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OVERVIEW 
 
Data entry for the HPRP programs is to be accomplished using a HMIS application, 
which is accessible from the following URL link: 
 
https://beta.empoweredsg.net/HavenForHope_Prod.ecm 
 
A user login is required to access the system.  Requests for HPRP login should be 
submitted to DCI’s MIS department.   
 

 
 
HPRP system problems and change requests should also be submitted to DCI’s MIS 
department.  Once a correction/change has been approved, the appropriate 
modification(s) to the system will be implemented. 
 
This job aid demonstrates the HPRP Intake process in HMIS. 

 

INSTALL FIREFOX 
 
In order to use the new HMIS system, you must use Mozilla Firefox as your web 
browser on your system.  You can go to the Mozilla website, http://www.mozilla.com, to 
download the software and install on your system.  The system will not function 
correctly with Internet Explorer (IE).   
 

The Mozilla Firefox icon, , appears on your desktop when the software 
installed successfully. 
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INTAKE 
 
For the sake of demonstrating all the screens in the system, the user login, Test 1, was 
assigned to the HPRP role.  This job aid will show that the client, TESTER123 DELETE, 
will be considered the “Head of Household”.     
 

 
 
Select ‘Assessments’ from the menu options.   
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NOTE:  After logging in to the system and the menu options information does not 
appear under Case Management section, find a client by clicking on the ‘Find 
Client’ button. (See example below) 
 

 
 
Type in last name and/or first name of a client, click on the ‘Search’ button, and 
then select the client’s name.  
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Select ‘HPRP Entry Workflow’. 
 

 
 
 
 
On the Add Client form, enter client information and click on the ‘Save’ button. 
 

 

SEE NOTES - #1 

SEE NOTES - #2

SEE NOTES - #3 

SEE NOTES - #4
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NOTES:   
1.  Duplicate Records 

To avoid duplicate records for a client, you should verify duplicate 
accounts before entering all of the client’s information. Type the last 
and first name of the client.  If the client is not a duplicate, then 
select ‘√ This is a new client’.  If the client is a duplicate, then 
select the correct client listed in the window. 

 

 
 

2. Birth Date 
Instead of typing in the birth date, you can click on the icon labeled 

’31’, , and a calendar appears.  Select the client’s year of birth, 
month of birth, and then day of birth. The client’s date of birth 
appears in the ‘Birth Date’ field.   
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3.  SSN 
If a client refuses to provide a SSN, then you can click on the 
lightening bolt, , and select ‘Don’t Know’ or ‘Won’t Answer’. 
 

 
 

4.  Race 
You can select multiple races by clicking on the button to the left of 
the race listed. 
 

 
 

5.  Shared 
The system defaults to ‘Shared’ in order to share information.  

 

 
 

6.  HOH 
The system automatically assigns the initial client (Self) as the 
Head of Household (HOH).  
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Click on the ‘Add Family Member’ button to enter additional family members.  
 

 
 
Click on the magnifying glass to search for a family member.  
 

 
 
When the Family Member Lookup window appears, type the name of the family 
member and click on the ‘Search’ button.  If the system finds a family member, then 
select the family member.  Otherwise, you can click on ‘Add New’ button to add a 
family member.   
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After entering all of the family member information, click on ‘Save’.  
 

 
 

Click on ‘Save’. 
 

 
 
. 
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Select enrollment information and then click on the ‘Save’ button. 
 

.  
 
You must enroll all family members. You need to click on the box, , next to the family 

member’s name.  A green check, , appears that indicates the family member is 
enrolled. After enrolling all the family member, click on ‘Save’.   
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Enter data information and fill in all the required fields.  Click on ‘Save’. 
 

 
 
NOTE:  Fields containing the red asterisk, “*”, are required field and must be filled out.  
 
 
Click on the box, , near Income or Expenses Type* field.  Enter client’s 
income/expense and then click on the ‘Save’ button.  
 

 
 
NOTE:  Must collect a financial assessment every 3-months. 
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Select the proper program from drop-down list.  Click on the ‘Search’ button.  After the 
service listing appears, select the service(s) for the client by clicking on the box, .  
 

 
 

Enter in the dollar amount.  Click ‘Save’.  
 

 
 
Note:  A client must enroll in a program for HPRP enrollment in order to receive a 
service. 
 

Step 1 

Step 2

Step 3 
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All required steps have been completed.  
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REMEMBER TO . . .   
 

• Use FireFox, as your web browser, for HMIS  
Example: 

 
 

• Fill out all the fields with the red asterisk, “*”.  Fields containing the red asterisk, 
“*”, are required fields.  

 
• Must collect a financial assessment every 3-months  

 
• Must enroll all family members  

 
• Logout of the system 

Example 
 

 
 
 
 
 
  


