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HMIS Training Manual — Basic Data Entry

Introduction and User Agreements

This manual is designed to serve as a training tool as well as a reference guide for basic
data entry in the Summit County Homeless Management Information System (HMIS).
Before you can use the HMIS you will need to read and sign all HMIS User Agreements
and complete necessary HMIS User Training and follow-up assessments.

Once training is completed and your Agency HMIS Administrator approves your level of
readiness, you will be assigned a unique user ID and password that is to be used by only
you and to be kept confidential.

At any time if you forget your user ID or password, you may contact your Agency HMIS
Administrator and get your password reset.

You should have received:

e Summit County HMIS Policies and Procedures Manual
e HMIS User Agreement
e Helpdesk contact information
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Logon to the Summit County HMIS

Software logon requirements
An Internet connection (56K minimum speed), and Internet Explorer 6.0 or higher
is required to connect to the Info Line Citrix Server and logon to ServicePoint.

1. Establish your internet connection and open the Internet Explorer Window.

2. Type the following web address to access the Logon website.
http://citrix.infolineinc.org P NONPROFT YETWORY | I ecrpancs scsenttonserver

3. Type your Citrix User ID, and —_ | —
Password, then click
the Logon button.

(Individual User ID’s will be assigned
to you once training is complete.)

4. Click on the Service Point icon.

Message Center

s ror & ;
E==]

Service Point

5. Type your assigned HMIS User ID, and o
Password, then click the Logon button. ServicPoint

Connecting your community.

6. Your main Service Point navigation
screen should appear. (Options on the user: [N
Service Point navigation screen may be
different depending on your user access level.)

IMPORTANT NOTE: All transactions you complete
while logged in the system are being recorded within
your user profile. It is important you do not share
your Logon ID and password with anyone else in
your office, you will be held responsible for all
transactions completed under your own ID. Your
Agency HMIS Administrator will be able to run a
report to see all transactions completed by each user profile.
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Key Features of the Main Navigation Screen

Navigate

ClientPoint - Add, edit or view dlient profile, clisnt asssssments, or add, edit, or| | yMis User Group Meeting - The
view service transactions

ResourcePaint - Find cammunity resources meeting will be held at Info Line from
Shelterpaint - Check hausing availahility in yeur cormmunity.
Reports - Yiew standard reports, or generate custom reports. HMIS Website Calendar - Check
Hewsflash - View or post newsflashes for your agency

Help - Visit the help area for assistance in using the systam,

Adrinistration - Maintain ServicePoint™ (administrator access only) 2006 Federal Poverty Guidelines

NewsFlash - System

HMIS User Group will be meeting
Thursday, February 7, 2008. The

1:30 PM ta 2:30 PM. Please cantact
Fred Berry for directions or more
detalls.

this site for up-to-date information
regarding HMIS related meetings Full
Story.

Continuum of Care Website - Click
here to go to CoC website Full Story

- Click here to go to the United States

Followup List &

Type Date

Department of Health and Human
Services website, Full Story

Time Remaining inition of Chronic

Homelessness - A chronically
homeless person is an
unaccomnpanied individual who is
sleeping on the streets or in a shelter
and has been hamless for langer than
2 year or mare than four times in
three years and has a disabling
condition,

ODIFS-Forms, Applications, and
Publications - Right click and select
apen in new window ta go ta the Ohio
Department of Jobs and Family
Services Forms, Applications, and
Fublications webpage. Full Story

Instructions for Food Stamp
Applications - Right click on this link
and select Open in new window, to
see instructions for how to apply for
Food Stamps Full Story

Food Stamp Benefit Calculator -
Right click on this link and select Gpen
in new window, to 9o to the Food
Stamp Benefit Calculator webpage,
Full Stary

Guide to the HIPAA Privacy Rule -
Right click and select Open in new
window to view the HIPAA Privacy
Rule guide. Full Story

update news

NewsFlash - Agency

There is no news at this time.

update news

Newsflash — System

The Systems Administrator has the capability of posting important
messages regarding System-wide updates, meetings, and/or
issues related to the system in this section. You should check the
Newsflash — System box for new information each time you
logon. Every agency which logs on can see this information.

Newsflash - Agency

Individual Agency Administrators can post messages in this area
that can only be viewed by members of their own agency. It's
important to check this information each time you logon.

Navigation Tabs/Links

The Navigation Tabs are links to the various modules of the
system. They remain viewable at all times during data entry. The
Navigation links are only viewable on the main screen, and link to
the same modules of the system that the tabs do. Links on the
main screen define what each module contains. Individual user
profiles determine which modules are viewable by each user.

Followup List

The follow up list is user specific. It will list any pending item that
has been entered for follow-up by that specific user only.

ServicePoint Modules

ClientPoint, ResourcePoint, Shelterpoint, ActivityPoint,
SkanPoint, Reports, Newsflash, Help, Administration are all
modules of the ServicePoint software within our HMIS. Only
modules you have approved access to will appear on this screen
when you log on.
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Grey tab shows
the active
module.

CO nectl'ng YOIJI’ community. Click here tur enter data as another provider.
Currently Shadowing:

PHomME

Akron Info-Line Feb 11, 2008

Test prow=ig . ruoga Falls

test case manager

NMavigate

ClientPoint - Add, edit ar view client profile, client assessments, or add, edit, or
view service transactions

ResourcePoint - Find community resources

Shelterpaint - Check housing awvailability in your cormmunity.

Reports - Yiew standard reports, or generate custom reports,

Mewsflash - View or post newsflashes for your agency

Help - Wisit the help area for assistance in using the system.

Follogwup List %

T e Date Time Remaining

Followup Lists are created when services are
created. If you click on the Client link, the
specific Client record for the followup will open.

Logging onto your Provider Program

MNewsFlash - System

HMIS User Group Meeting - The
HMIS User Group will be meeting
Thursday, February 7, 2008. The
meeting will be held at Info Line from
1:30 PM to 2:30 PM. Please contact
Fred Berry for directions or more
details,

HMIS Website Calendar - Check
this site for up-to-date information
regarding HMIS related meetings Full
Story

Continuum of Care Website - Click

here to go to CoC website Full Stor J
2006 Federal Poverty Guidelin
- Click here to go to the United States

Departrnent of Health and Humman
Services website, Full Story

Definition of Chronic
Homelessness - & chronically
homeless person is an
unaccompanied individual who is
sleeping on the streets orin a shelter
and has been homless for longer than
a year or more than four times in
three years and has a disabling
condition,

0ODJFS-Forms, Applications, and
Publications - Right click and select
open in new window to go to the Ohio
Department of Jobs and Family
Services Forms, Applications, and
Publications webpage. Full Story

Instructions for Food Stamp
Applications - Right click on this link
and select Open in new window, to
see instructions for how to apply for
Food Stamps Full Story

Food Stamp Benefit Calculator -
Right click on this link and select Open
in new window, to go to the Food
Stamp Benefit Calculator webpage,
Full Stary

Guide to the HIPAA Privacy Rule -
Right click and select Open in new
window to view the HIPAA Privacy
Rule guide. Full Stary

Click here to
Log onto
Provider
Programs.

Click here to

Log out of
Service
Point.

Always Right-click
on Full Story links
and then choose
the option to Open
in new window.

If clients will only be entered into one program, you will want to log onto that program before you
search for the client or add the new client record. If the client will be moving from program to
program within the same agency, you will want to enter their data at the agency level and just
designate the program on all Entry/Exit forms and Services. Make this decision before you start
entering data and then be consistent. This may make a difference in the data that is shared

between programs at your agency.
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Creating a Client Record

STEP 1: Client Search Screen

When entering a client into HMIS, it's important to make sure duplicate records are not
created for the same client. The system will always check for an existing profile before
you can create a new profile.

0 L] -
ServicPoint
Conmecling your community,

[mme | (s ]

1. In the Search for Existing Client section, complete all information for the client and
then click Search for Client.

OR

2. Enter the Client’s ID number in the Search Using Client ID section at the top of the
screen, then click Search This ID.

UNNAMED CLIENTS

Some agencies are required to maintain anonymity of their clients by program policies.
These agencies will use the Unnamed Client Feature to enter information about their
clients. The client profile search screen looks very different from the standard client profile
search screen. Once a client has been added as an unnamed client, it is critical to keep
track of client ID numbers. Without a client ID number of an unnamed client, there is no
way to retrieve the client information in ServicePoint.

FCligntPoint

To search for an existing
client, enter the client ID

number and click Search
This ID.

Search Using Client ID.

Search This 1D | | Delete This 1D |

Client ID

Add a New Unnamed Client

Search for client before adding a new client.

First [ T | suffix |

SR —
Gender - Select - r

Prirmary Race I, Select -

L] L

Secondary | Select -
Race

Ethnicity I, Select - =l

| Add Unnarned Client i

To add a new client, complete all the
information for the client, then click Add
Unnamed Client.
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STEP 2: Search Results Screen

If the client profile already exists, it will
appear here. To open the client profile,
just click on the client's name.

atehes

(refiee your resulte or ddd o new boiew)

| ——

—

shawing 12 of 2 {<oFirst ohrey | Nests Lasts>)|
e Dste af Nirth Gander anaed

L2000
aws v

shaming §-7 of 2 {<cPirst cPrew | ewts Lastss)) |

A red star means

this client was el e | [(oemwas ]
entered by your i Chorat o T Tafermsion
agency. Cratage pimer crtern aod Search fur et 8 redute the petersal matthey,

et [ i ] st Jsem 1
L -1

Clicking on the Trashcan
will delete the client
record permanently.

(menidddyery)
=y =

3. If the client’s information does not show up at the top of the screen, then click the
button Add Client with This Information.

STEP 3: Client Profile Screen (Closed Status)

The main profile screen that is displayed once you create/open a client profile displays
only the client’s basic information and household details.

. L ] " Akron Info-Line Feb 11, 2008
ServicéPont

) . Summit County Continuum of Care / Akron R
Connecting your community. Click here to expand

Clientpoirt the household
¥Profile Assessments Eligibility Case Plans Service Transactions Activities information. Create a
T Client - test, szsmﬂ a2 client HOUSGh(?ld )
Release of Infa: ONLY if the client is
s _ NOT single
Document the client id ISt e s T —’_-l
number.

Client Profile &

card Orientation: [1 | [ Tssus 10 Card ][ Save Changes | [Exit]

Added to System  Sep 13 2006 12:23PM

First Pust mifa ] Last frest Suffix
55N Data Quality  [-Select- =1
Age

Blank Entry &

Save Changes ‘

Assessment Date nz/1/z008 |[11 -] :[17 ~||am || Back Date
Blank Entry
Save Changes

File Attachments

Add MNew File Attachment
Date Added Name Description Type Provider
Mone.

Infractions for Just A. test

[ Add new infraction to Clisnt
Banned Start Banned End Infraction Ban Code Provider sites  Staff
No Infractions found for this client.
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1. Make sure the Household Information is expanded and click

Start New Household.

2. Complete the following screen for the current client and click Start New

Household.

Add Client to Household - (Fust A. test)
Household Type
Head of Household

Relationship to Head of Househald:
Date Entered

Date Remnoved

.

[-select- =]
[ha -]

{rm/dd/yyyy)
C  Timmeddiyyyy)

Start NEW Household

|| Cancel |

Select Self for
the Relationship
to Head of the
Household.

3. To add family members, complete all fields in the Add Additional Clients to
Household section (add family members one at a time), then click Search For
Client. Once you are sure there is no existing profile for the family member,
complete the relationship fields for that family member.
Click Add Client with This Information.

Add Clients To Household - (Fus? A. Zest)

Overview - Type: Male Single Parent,

Current bers: 2 s: 0
Edit Household Type
Name Relationship Date Entered Date Removed Head of Household
# T b test, Just A (#2634) Self 01/04/2007 Tes
& T test, another (#3344) Daughter 01/04/2007 No
Household Member Information
Head of Househald Mo«
Relationship to Head of Househald: -Select- -
. Date Entered (rmm/dd /vy ey )

Add Additional

Clients to Add Using Client ID.

Household Section s o | ——
Client 1D

Add Additional Clients to Household

"Search for Client" before adding a new client,

-Select- -

Last Profile

First [

Jmi[] Last [test

| suffix |

R

Search Filter ™ Exact Match?

Search For Client

4. Click Save & Exit when all members have been added to return to the

client profile.

April, 2009
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Important Information about Households

Create household members before creating an Entry/Exit or an ROI so that you can record
services for all family members at one time. If your agency is not providing services to all
members of a household, it will appear that you are providing services to them all if you
enter them as a part of the ServicePoint household connected to your program. We
recommend that you do not enter these persons as part of the ServicePoint household
connected to your program. If they receive services later, add them to the household
connected to your program at that time.

The user can delete clients from a household; however, this should only occur if entry was
incorrect. If a client was a household member and the data entered is correct, the user
must enter the ‘Date Removed’ to avoid incorrect reporting.

RELEASE OF INFORMATION ( ROI)
A Release of Information (ROI) is required to share client information with other providers in your
community. As of March 1, 2010 everything but AIDS/HIV, mental health and entry exit
information will be shared.
To Add an ROI:

1. View the client's record, also called a client profile.

2. Click the orange ROI button.

ChentPaint

perofile Assessrments Elgibility Case Plans rvice Transactions Activities

T client - test, Just A. (£2834) n
Release of Info: Hone

The Release of Information window will display.

Release of Information {Just A. test)

[_add Release | [ Close |
Provider Permission Start Date End Date
Mo Release of Information found for this client.

3. Click the Add Release button and the Release of Info Data window on the next page will
display.
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If the ROI will cover other members of the client's household, click the check boxes next to the
client's names in the Household Members section.

Release of Information - (fest, Just A.) [ save Relesse Info || Cancel | -]

Household members

To include household i this redease of info, oifck on the box beside each name.
Mote: Only members the sarme household may be selected.
House #1 Members:

r *telt. another

Release of Info Data

Provider |Sum-m|t County Continuurm of Care (#3) ;l

Release granted? I-Select- bl

Start Date 04/16/2009

End Date [ ]

Documentation | »Salact: x|

Witness [ |

Release of Information - (fesf, Just A} [ save melease Info || Cancel |

Select the provider that issued the ROI from the Provider picklist.
Indicate whether or not the client granted the ROI from the Release granted? picklist.

Enter the Start Date for the ROI in mm/dd/yyyy format. This is the date that the client's
information will be available to outside providers.

Enter the End Date for the ROl in mm/dd/yyyy format. After this date providers will no longer be
able to view the client's data.

Choose the type of ROI consent from the Documentation picklist.

If there was a witness to the client's consent to the ROI, then enter that person's name in the
Witness text field.

Click Save Release Info. The Release of Information screen will display with the new ROI.

Ij& | Htp:ffuﬁtapat.ifukm.hcdjscrﬁsjﬂwebﬁ&fo.ﬁp?ﬂm_thﬁ;;;-ﬂ;i;-ﬁﬂzfresh_cp-lmﬁam_w-&_'
Release of Information {Just A. test)

[ Add release | [Close ||

Provider Permission Start Date End Date
& T Community Support Services, Inc. Tes 041742009 041752010

4. Click Close to return to the client profile.
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To Edit or Delete an ROI:

1. View the client's record, also called a client profile.

2. Click the orange ROI button.

ChentPoint
Merofile Assessrnants Eligibility Casa Plan Sarvice Transachions Activitias

T client - test, Just A. (#2834) B I‘l!iﬁq ﬁﬁﬂ.{ili"ﬂ'

Release of Info: None
[ 1

The Release of Information window will display.

Release of Information (Just A. test)

[ add Release | [Close |

Provider Permission Start Date End Date
& M Community Support Services, Inc. fes 04/17/200% 04/17/2010

To Edit an ROI: Click the pencil icon. The screen will refresh and display the client's ROI
data. Make the desired changes. Click Save Release Info. The screen will refresh and
display the Release of Information screen.

To Delete an ROI: Click the trash can icon. A warning window will display asking the
following, "Are you sure you want to delete this release of info?" Click OK to continue. The
Release of Information window will refresh and the ROI will no longer be listed.

3. Click Close to return to the Client Profile.
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STEP 4: Enter the Client into ShelterPoint

Akron Info-Line Feb 11, 2008

ServicPoint’

Connecting your community.

Click on
ShelterPoint

Summit County Continuum of Care f Akron

PProfile Assessments Case Plans

Eligibility Service Transactions Activities

@ Client - test, Just . (#2834) & T L Mlda=r B8 [ &
Release of Info: None ENTRSZExIT| @oT | RFSOURCEFT | CASE WORKERS |SECORTT Y]

Household Information - 1 H holds - Click to Expand

Client Profile &

Card Drientation: |1 vll Issue ID Card || Save Changes |

Added to System  Sep 13 2006 12:23FPM

First MI E Last |test | Suffix ‘
ss# -[es]-

SSN Data Quality | -Select- =l

Age

Special Note: Your agency will need to decide ahead of time which services to
track in ShelterPoint and work with your HMIS Administrator to get these services
set up on your quicklist to make this workflow as smooth as possible.

1. Select the Shelter List: By adding a client to your shelter list, you are automatically
identifying a service need for the client and applying a shelter service from a
specific program.

. L ] " Akron Info-Line Feb 11, 2008
ServicPont

Connecting your community.

Summit County Continuum of Care / Akron

To add a client to a bedlist, first
e — select the correct bedlist...click
on the drop-down arrow and
~Select- | [[subrmit select the shelter program
where the client is staying, then
click Submit.

View Bedlists For Provider
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2. Select the client’s bed: The ShelterPoint Screen allows you to enter the client(s)
into a room (or reserve a room for a future check-in date) and record multiple
service needs you have identified for the client.

ServicPornt’

Connecling your community.

baheteron: JIN

Click Add Reservation if

;:I'Ici)cﬁrg;zrt ;ZeEclclin'lt' ;nltic:1 I? r:gitn:(’) View Bediints rar provider | =l you want to add a client to
=" """ i a waiting list for a future
the r.oom where the client is \ View Infarmation For Bedlist [Emergency Shelter  Coertiow beds ]| | Submit check-in date.
Stay| ng. '\~ SRR rraiet e wtebiiiined s SR Biors ki ro v tigns far or chesking in Famiios /I
Y &g Bedlist - Emergoncy Ghelter - Duerflon beds 1
. . Arriv, Elient Don Gender Graup 1D
; - e Ilnk’ — ‘I\ﬁ,\ e Resarvations found For this bediat.
client IS NOT entered, this will it hettar N w-w_l ¥ - —
. Ul Beds =] Sort Bed =]|Ascanding = by
JUSt hold a room. Floor Room N‘“' 008 Gender e con, h?;:’.'-’"

Just click the red Held link to
remove a hold.

[” shem Outstanding Referrals (0 total)

Updmte Confermation Lt | Trandmit Teday's Chackout Lt |

ok (D cards
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3. Completing the Checkin:
The top portion of the screen is to record details of the client checkin, such as
supplies given, etc. Any information can be recorded in the Codes/Notes field.

":lud Stay Data - Just A. test #2834 ( 999-99-9999)

Remember to change the
Check In date to reflect the
date the client moved in.

suppligs grven

Codes/Notes

[orroarzone | [12 =] : [ov =] [#m =] pudnigie checkin

Main Building - Overflow beds Overflow beds Overflow bed 1

Set the time to 12:00 AM if
you cannot remember the
exact time

]

Check all household members
and click Assign Bed to
select a bed for each family
member. If you do not assign
a bed for each family member,
they will be put into overflow
beds.

Household members

houseloid may be seiected,

Household #1 Hembers:

P ¥ test, another

Tor checkin housabod mombecs alse, cick on the box beside each name. Then assign each momber o bod. I ro bod i spocifiod, an Cuoiow bed will be used. Note: Gnly mombers from

[esionued | @

Infractions for Just A, test

Banned Start Banmned I End

Infraction Ban Code
Ho Infractions found for this client

Provider Sites Stalf ‘

An Entry/Exit date will be
added to reflect the checkin
date and time for all checked
members of the household.
Verify the correct program is
selected for the Entry/Exit
Date. By default the Entry/Exit
Type is HUD40118.

|| Release of Information Data

=

\iﬂe of Info; None

[Summit County Continuum of Care (£3)

HUD-40118 x

Services

[Pruttiple Services

Provider

Service Start Date

ACCESS, Inc. (#7) =]
a1/n4/2006 |[12 =] : |00 =] [AM =

{I— Service End Dale I ]l_;| A =
All services will be set to start — £ of Services: [ status: [identfied -] [Seval
on the date and time e service [ -] Frovider Snecific Service | Select =
- eofunns [ unit Type [Seimct- <] costobunal
|nd|cate(_j. Should match e B e [T
entry/exit date. 1 Moo Mot Met, Roason [-Sole =]
# of services [1 Servicn [Drug Abuse Education/Prevention =] Providor Spectic Service [-Selec- =1
¥ of Units Unit Type [-Select- - costofunt]
status [1dentifing < outsome [ Srlect =]
I Naed ot Met, Resson | Selecs f
- [Eaneet ] [Ciear]
Depending on how your SRETT e e = TS soe =
agency is set up, you can A — | | gt ,

enter services one at a time or
multiple services at one time.

[Status | 1dentified =

1f Nerd Not Mok, Reason | -Select-

Cubcome | -Select- -I

Use the Set
All feature to

N [l# o units
status [1deniied <

1f Nerd Not Mok, Reason [ -Select-

Cancel | [Clesr

Unit Type | Selact i
Cutcome [-Select- -I

Cost of Unit

# of Services |1 Servicn | Emesgency Shelter = Provider Specific Service | -Select- =| enter all
£ of Units Uit Typn [-Sabsct- - Cost of Unet [ SerV.
Ice
[Status | 1dentified = Dutcome | Select .i
If aed hot vat, Rasson [ Sele 5] Status at one
[ Canesl ][ Claar | time
# of Services |1 Service | Family Vinlence Counseling =] Provider Specific Service | -Selact B

Remember to click Save &
Continue to complete the
checkin transaction.

Services

# of Servicos [1 Servicn [Hesth Care = Provider Specific Service [-Salect- =1
¥ of Units Unit Type [-Select- - Cost of Ut [
[Status | ldenbihed  x Outcome | Select -I
If Need Not Met, Reason | -Seleer -
£ of Services [1 Service | Health Care Referrals = Provider Spacific Service | Select =
£ of Lnits l_ Unit Type m st of Linit
[Status | 1dentified = Cubtcome | -Select- I
If Newd Hot Met, Reason [ -Select- -
[ cancel || Clear |
£ of Services [1 Service [Household Goods | Frovider Suecilic Servce [-Select- |
¥ of units Unit Type | -Select- L Cost of Ut
<tatus [Temihed =] outeome [Selact- =]
1f Nerd Hot Mok, Roason [Seleat- <]

[ #cd ancther ][ cCancel all ]|

Print] [ Save b Continue | [ Cancel |
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STEP 5: Entry/Exit Screen

The Entry/Exit screen allows you to track when the client entered and exited your program.
This screen also displays the required fields to complete the HUD data elements.
Complete all fields on this screen.

1. Highlight the ClientPoint Tab and select Profile or one of the profiles shown to the
right.

PShelterPoint

Assessments
Yiew Bedlist case Plans Y Submit
Caseworker 4
Check Bed Ay——
Eligibility
Profile is a quick l\ ¥iew Inform SMtrY/Exit
way to navigate to I foveehold
y A g oy profile | test, Just & #2534 |ervatfons for or checking in Famifies.
the last clients that :
Reservatio| vamerl@:nkuﬂ ¢ Shelter - Overflow beds
you accessed. Reloase ot nfo
Arri|Service Transactions ¥ Client DOB Gender Group ID
Mo Reservations found for this bedlist.
Bedlist (Emergency Shelter - Querflow beds - Emergency Shelter)
Display Sort By
Hold B Group Codesf
Floor Room Bed all Client DOB Gender 10 Conf. Notes
Main Building - Overflow beds Overflow beds  Overflow bed 1 Hold EMPTY
Main Building - Overflow beds Overflow beds  Owverflow bed 2 Hald EMPTT
Main Building - Overflow beds Overflow beds  Owverflow bed 3 Hald EMPTT
Main Building - Overflow beds Overflow beds  Owverflow bed 4 Hald EMPTT
Main Building - Overflow beds Overflow beds  Owverflow bed 5 Hald EMPTY
Main Building - Overflow beds Overflow beds  Overflow bed 6 Hald EMPTY
Cverflow {new) EMPTYT
I” Show Outstanding Referrals {0 total)
Update Confirmation List I Transmit Today's Checkout List
Print 1D cards I

Click on the pencil to
edit the Entry/Exit
Record.

2. Click on the EH%J button at the top right of the profile screen.

Entry /Exit (test, Just A.) | _ZadEntry/Exit ][ Closs |.
Program Type Em E=xit Date
™ Surnrit County Continuum of Care HUD-40118 £ 01/04/2006 &

Mote: Household members must be established on Profile before creating Entry /Exits,
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Verify that all
members of the
household are

ﬁhlvicepnint - Entry/Exit - Windows Internet Explorer

=1olx|

& h

3 servicept o

onscripksisvppopentryesit.php

=l a

Entry/Exit - (test, Just A.)

Save and Close

D=

‘ Household Data Sharing B

Add Household Data

J Add Household Data

button.

shown in the
. Overview - HUD-40118
Entl’y/EXIt Name Entry Date ERit Date Reason Leaving Deastination
Record. test, Another S10/10/2008
b test, Just A, £10/10/2008 &
Entry Data
Provider [Eroad (H.M Life) (#43) =]
TVpe HUD-40118 -
Entry Date 10 =] [10 = [am =
To update household members’ eniry data oisc, click on the box besids each name.
v test, Another
‘REMEMBER 70 BACK-DATE ALl OLD DATA |
[General Client Information ]
Date of Birth |:| (mm/fddderyy) H G
City of Birth I HG )
State of Birth oo D If there is no secondary race, enter the
Family History primary race twice.
[start Date [End Date [Family Member [supportive? [addreeromrsT
Ho Record Sets
show Entu/ A/
Support System
[start Date [End pate [name [relationship? |
Mo Record Sets
,Atire List In Window
Primary Race i [~ Select - =lu
Secondary Race l [~ Select - o
Ethnicity i " Gelect - “lhG
U.S. Military Veteran? ~Select - ~lHG
Gender - Select - ~|H G
Marital Status “Select- ¥ HG
YF)U mUSt enter . Domestic ¥iolence Yictim? “Select- Y| HG
Disability Types if YOU | et of pomestic viotence s B
entered Yes to the
. . | DOMESTIC YIOLENCE/ABUSE HISTORY |
client having a =l
disability of Iong \PISABILITY INFORMATION ‘
. . 0 you have a disability of long “Select - ~lne
duration in the |- sete El
f isabiliti
Universal Elements. iaabilities
Disability Type |
Mo Record Sets
Show Entire List In Window
[HoMELESS INFORMATION I
1s Client Homeless? “Select- Y| HG .
1s client Chronically Homeless? CSelect- ~|HG ,C“Ck Add to enter Inc_ome
information for the Client.
Seliol) L Skip if Client has no
’Et;;g;t;m End Date [School Attending [Type of School [pegree/certification Expected | income at program entry.
Show Entire List In Window Remember to update
[INCOME INFORMATION ] . .
—— Income information when
onthly Income Add . .
JLast 30 Day Income Source of Income [Last 90 Day Income | client exits the program.
No Record Sets
Show Entire List In Window

3. Complete the Household Data Sharing Assessment and the required Universal
Data Elements for this client.
The questions in Household Data Sharing contain elements required by HUD that
could pertain to all members of a household if the individual were in a household.
They are grouped in this assessment so that after a household is created the
questions can be answered one time then applied equally to all members in a given
household. Only answer questions that apply to every member of the household.

April, 2009

Page 16




HMIS Training Manual — Basic Data Entry

4. After completing the questions for the client you entered, go to each of the client’s
household member's records and complete all information for each member of the
household. Children’s information won’t always have a SSN available, but you must
enter a Date of Birth, otherwise the child will be treated as a single adult on reports.
SPECIAL NOTE: If you don’t know the child’s exact birthdate, use the first day of the
year for the child’s age (i.e. 8 year old would be 01/01/2000).

—
Children’s e TR - S
Enroliment jun

Infi ion in th

Cridsroword. | [ —_— —

5.

Entry (Exit - (fost, Tust A.) [__Save and Closn | [ Save |[ Cancel |

Click Save and Close to save the Entry/Exit and the Assessment. If you accidentally
close the Entry/Exit form before you are ready, you can click the Pencil next to the
Entry Date to edit the information.

Click on the pencil
to edit the Entry if
you need to fix a
mistake.

Click on the
pencil to edit the
Exit Date when
the client exits

| Add Entry/Exit || Close |

try fExit (test, Just A.)

Type Entry Date Exit Date

™ Surnrit County Continuum of Care 01/04/2006

the program.
] prog

Mote: Household members must be established on Profile before creating Entry /Exits,

SPECIAL NOTE: Customized Assessments are available if your agency
needs to collect additional information on your clients. Contact the Info
Line HMIS Administrator if you want to use one of the additional standard
assessments or wish to customize a unique assessment.
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Ongoing Data Entry

Service Transactions Screen

The Service Transactions section of ClientPoint has the ability to track the needs of your
client, make referrals to agencies that can help, and record the services provided to the
client. This information directly affects what shows up in reports on services provided by
your agency. These service transactions can help identify trends, service gaps in the
community, services needed, and more.

To identify a need/diagnosis or provide a service:

1. Click on Add Need/Service [_addnezed/zervice | and the following screen will
display.
ClientPoint
Profile Assessments Eligibility Case Plans bService Transactions
i Client - test, Just A. (#2834) 2 el )
2. Click to check all Ot - G i 0 (520509 o] | oo e e s
household members.
Service Transaction - Add A New Need/Service ‘
[save]] Save and Add Another Serviee |[Caneel ][ Clear Fields ||

-
~

1/

3. Click to select a need from the
Quicklist or click on lookup to
find a service not in the quicklist.
Quicklist services are set up by
the HMIS Administrator.

Household members

\fmm the same household may be sefected.

To fnclude household members in this need/service, click on the box beside each name. Note: Only members

\ Housshold #1 Mambers:

[~ test, another

™

Need / Service Transaction

Date Set[0z/12/2008 |09 =] :[17 =][fam =
Provider | ACCESS, Inc. (#7) -

Need / Diagnosis
-Select Need from Quicklist-

| -or- lookup

4. Click to select a service from
the Quicklist or click on lookup to
find a service not in the quicklist
or click the Same as Need link to
set the service to be the same as
the need. Quicklist services are

d

set up by the HMIS Administrator. ‘:& [“Select- =] service Notes
[-Select Service from Quicklist-  ~ | -
. -or- lookup -or- Same As Meed
Service Type [ | &
|
. Source 1 [-select =1 Cost Of Service 1 [ |
5. To PFOV_'de areferral for a ] source 2 [Beleer = Cost of Service 2|
need/service, select the provider from # of Units Unit Type [-Select: =1 costofunits [ ]
the drop down or click on lookup to find e s el e ] s v |
a provider. To send an email to the e
Referral

provider, be sure the check box above is
selected.

/e

record a Service for the need
you have identified for the

Need

Financial Amount Motes about Need

L |

Service

Service Provider | ACCESS, Inc. (#7) -

Frovider-

Start Date [p2/12/2008 |[09 =] :[17 <] [am =l EndDate [ || _=]: - =

Referral Date [02/12/2008

Refer To

I Check this box to notify Service: Point Provide

6. Complete as much Provider #1 [ M ] clear
information as possible about orovidor o2 [FSeiect- =] -or- loskup , bed avsil
the status of the client’s \ IC ] Clear
need/service. Provider #3 e —— | Glear
Provider &4 ‘ -Select- jv -or- lookup , L&V‘EH ‘
Clear
Provider #5 ~Select- <] -or- lgakup , bed avail
[ 1C ] Clear
7. Be sure to click Save ||| Prepesed Fellomep e I
Changes so that you can S ot M
9 y Status [Identified = outeome [“gelect- =]  IfWotMet,Reason  [Tgelect =]

Click on bed avail to see who

has beds available.

——a T,

action - add A New Need/Service

client.

save ||

Save and Add Another Service

][ <ancel [ Clear Fields ||
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To Provide Multiple Services (NOTE: a need must be identified first):

1. Under the section Service Transactions - Referrals, click on Multiple Services and
complete the details on the service screen including information about how services
were funded if applicable.

ClientPoint

Click on any of Profile Assessments Eligibility Case Plans kService Transactions
these buttons to
}:‘:Z\.Aéat?eed 32Ieenats_et:fs‘tl'njfz'stN?J-r'(e#2834) n EN%IY Rhg % EHE%ERE EEE%TY
Indi =

services or
needs.

Household Information - 1 Households - Click to Expand

| Service Transactions - Referrals @ |

Add Services

| Multiple Services || Add Need/Service |
isplay Options
Display all | Display Needs || Display Services ||Disp|a5r Shelter Stays|
Select Dates | -Select- -| Start Date: | | End Date: | |[ show Date Range |[ Clear Dates |
showing 0-0 of 0 {<<First <Prev | Next> Last>>)
Referral Date Referred By Referred To Type Need Status Need Outcome

No Referrals found far this client,
showing 0-0 of 0 {<<First <Prev | Next> Last>>)
isplay isplay Needs isplay Services isplay Shelter Stays eed/Service
Display all Display MNeed Display 5 Display Shelter St Add Need/S
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2. Enter the Services as previously described on the bedlist checkin screen.

Services
add Another || Cancel All || Clear all || Save And Exit |
Household members
To include household mernbers in these services, click on the box beside each name. Mote! Orly members
from the same household may be selected.
Household #1 Members:
[~ test, another
Multiple Services
Provider [access, ne (#7) =]
Service Start Date nz/1z/z008 |09 =] [34 = [am =]
Service End Date [ = = =l
Service List # of Services: [L  Status: |Identified - | [ Set Al
; . ,1— Service Provider Specific Service
i @ BErEEs | Crisis Intervention = |-select- B
# of Units . .
,7 Unit Type |-Select- - Caost of Unit
Status
Identified =] Cutsome |-Select: = If Meed Mot Met, Reason |-Select- |
Cancel || Clear
. ,1— Service Provider Specific Service
& @F SeriEes | Drug abuse Education/Prevention ~|  |-Select- B
# of Units . .
,7 Unit Type |-Select- - Caost of Unit
Status
Tdentfiod =1  Qutcome | -Select- hd If Need Mot Met, Reasan | -Select- B
Status solodt | selodt J
Identified = Qutcome ele - If Need Not Met, Reason ele s
Cancel || Clear
i ’1_ Service Frovider Specific Service
£ aif Series |Tutoring Services j |—Sele|:t— j
# of Units . .
,7 Unit Type | -Select- - Cost of Unit
Status - | soladt J
Identified = Qutcome |-Select- - If Need Mot Met, Reason | -Select- -
|| Cancel || Clear
Services
Add Another || Cancel all || Clear all || Save And Exit |

3. Click Save and Exit.

NOTE: If you forget to add services you provided, these individuals will not show up on
reports for your agency services.
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View Clients Needs/Services

View all current and past Needs/Services in the Service Transactions screen.
The screen does not automatically display a current list of services. You must click on the

View Past Needs/Service button to see the list.

ClientPaint
Prafile Assessments Eligibility Case Plans PFService Transactions
Client - test, Just A. (#2834) & [l =
EHTR%/E<IT| ROI |RESOURCEPT)CASE WORKERS|SECLIRIT Y|

Release of Info: None

Household Information - 1 Households - Click to Expand

Click here to view
past needs/services
for the client.

| Service Transactions - Referrals @ |

Add Services

; | Multiple Services || Add Need/Service |
Display Options

| Display all || Display Needs || Display Services ||Di5|3le15r Shelter Staysl

Select Dates I-Select- 'l Start Date: l:l End Date:| || Show Date Range || Clear Dates |

showing D-0 of 0 {<=<First <Prew | Next> Last>=>}
Need Dutcome

=

Referral Date Referred By Referred To Type Meed Status
Mo Referrals found for this client,
showing 0-0 of 0 {<=First <Prewv | Next> Last>>:}

Display all || Display Needs || Display Services ||Di5|3le15r Shelter Staysl | Add Need/Service |

The following screen will be displayed:

Add Services
| Multiple Services || Add Need/Service |
isplay Options
Click the pencil to Display Needs | Display Services ||Disp|ay Shelter Stays” Display Referrals |
edit a Need/Service. Select Dates | -Select- -] start Date:[ | End Date:]| |[ show Date Range ][ Clear Dates |
B showing 1-1 of 1 {<<First <Prev | Next> Last>>)
: Transaction Type Date Provider Type Need Status MNeed Outcome
NP T Meed 10/04,/2006 ACCESS, Inc. Homeless Shelter  Closed Fully Met
& sShelter 10/04,/2006 ACCESS, Inc. Homeless Shelter
f showing 1-1 of 1 {<<First <Prev | Next> Last>>:)

S~ ﬂ Display Meeds || Dizplay Services ||Disp|ay Shelter Stays” Display Referrals | | Add Need/Service |

Click the trash can to
permanently delete a
Need/Service.
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Back-dating Mode

Back-dating mode should be used whenever you are entering client information in a Client
Assessment screen that must be associated with a date that has already passed. Back-
dating mode should be turned on AFTER you pull up the client record and BEFORE you
enter any data for the client.

To turn on Back-date mode:

1. Open the client record. Click on the Assessment area of the client’s screen, scroll
down to the Assessment Date.

Required for HUD APR ﬂ
¢ ssessment Date ng/07/z005 |[09 08 aM Back Date )
AL DATA ELEMENTS /
Date of Birth = } TPPTTIG
Ethnicity |:| |Hispamcf’LatinD ;I HG
Primary Race |:| |Black or African American (HUD) ~lHe
Secondary Race | Select - ~lne
Gender ] tale e
U.S. Military Veteran? ] e trom) -lHe
Do you have a disability of long duration? |:| INO (HUDY -|HG
Type of Living Situation 1 [Emergency shelter (HUD) ~lHe

T

2. Enter the date you want to record the data and set the time to 12:00 (AM or PM, just
be consistent). Then click on Back Date.

3. The section heading will turn Yellow and you will be in back data mode and can
enter all data for the client.

4. When finished, to return to normal mode click on Save Changes, then click on
Return to Live Mode.

. (Backdate Mode)
Required for HUD APR a Return to Live Mode

Save Changes
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Previous Answers/Historical Data and Creating Goals

If you have used Back-date mode, or updated information on an assessment, a record of
the previous answer is always stored. This will allow you to report on historical data and
give you a picture of how the client’s situation has changed over time. A small ‘H’ appears
next to the answer field in assessments. Click the ‘H’ to see if historical data is stored for a
specific question. If there are no previous answers, a blank screen will appear.

The ‘G’ next to the small ‘H’ allows the user to create a goal at the same time the user
answers the assessment question. By clicking the ‘G’, the goal screen opens in a pop up
box. The case note for the goal indicates creation while completing or editing the
assessment.

Goals can also be created in Case Plans.

NOTE: Goal follow-up dates show up on the main screen in Service Point at the bottom of
the screen as a reminder and to allow the user to return to the goal and enter the actual
follow-up date and outcome of the follow-up.
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Deleting Clients

It is not a good idea to delete a client record from ClientPoint. You should only need to
delete a record if the client has requested not to be in the database or an error has been
made.

To delete a client record:

You must have an Agency Administrator access level or above to delete a record.

Find the client record by searching by name or social security #.

Possible matches display.

When you have identified the client record you wish to delete, click on the Delete Icon
(trash can).

.

The record will remain within the database for reporting/statistical counts, but is no longer
accessible via ServicePoint.
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Exiting a Client

It is important to remember to exit a client out of the program once they have completed
the program or left voluntarily. To do this:

1. Navigate back to ShelterPoint.
2. Select the provider bedlist from which the Client is leaving.

Akron Info-Line Feb 11, 2008

. { ] "
ServicPoint

. . Summit County Continuum of Care / Akron
Connecting your community.

FShelterPoint

¥iew Bedlists For Provider | -Select-

=] [ Submit

3. From the bedlist screen click on the Transmit Today’s Checkout List button at the
bottom of the screen.

ServicPornt’

Connecling your community.

bahererson: SN

View Bedlists For Provider | =]

Check B Availsbilny

View Infarmation For Bediist [Emergency Shaltar - Cverios bads =] | Submit

Mot Hourahalds st be satabliabed in ShontPoit bafors making reservations for or checking in Famies

Reservations for Bedlist - Cmergency Shelter - Dverflow beds i
%00 Resarvaton

Graup 1D

Arrival Datn

Wndlist (Tmorgency Sheltar - Duarflow beds - Irmergency Shelter)

isplay| ol Beds  _+| Sort By|Eed =)[ascensing o[ Fittne
Flour Room Bod WO Chicat DOB Gender LIOUP gop, Lodes/
Main Buiding - Overflow beds  Overflow beds Overflow bed 1 Hold EMPTY
Main b vartltn bads varfiow bad 2 |
Hain b -
Hain Buiing - Dverflom bed
Main B

icing - Overfiow bads
Main Bulding - Overflow bads  Ovarflaw bade O

[” shem Outstanding Referrals (0 total)

Updmte Confermation Lt | Tranamit Tedar's Chackot Lt

Prink ID cards

4. Complete all fields on the check out screen and click on the Check Out button when
finished.

Update the check
out date and time.

Check Out Screen print

Current Checkout Date: [03/11/2005 09 =]:]|26 =] |AM = Set Dates I

checkout? Client Name ged Date Out  Time Out g:fﬂ;?d? Reason Leaving Destination
[ (D#“f;égma'd Efd [3/1172008 ] [05 <] : [26 =] [am =] [ves =] [Unknown/Disappeared =] [pon't know
| Eiszt‘gg%t - Efd [0s =] : [z =] [am =] [ves =] [Unknown/Disappeared =] [oontknow
I check/Uncheck all Clients with current checkouts

Check Out Cancel

A

Select the client(s)
to be checked out of
the bed list.

Select the appropriate
answers from the
Supplies Returned,
Reason Leaving, and
Destination fields.
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5. Navigate to the client profile from the drop down menu.

P shelterPoint

Assessments
Yiew Bedlisl| Case Plans » Submit
Caseworker 3
Check Bed A —
Eligibility
view Inforn] ENTry/EXit
Household
: H Profile #|test, Just & #2834 ‘eruat{ons for or checking in Families.,
Reservatio Prowderl«@:okup ¢ Shelter - Dverflow beds
Relsase of Info 4 Add Reservation
Arri| Service Transactions ¥ Client DOB Gender Group ID
Mo Reservations found far this bedlist.
Bedlist (Emergency Shelter - Overflow beds - Emergency Shelter)
Display Sort By
Hol A Group Codesjf
Floor Room Bed all Client DOB Gender I Conf. Motes
Main Building - Overflow beds Overflow beds  Overflow bed 1 Hold EMPTY
Main Building - Overflow beds overflow beds  Overflow bed 2 Hold EMPTY
Main Building - Overflow beds overflow beds  Overflow bed 3 Hold EMPTY
Main Building - Overflow beds overflow beds  Overflow bed 4 Haold EMPTY
Main Building - Overflow beds overflow beds  Overflow bed 5 Haold EMPTY
Main Building - Overflow beds Overflow beds  Overflow bed 6  Haold EMPTY
Owerflow {new) EMFTY
[~ Show Dutstanding Referrals {0 total)
Update Confirmation List | Transmit Today's Checkout List

Print ID cards

6. Click on the Entry/Exit [.T.2 | button.

EHTRY¥E<IT

7. The Entry/Exit record has been updated with an exit date.

Program

Entry fExit (test, Just A.)

M Surnmit County Continuurn of Care

m Summit County Continuum of Care

| Add Entry/Exit || Close |

Type Entry Date Exit Date
HUD-4011% Sozioi1/2008 03/11/2008
HUD-40118 & z/08/2007

Mote! Household members must be established on Frofile before creating Entrp A

Click on the pencil to edit the
Entry/Exit record.

8. Click on the pencil next to the Exit Date to enter exit data for the client(s).
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9. Answer the exit questions with appropriate answers (Reason for Leaving and
Destination should already be answered. Subsidy and Tenure will not be and are
required by HUD). You can change answers in the assessment if they have changed
from when the client entered the program.

Entry fExit - {Zest, Fust A.) Sawve and Close “ Save || Cancel | _*|
Overview - HUD-40118
Mame Entry Date Exit Date Reaspn Destination
Leaving
Completed Permanent housing for formerly 255
b test, Just A, #02/01/2008 £S03/11/2008 i (54C. SHE, ste.) |
Click on Save and Close
Exit Data or Save to save your work.
Exit Date 0a/11/z008 |[12 =] : [oo =] [am =]
Reason for Leaving ]Cnmpleted program _:__]
If other, specify | |
Destination |Permanent housing for formerly homeless (S+C, SHP, etu:.]l_:__]
If other, specify | |
Tenure J-Select- v]
Subsidy J—Select— ;J
Motes
| Mo Househald members are included in this Entry/Exit. |

[UNIVERSAL DATA ELEMENTS |
Date of Birth [| [to723/1970] (mm/adivpyy) H G

1
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Recap of Important Policies

e Data Access
Since no ServicePoint data is stored on the local computer the physical vulnerability of
agency computers does not constitute a significant threat to client confidentiality.
However, any user access data, such as a password, that is stored on a computer or in
a written file, does constitute a risk to client confidentiality.

e Unattended Active Sessions
Users who have logged on to HMIS and have an active session should never leave
their computer terminal unattended. They system does have an automatic log off
feature (after 5 minutes?). If you are leaving your terminal for any period of time the
user should logoff the active HMIS session.

e Downloaded Data
Users who have been granted access to Report Writer/Query Function have the ability
to download and save client level data onto their local computer. All client records
containing identifying information that are stored within the participating
agency’s local computers are the responsibility of the participating agency. A
participating agency should develop protocol regarding the handling and protection of
data downloaded.

e Data Disposal
The Participating Agency agrees to dispose of documents that contain identifiable
client level data by shredding paper records, deleting any information from diskette
before disposal, and deleting any copies of client level data from the hard drive of any
machine before transfer or disposal of property.

The Participating Agencies must establish internal access to data protocols. These
policies should include who has access, for what purpose, and how they can transmit
this information. Issues to be addressed include storage, transmission and disposal of
data.

» Printed versions of confidential data should not be copied or left unattended and
open to unauthorized access.

» Media containing client-identified data will not be shared with any agency other than
the owner of the data for any reason. Authorized employees using methods
deemed appropriate by the participating agency may transport HMIS data that meet
the above standard. Reasonable care should be used, and media should be
secured when left unattended.

» Magnetic media containing HMIS data that is released and/or disposed of from the
Participating Agency and Central Server should first be processed to destroy any
data residing on that media.

» Formatting and overwriting are acceptable methods of destroying data.
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> Responsible personnel must authorize the shipping and receiving of magnetic
media, and appropriate records must be maintained.

» HMIS information in hardcopy format should be disposed of properly. This may
include shredding finely enough to ensure that the information is unrecoverable.

Agency Specific Process discussion:

» Is the person who interviews each client also responsible for the data entry of that
information into HMIS? If not, how will you handle missing information?

o Are there any questions that may be difficult to ask the client, what will you do to collect
that data?

o What happens to the client’s paper trail, signed consent forms, etc.?
e Who is responsible for client requests of HMIS records? What will your procedure be?

ADDITIONAL TRAINING:

Intermediate: Administrator training

Review of agency administrator roles and responsibilities

Review of security policies and procedures

Overview of HMIS administrative functions

Setting up users and assigning access levels

Entering and updating information pertaining to the participating agency

YVVVYY

Advanced: Reporting Querying with HMIS

Introduction to the report writing/query tool

Using existing reports

Creating new reports

Exporting information to other software applications

YV VY
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Universal Data Elements

Name

—  When Data Are Collected: Upon initial program entry/intake.

—  Subjects: All clients served.

—  Definition and Instructions:
» In four separate fields record the legal full, middle, last names and any

suffixes (avoid aliases or nicknames)
* Record any other name used to receive services previously
* Response Format: John David Doe Jr.

Social Security Number (SSN)

— When Data Are Collected: Upon initial program entry/intake.

— Subjects: All clients served.

— Definition and Instructions: In two separate fields record:
» Nine-digit Social Security Number
* Quality of the data (Full SSN, Partial SSN, Don’t Know or Don’t Have,

Refused)
* Response Format: 123456789

Date of Birth (DOB)
— When Data Are Collected: Upon initial program entry/intake.
— Subjects: All clients served.
— Definition and Instructions: Collect the month, day and year of birth for every
person served.
« If a client cannot remember the year of birth, ask their age and
calculate the approximate year of birth.
* Response Format: 08/31/1965, or if the DOB is unknown but age is known: AGE 30
= 01/01/1976

Ethnicity and Race

— When Data Are Collected: Upon initial program entry.

— Subjects: All clients served.

— Definition and Instructions: In two separate fields record both the self-
identified Hispanic or Latino ethnicity and the self-identified race of each
client served.

» Allow clients to identify multiple racial categories.
« Staff observation should NOT be used to collect this information.

Gender
— When Data Are Collected: Upon initial program entry.
— Subjects: All clients served.
— Definition and Instructions: Record the gender of each client served.
« Programs may add “transgender male to female” and “transgender
female to male” categories.
» Response Categories: Female, Male
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Veteran Status
— When Data Are Collected: Upon each program entry.
— Subjects: All adults served.
— Definition and Instructions: A veteran is someone who has served on active
duty in the Armed Forces of the United States.
» This does not include inactive military reserves or the National Guard
unless the person was called up to active duty.
» Response Categories: No, Yes

Disabling Condition
— When Data Are Collected: After the client has been admitted into the
program.
— Subjects: All adults served.
— Definition and Instructions: A disabling condition means:

« A disability as defined in Section 223 of the Social Security Act.

» A physical, mental or emotional impairment which is of long-continued
and indefinite duration, substantially impedes ones ability to function
independently, and of such a nature that such ability could be
improved by more suitable housing conditions.

* A developmental disability as defined in Section 102 of the
Developmental Disabilities Assistance and Bill of Rights Act.

« The disease of AIDS or any conditions arising from the etiological
agency of AIDS.

» A diagnosable substance abuse disorder.

= Response Categories: No, Yes, Don’t Know, Refused

Residence Prior to Program Entry
— When Data Are Collected: Any time after the client has been admitted into
the program.
— Subjects: All adults and unaccompanied youth served.
— Definition and Instructions: In two separate fields record the type of living
arrangement the night before entry into the program and the length of time
the client spent in that living arrangement.

Zip Code of Last Permanent Address
— When Data Are Collected: Upon each program entry.
— Subjects: All adults and unaccompanied youth served.
— Definition and Instructions: In two separate fields record the five-digit zip
code of the apartment, room, or house where the client last lived for 90 days
or more, and the zip data quality code.

Program Entry Date
— When Data Are Collected: Upon each program entry.
— Subjects: All clients served.
— Definition and Instructions: Record the month, day, and year of first day of
service of program entry.
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» For a shelter visit, this date would represent the first day of residence
in a shelter program following residence outside of the shelter or in
another program.

« For services, this date may represent the day of program enrollment,
the day a service was provided, or the first date of a period of
continuous participation in a service (e.g., daily, weekly or monthly).

* Response Format: 01/30/2004

Program Exit Date
— When Data Are Collected: Upon program exit.
— Subjects: All clients served.
— Definition and Instructions: Record the month, day, and year of last day of
service.

« For a program providing housing or shelter, this date would represent
the last day of residence in the program’s housing before the client
transfers to another residential program or leaves the shelter.

» For services, the exit date may represent the last day a service was
provided or the last date of a period of continuous service.

* Response Format: 01/30/2004
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Program Specific Data Elements

Income and Sources
— When Data Are Collected: In the course of client assessment and at exit.
— Subjects: All clients served.
— Definition and Instructions: In three separate fields, record:
* (1) whether the client received income from each source listed on the
next slide in the past 30 days;
* (2) the amount of income received from each source identified by the
client; and
* (3) the client’s total monthly income (rounded to the nearest U.S.
dollar).
— Allow clients to identify multiple sources of income.

Non-Cash Benefits
— When Data Are Collected: In the course of client assessment and at exit.
— Subjects: All adults and unaccompanied youth served.
— Déefinition and Instructions: For each source, determine if the client received
any of the non-cash benefits in the past month (30 days).
« Allow clients to identify multiple sources.

Physical Disability
— When Data Are Collected: In the course of client assessment once the client
is admitted, unless this information is needed prior to admission to determine
program eligibility.
— Subjects: All clients served.
— Definition and Instructions: A physical disability includes an impairment which
is:
« Expected to be of long-continued and indefinite duration;
» Substantially impedes an individual’s ability to live independently; and
« Of such a nature that such ability could be improved by more suitable
housing conditions.
« Response Categories: No, Yes
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Developmental Disability
— When Data Are Collected: In the course of client assessment once the client
is admitted, unless this information is needed prior to admission to determine
program eligibility.
— Subjects: All clients served.
— Definition and Instructions: A developmental disability includes:
« Severe, chronic disability that is attributed to a mental and/or physical
impairment;
» Occurs before 22 years of age; and
« Limits the capacity for independent living & economic self-sufficiency.
* Response Categories: No, Yes

HIV/AIDS

— When Data Are Collected: In the course of client assessment once the client
is admitted, unless this information is needed prior to admission to determine
program eligibility.

— Subjects: All adults and unaccompanied youth served.

— Definition and Instructions: Determine if the client has been diagnosed with
AIDS or has tested positive for HIV.

« If the client does not provide the information and it is not in case
manager records, leave the response field blank.
« Response Categories: No, Yes

Mental Health
— When Data Are Collected: In the course of client assessment once the client
is admitted, unless this information is needed prior to admission to determine
program eligibility.
— Subjects: All adults and unaccompanied youth served.
— Definition and Instructions: In separate fields, record:

« If the client has a mental health problem;

»  Whether the problem is expected to be of long-continued and
indefinite duration, and substantially impedes a client’s ability to live
independently; and

« A mental health problem may include serious depression, serious
anxiety, hallucinations, violent behavior, or thoughts of suicide.
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Substance Abuse
— When Data Are Collected: In the course of client assessment once the client
is admitted, unless this information is needed prior to admission to determine
program eligibility.
— Subjects: All adults and unaccompanied youth served.
— Definition and Instructions: In separate fields, record:
» If the client has an alcohol or drug abuse problem, or both.
« Whether the problem is expected to be of long-continued and
indefinite duration, and substantially impedes a client’s ability to live
independently.

Domestic Violence
— When Data Are Collected: In the course of client assessment.
— Subjects: All adults and unaccompanied youth served.
— Definition and Instructions: In separate fields, record:
« If the client has ever been a victim of domestic violence, and if so,
« How long ago did the client have the most recent experience.

Services Received
— When Data Are Collected: In the course of client assessment and at
appropriate points during the program stay.
— Subjects: All clients served.
— Definition and Instructions: For each service encounter, two types of
information must be recorded in two separate fields:
» The date of service as the two-digit month, two-digit day, and four-digit
year; and
» The type of service

Destination
«  When Data Are Collected: At program exit.
» Subjects: All clients served.
» Definition and Instructions: Record in three separate fields:
1. Where the client will be staying after they leave the
program;
2. If this move is permanent or transitional (i.e., temporary);
and
3. Does the move involve a HUD subsidy or other subsidy.
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Reason for Leaving
— When Data Are Collected: At program exit.

— Subjects: All clients served.
Definition and Instructions: Record the reason why the client left the

program. If the client left for more than one reason, record only the primary
reason.

Employment

When Data Are Collected: In the course of client assessment and at exit.
Subjects: All adults and unaccompanied youth served.
Definition and Instructions: In four separate fields determine:

1. If client is currently employed;

2. How many hours client worked;

3. If work is permanent, temporary, or seasonal; and

4. If client is looking for work.

Education

When Data Are Collected: In the course of client assessment and at exit.
Subjects: All adults and unaccompanied youth served
Definition and Instructions: In four separate fields determine:

1. If client is currently in school;
2. Whether clients has received training or vocational certificates;

3. The highest level of schooling client has achieved; and
4. Additional higher degrees. (Allow multiple degrees)

General Health Status
— When Data Are Collected: In the course of client assessment and at exit.

— Subjects: All clients served.
Definition and Instructions: Determine how clients assess their health in

comparison to other people their age.

Pregnancy Status
When Data Are Collected: In the course of client assessment

Subjects: All females of child-bearing age
Definition and Instructions: In separate fields determine:
«  Whether client is pregnant, and if so;
» The client’s due date.
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Veteran’s Information

— When Data Are Collected: In the course of client assessment

— Subjects: All person who answered “Yes” to Veteran Status question
— Definition and Instructions: In separate fields determine:

N>R LN~

Military service era;

Number of months on active duty;

Whether client served in war zone;

Name of war zone (multiple allowed);

Months served in war zone;

Whether client received hostile or friendly fire;
Branch of military (multiple allowed); and
Discharge type.

Children’s Education

—  When Data Are Collected: In the course of client assessment

— Subjects: All children between 5 and 17 years old

— Definition and Instructions: For each child, determine in separate fields

abrwnN =

Whether child is in school,

Name of school;

Type of school;

Date last enrolled in school, if not currently enrolled; and
Problems enrolling child in school (multiple allowed).
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