and Location information
Company Name: HEB
Address: 9430 Hindi
City: SanAntonio

Verifying Person : * Chelsea Evans 'C“
Job Title :
Pay Intervals: Monthly
Address 2 :
State: TX

"®mSave ™7 Cancel
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Housing Placement
¢2 NBO2NR | 1 2daAy3 t
Housing Placemetsi wS G Sy G A2y €

>

>‘T
<, O

2NJ I Of ASyids ast
0KS /tASYld LyT2

~h ~h
T &
w»

83

Case Management > Employment-Housing Placement + Retention Chelsea Evans - AM Management
Test Chelsea

<t,Chelsea-1989-03-25 O Find Client

& Case Management Employment Client Photo

o Client Information

Housing Placement Housing Retention

Work History and Housing Placement

Placement Workfiow - Lease Beg Date  Program Place

04/06/2011 AHMIS Universal Test  Chelse:

Work History

Start Date EndDate JobTitle |Employer Employment Type Housing Retention

CNRY GKS ySEG LI 3Sy asSt SOG (-Kaddside dRtRe sbréeud On tidedzii (G 2 y
next page, select your program from the drdpwn menu. If your program does not appear from the
dropR2gy > Of A0l (GUKS ayS¢ lFaaSaavSyilé¢ odzilizy o

Case Management > ... > H4H Housing Placement (Summary) Chelsea Evans - AM Management ¥ HaH Staff | @ Loge

Test Chelsea ™
'8 989 Test, Chelsea-1989-03-25 V.Fmd Client Haven for H_ pe

ﬁ"ﬂw Management S | o assessment solected.
P New Assessment "y Copy Previous

o Client Information

Date Program Type
9/21/2011 TSA Transition Hous New Start Program At Entry
942172011 SAMM HPRP (State) - Homeless Prevention At Entry
9/13/2011 "RP At Entry
9/13/2011 0 AtENtry
9/13/2011 H4H Master Enrollment At Exit

o7 anea LAl ink T S ctere A+ Euie

HousingTypes| - ousing Categry:
Placed By: 'F helsea Evans (@)
Placed with Provider: * AM Management -

@ Lease Information

Lease Type: *
Lease Begin Date: *

Landlord Name:

Lease End Date: _ﬂ
Lease Amount : HOA Amount:
Subsidized Amount :

(A ty Stuff mEme

4 "Cancel

On the new assessment screen, select your program from the enrolimentdinop and select an
assessment type from the dregpown menu. Once you have finished, click the save button on the
bottom righthand side 6the screen.

New Assessment x

Eorollment: -]
pssessment Typest <]
Assessment By:*Chelsea Evans O, @

Assessment Begin Date: 55;04.,'2011 -'31
Restrictions/Sharsd <

hyOS @&2dz KI S FAYAAKSR SYiUSNAy3I Ay GKS
on the bottom righthand side of the screen.

(@]
>
w
<
[atN
Q
QX
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Housing Retention
¢2 NBO2NR | 2dzaAy3d wSGSyliAzy Ay TenNanttieA 2y > aSt SO
employment/housing main menu.

Case Management > Employment-Housing Placement + Retention Chelsea Evans - AM Management
Test Chelsea

8‘ o 989 Test,Chetsea-1989-03-25 @ End chent

& Case Management Employment Client Photo

y =
o Client Information Fia o - @

Demographics. o A Housing Placement Housing Retention
¥ . |

Housing Placement

Lease BegDate  Program Place
04/06/2011 AHMIS Universal Test  Chelse

Work History

Start Date EndDate JobTitle |Employer Employment Typ Housing Retention

- z

G aStSO0G GKS OGA2y 3IASINI ySEG (2 GKS O2NNBO

;::::ssment Program Name EnrollmentlD J;ssessn'bent

wvent
Demographics . sition Hous Mew Start
Client Background

o Client Information

85280 At Entry 11145

Client Medical Information
Client Suspension

bSEGzZ &St SO0 G(KS 4! RR -halidiside df tHelscreeny. FilRoyit thé iKIGmatidnll JS NJ
on the rext screen regarding the housing retention/follazlL, I y R Of A 01 aal #&hd 2y
side of the screen when you are finished.

#OEI AO j 001 OPAAOGO #1 OOOUAOA EcCi i OA OEEOQ
In this section, any crimes the client has committed can be recoffedccess this section, select
éClient Backgrourld FNR Y G KS [/ f A Ontdionthgriea deeeénjisalettyCrinteb fiod the

dashboard.

& Case Management

&
o Client Information ﬁ
- 5 Protection Orders
: [EEREEE|

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

TSAIT Now
Crime Date Description Parole Date Parole State
¥ 2/23/2011 Theft 3/8/2011 American Samoa
¥ 3/2/2011 Breaking and Entering 34172011 Texas
ik 2/16/2011 Shop Lifting
ik 2/17/2011 Shop Lifting
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ToRR | yS¢ ONARYS (2 GKS Of ASyid:z aSt SOhand&ige®f a! RR
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 descoptand fill in the following information:

2 KSy @2dz KIS FAYAAKSR SYGSNAy3 RIGF Z-haOdsideof G KS
the screen.
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This section allows you to viéadd medical and dig test results to the clienTo access this section,
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of the screen.

When the new screen appears, find and select the test administered on the client by clicking on the
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