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TO ENTER AN INDIVIDUAL OR HOUSEHOLD, TAKE THESE STEPS:

The Standard Tasks

Look Up:

a Househald of 1

1.Look in the left-hand menu f o r t he words

<4— Choose one of the two links just that.

a Househald of 2 or mare

2.Read the instructions on the next page carefully.

TO EXIT AN INDIVIDUAL OR HOUSEHOLD, TAKE THESE STEPS:

3 steps to exit an Individual
B 4 steps to exita Family

Link 2:

Link 3:

Link 4:

Link 5;:

What do | do with each link?

(Skip this step if you are exiting an Unaccompanied Individual) Click this link and use the Filter

box to locate the household you wish to exit. Write down the names of all the

family members. As you complete each step, write down that step number next

to the name of t he h oconspletedolh tiie eneatiydugat s as
interrupted while exiting a household, having the names on paper, and the step
numbers written down, will allow you to see which steps you still need to

complete.

Click this link and use the Filter box to locate the client/household. Then click
the fiedito |Iink next to tHxalhformatiore(@at or f
youdbre not finished till you do the step

Click this link and use the Filter box to locate the client/household. Then click
the fAedito | ink next to tSkraice EcdlDatefortall or f
the services provided that clientor family. For t he @A Service End |

Exit Date that you typed in link 3.

Click this link and fill out an Exit Assessment, : i
one for every single adult and child who left. If
there are 5 family members, then you will have
to click this link 5 times and fill out 5 pages.

Entry  04/01/2010 04/01/2010 06/320/2010 No No No No 03/16/2010

xit  06/30/2010 04/01/2010 06/30/2010 Yes Yes Yes Mo 03/16/2010-
10:54

o 03/16/2010 -

N
Entry  04/01/2010 04/01/2010 06/30/2010 Yes Yes Yes No 03/16/2010-
10:28
I
N

xit  06/30/2010 04/01/2010 06/30/2010 No No  No
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DEV Site for HMIS: TO ENTER A NEW CLIENT, DO THESE THREE

STEPS

Last Name + Last Four
SSN

Look Up Client

Name

Date of Birth
MM DD Yy

Social Security Number

-

A.Use t he nALook UpntheElefi-rmmdimenu)f eat ur

I f youdre lucky, some other agency has aThisenaadsyoue nt er
can pull the clientds information inmpoyaamtpryogilidmy
info is already in the system, you must not create a duplicate record for that client - study this page to avoid

that.

Never complete ALL the fields in the Lookup; just fill in two fields at most, for example: i S mi t 0©34%0n d
-0or you can try Athe | ast andalm®e’ Dwndfillinbveryfeld!r t h year : A ¢

As you do the | ook up on each me mb®@®utcornds Méshage househol
somewhereonthepage.Once youbve | ooked up usehold, findéhe dutcqgme forehatn i n
person in step 3 (below), and proceed with whatever is the last step for that particular outcome.

If you are serving a household, you need to look up every household member in the Lookup. Start with

the head of household, then any other adults, and look up the children last. (But if none of the adults are

found by the Look Up, you can skip the Lookup on the children-t hey wonét be in the sy
arendt . )

It is okay if the Lookup finds only some of the household members. Whatever is the outcome for the last
person, follow the instructions in Step B, below. Follow the steps in order i read slowly and carefully

B. Using the Look up, you will always get one of three Outcomes:

§, o et clek ke o cete o re ecord frar UNACCOMPANIED INDIIDUAL NO MATCH: the Outcome message appears at the top center of the page, and looks like

o Click here to create @ new record for @ HOUSEHOLD,

the picture at left: If you get this message:

1. Immediately try using a different lookup approach: perhaps just type the last name or
the last four digits of the SSN or just the birth year, or just the first name. Never fill out
all the fields in the lookup!
2. If ultimately you fail to locate the client, go to the top ofthepagewh er e youdl | s
light bulb - click the appropriate link next to the light bulb: unacc nied individual
or household.

ALREADY IN PROGRAM! Click name if returning in new grant year. ALREADY IN PROGRAM: the Outcome message appears somewhere near the top

Already in your program (to update, click client name)

center of the page, and looks like the picture at left. If you get this message, it means that

Orange, Amal (or30x-—._.) (st permarent zi: UNKNOWN) the client is already in your program, and that either you forgot that you already entered

Orange, Jack (xxx-xx-____), (last permanent zip- 021135)

them; or that they left but have returned. Hereds what you do:

1.1 f the client hasnoét |l eft, stop i memgydi atel vy
twice for the same client! Call HW is you have a question about what to do next. 617-
504-0577

2. Ifthe client left butisnowreturning,c | i ck on the. personés name

3. After you have clicked on their name, go to the top ofthepagewh er e youdl | se
bulb. Click the appropriate link next to the light bulb: unaccom; | individual or
household.

eI AU A T R AR AT POSSIBLE MATCHES: the Outcome message may appear a little farther down the page,

Not yet in your program (to add, enter password)

and looks like the picture at left. You might get a LONG list of matches, so be sure to

Gronse, Lemon de (7 1.22) st parmanent s (NKNOW) scroll down the list of names and see if one of them is your client:

Orange, Lemon juice (xzxx-xx-5122) is not yet in your program.
Password:

Mother's maiden name

Add to my program

1. If you find your client in the list, enter their password, which is always the Mot her &6 s
Maiden Name: ex Larsen. Trytheword hmisi f t he Mot her 6s Mai den

2. Go to the top of the page and click the appropriate link by the light bulb:

unaccompanied individual or household.
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TO UPDATE AN EXISTING CLIENT

There are severdlinds of updateExiting a clientDeletinga duplicate client, and CartingMistakes and
Omissions Some updates required you to visit multiple linkie menusn the lefthand
column of every webpagshow you thecorrectorder to use for eackind of update:

To Exit: Click Links « EX|t|ng a. Cllent

5. Check for Ex

6. Create Exir A,

(one for each person)

e cickLinks <= Deleting a duplicate record, and

1. Create list of 44 Names

2. Delete all Services

3. Delete all Assessments

4. Delete the Entry/Exit Record

5. Delete the Household Record

G, Ask HW to delete Clients 1Ds

(fax a list to

617-536-85

61)

To Update {All)- Click Links « Correctlng MIStakeS,

= ClientiD 1
= CliegntlD 2
- Household
— Entry

- Exit

- Assessments 1. General

- Assessments 2. Cash

sessments 3. Benefits

sessments 4

- Add'l HPRP

Health

+ OTHERMPORTANT NOBE

 Aperso a yshoWlGappearonly onceon the worksheetin your ClientlDtab. If you

4SS GKS LISNA 2y QGentyD tabSyoudegditdxBntadt s ininféBately (a
fax isthe bestway to contact us: or fax number is 61-636-8561)Also, be sure to enter
the full, legal name of the client: Always pultdl last name and first name or even Baby
Smith, (as long as you change it once the baby is given a nde@renter a client like
GKAAY G{YAOGK WYy DY2NI WWi{ YA ¥YE8E ©

Deciding whether the client &douseholdor anunaccompani@ individualis an
important step in your HMIS data entityTalk with HousingWorks before you set a policy,
or you may end up having to redo a lotwdrk.

Once you get started, look for{ 2 at the top of each page: it wiljenerallytell you
what to do next. ®

If you are filling out information for a client, be sure toomplete all the page$or that
householdbefore beginning another Look Up!
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OVERVIEW AND SENNGUPYOUR COMPUTER
This section ifor all programsexceptthose using 8ed Regterapproach

+ You will need our papemtake Formto collect these five areas of info for every adult and child

A name for the householdfollowed by TheSmith_AliceRodriguehousehold:
A list of the household memberts T Alice Smith _
Skip this step if your client is &maccompanied Individual 1 Juan Rodriguedmith

9 Betty Smith

Demographics Name, SSN, DOB of all HH members.

v

Entry/Exit > When they came, why they came, when did they leave, where
they leave, etc.

Assessments at Entrgnd at Exit: —_— Cash, Benefitgnd HealthConditions

Services > Case management, shelter, counseling, legal services, etc.

4+ Print out the Paper Intakeform ¢ there is one for individuals and one for families

1 Practice it by interviewing yourself or a fake otie

1 Note theRelease forms (fed and statgekeep one or use your own-frouse version.

1 The Intake contains Roster to put oryourwall - print a copyand then remove from the
Intake

4+ After the paperintake Formis complete except for the Exit Informatig go to our website
and enter the data from thdntake Forminto the website. Each page of the website
corresponds to a section of the papéntake Form

ol 2dz;aSK2fR blYS IyR fAaid 2F Il YSYo0oSNa
Unaccompanied Indigtuals

Client Demographics

Entry/Exit Info

Assessments of Cash Income/Benefits/Health Conditions

Services Provided

O O O O

+ When clients exitfind and use the links ithe Edit / Delete / Updatemenu, foundon the left

hand side of every webpage. T ——

To Exit Click Links

1. Frint these instructions

(one for each person)
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DETAILEBTEPS FOR FIREHME USERS

If you have scheduled, or taken, a training with HousingWorks, you can ignore this page.
STEP ONE Schedulethe 30 A y dzii S-{ d Waki LJg A 1 K W2 Ky ¢

1. This is required for ALL users

2. . 2dzQf f redlBatalRrk witdin 5 minutes.

STEP TWO John can help yoput these four items on your desktdp dzNA& y 3 & K0S, N&I W/«

1. HMIS Guide Print out this Rpage documentight nowand
stick it on the wall next to your computer.

&

HMIS Guide 2.  HMIS Video Lessons Qeatea shortcut on desktoNOTE: your
computery SSRa (2 KIF @S WI (
order to watch the movie.)

&
HMIS Video

Lessons 3. My HMIS Data TKNRg GKA& 9EOSt FAtS

My HMIS Data

4. HMIS Website Qreatea secondhortcut on desktop
http://hmis.housingworks.net
First time users: create a passwarow

/
7o)

5 Revised Intake Form http://hmis.housingworks.net/static/HMI$-Ind.doc
HMIS Website )

http://hmis.housingworks.net/static/HMI$-Fam.doc

15 start

HREE: Practice theWork Flow(seenext pages).

1. Work Flowmeans:Do things in this ordeso thatyour work will be easier and faster
plus & 2 dagbid inistakes

2. Thequickestway to developghe newWork Flows to 1)do the Jump Start with John; or

2) read this guide a couple of times, & watch the video(s) a couple of timés.S Q NB
asking fora fewminutes of your lifeghat can save you hours gburlife. J
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WORK FLOWfor ENTERINGLIENTH®Ito the system

This is a detailegjuide ona | 2 g G 2 S ycit B bidly Qdeftil ®y/péaplé who enjoy step
by-step directions!

1. Interview your clients,using our new paper Intake FornThisIntake Formcontains al the

guestions you must ask in order to be compliant with HUD reporting standards.

If youonlywork with Unaccompanied Individuafs
www.housingworks.net/hmis/HMHs-Ind.pdf

If youonly work with Familie$:
www.housingworks.net/hmis/HMI-Fam.pdf

If you work withBOTHJnaccompanied Individuals AND Famjliesi may want tausethe
Familiesform for every clientas this wilbe less confusing you stick with just one form

2.2 KSYy @2dzQNBE NBIF Re& (2 LIS NFI2KNDE hattbutidn yory i NB 2 v
desktop calledHMISwebsite, then sign in with your usemame and your passwordt takes

you to:
https://hmis.housingworks.net
b2GS (KIFIdG GKSNB Aa y2 dagooé Ay GKAA | F
@ Access dented | hmishousingworks.net - Windows Iite et Explorer =[x |

@[> 2o

3. To enter new clientsyou mustusethe LookUp Clientlink(s)on the left. Instructions on p.3 of
this guide show you howad do this correctly. This is without question the trickiest part of the
entire website, so read those directions carefully.
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WORK FLOWfor UPDATINGIlient information

There aregenerallyfour reasons why you might need to update cliemformation:

1. To correct mistakes, or add missing information.

2. Toexit clients fromyour program.

3. A client/household gasor loses family members duringour program time
4.To reassess a client that has stayadull year in your program.

You can instarly see which clients need updating by clickinge of thelinks, foundat the top of every page
azail 2 Flukyhe Rtatis circled in the pictubelow:

i hmis.housingworks.net

" Hofpe Edit / Download Client Dyta Client Demographics - last update Households - last update
il )

1. To correct mistakes or add missing information

Refer to p2 of this guide to see what and how to make these changes.

2. A client (or entire household) magxit your program

Refer to p2 of this guide to see what and how to make these changes.

3. Aclient/household gains or loses family members duringyour program time.

In thisunusualcase, you mustirst exit the original client or householdand thenenter the newsized
client/household with a later entry date!

Example Alice Smith arrived alone aluly 1 A few weeks later, oduly 15th she was joined blyer two

daughters, and they are dhree still in your program:

o} EnterAlicefirst as anUnaccompaniedrdividual with an entry date of July &nd an exit datef July
15"

o Next, enter theSmithHouseholdas aHousehold, with an entry date of July”lénd no exit date at present.

4. To reassess a client that has stayed a full year in your program.

Remember that théAssessmentare the part of theclient file concerned with income,
e — benefits and health condition®ecause the income, benefits, or heatttnditions may

- Cllend 2 have changed over timéJUD wants you to agke Assessment questions s¢veral
:E::f-e ’ points in time: atEntry, atExitand When Client has been in your prografar 12
- Exit months. We call this third kind of assessment, #ienual Assessmerand HUD

— Assessments 1. General . - .
[ suggests you do it right before your annual report is due.
— Assessments 3. Benefits

- Assessments & Heali 6/ 2yiGl Ot dz&a 60ST2NB aLISYRAY3I lye GAYS

— Services

- Add HERP until HUD releases the new APR report format.)
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Less Freguent Updates:
— Report Add'l Services

- Create an Assessment

Assuming you want to do these Annual Assessments, youfwdt need to
determinewhich clients have stayed for more than 12 months. To do this quickly
find the menu: To Update (All): Click Lin&ad click the linkAssessment 1. General

Next, dick on thecolumn Entry (seeA, below) ¢ this willbringthoS 6 K2 Q@S
S

program longesttothetog ¥ G KS tAaded® LT GKS Ot ASyi &
UKFY I &SI N@reatedhdmdalfAssgskmeit O 2

Edit Client; HH Assess Assessed Entry Exit CASH BENE HEC SDC Updated:

Edit  Orange, Entry 10/01/2009 01/01/2009 05/01/2010 Yes No No  No  03/20/2010 -
Lemon 11:23

Edit Orange, Jack Entry 03/30/2010 01/01/2009 05/01/2010 No No No No  03/31/2010 -
14:20

Edit  Dental, Tooth  Entry 09/01/2009 09/01/2009 11/30/2009 No No No No 01/30/2010-
12:04

Edit = Dental, Molar Entry 09/01/2009 09/01/2009 11/30/2009 Yes No Yes Yes 01/30/2010 -

12:08

Edit = Scott, Rutab... Entry 02/03/2010 09/071/2009 Yes No No  Yes 02/09/2010 -
14:06

Edit Rutabega, Entry 02/14/2010 09/01/2009 No No No No 02/14/2010 -
Miche... 07:21

Edit | Rutabega, Lee Entry 02/14/2010 09/01/2009 NO No No No 02/14/2010 -
07:22

Tocreate theAnnual Assessmenfind the menu:Less Frequent Updatesd click the
link: Create an Assessmensee small picture at left)

Be sure to complete all the fields on this page, jpaiticularlythe first four. Make the

field Assessment attime &f & | &  fahdyfe/sdeb tb éhangd K Sssassed an

datetobeSEIl OGft & 2yS @SINJFNRY GKS /tASyidQa
* Revision information

Client:

- None - hd

* Entry/Exit:

- None - v

—P  * Assessment at time of:

Annual v

You must assess the client at least twice:

- Date of Entry

- Date of Exit

- and just before annual report if client has stayed more than 12 months

—»  * Assessed on (Paste Entry or Exit Date!):

06/18/2010
Format: 06/18/2010

Should generally match the Program Entry or Program Exit Date.
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TO EXIT A CLIENT OR A HOUSEHOLD, DO THESE STEPS

Exit / Update / Delete If you work with Individuals, there are 4 steps (or links) to click, in order to completely exit
them.

an't Find @ Client? . - . . . . .

iokijf,mimfm If you work with Families, there are 5 links (or links) to click, in order to completely exit
them.

To Exit a Client: Click Links
1. Print these instructions

- to exit @ Household, steps 2-6

What to do: First, write down the names of the exiting individuals or family members
(see example below). Because you may get interrupted while exiting a client, it is important to
keep track of which steps you have already done. So, as you click each of the links, write down

that | ink number next to the name of the client
When voudre finished gtheilistag namésshmuldgdok likelthis: t he | i nk
Smith_John-Henriquez family: Link 3: Link 4: Link 5: Link 6:
John Smith 3 4 5 6
Alice Henriquez 5 6
Teddy Smith Note: Filling in the exit info Note: Fill in the service end date 5 6
Alice Johnson-Henriquez once exits the entire family once for the entire family 5
Looking at the table just above, you can see that link 6 has not been completed for Alice (the last family member).
What do | do with each link?
Link 3: Click this link, and use the Filter box to locate the client or family. Then click the
Afedito | ink next to thaExitinfoimationh.( 8utf gmuby e
not finished till you do the steps below!)
Link 4: Click this link and use the Filter box to locate the client or family. Then click the
Afedito | ink next to t haServicdEndDate fooallthd ami | vy,

services provided that client or family. For t he AServi ce End Dat e

Date that you typed in link 3.

Link 5: Click this link and use the Filter box to G Gl s Rsesed Bt CMN BENE HEC SDC Updare:
|l ocate the client or fegmpleyneco=pDon6t « o=t c kK t
Aedito Iink in this stresplr dogpgetoeotogeke=t~0 see
Entry and Exit assessments are already HF R e e e R R R EZ
present. In the picture to the right, you can S R e e e R R R s

see that these two people already have
their Exit Assessments, so you can skip link 6. But if there is no Exit Assessment,
then immediately go to link 6 below.

Link 6: Click this link and use the Filter box to locate the client or family. Then click the

fedito | ink next t o t h aExit Adsésements forevery a mi | y ,

single adult and child who left. If there are five family members, then you will
have to click link 6 five times, and fill out five pages, one for each family member.
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SPECIAL CIRCUMSTANIHES CAN GIVE YOU A HEADACHE

1. If a client/househdd re-enters the programn a new grant year

1 Do theLookup Clientagain

1 The webpage will tell you the client is already in the program, and to click on the
Of ASy (i Qupdatgl YS (2

7 dick onthe nameThen gouptd e and click to create a new EgtEXit
Record fotthe household or individual

If the client leaves and returng the same grant yeardo the same steps as above

THIS IS A CHANGE FROM PAST POLICY.

2. If the client is entered into the wrong progrartaccidentally)
FaxHousingWorksit 617 5368561, andask us tomovethe client or the householtb
another program (you can NO®o thisyourself) In your faxprovidedzd @A G K 0 KS Of
1 PIN(this code is associated with the client name, and is on the clientlD page
{ the head of household & yahd¥h& names of all other household members.
1 the Program Entry Date
1 Which program needs to have the data REMOVED, and which program needs to
have the data ADDED.
52 bh¢ SYIFAf dza 06SOFdzaS SYIFAf A& y24 F &S0dzN
information.

3. If the householdunexpectedly grows or shrinks

1 SEE WORKFLOW for UPDATING CLIENT INFORMATION, p. 6
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POSTERJINDERSTANDINKBHE WORKSHEET

We designed the worksheet to help you locate mistakes, double entries, and omissiamanYfixMOSTmistakesby yourself in other

cases, you will needousingWorkstaff to fix other mistakesl S NB Q &

1. Sign on to hmis.housingworks.net and enter yasernameand password
On the worksheetclick the linkView / Dowload Client Datélocated neathe top center of the page
Study theballoonsbelow, so that you understand/hat to look for on each tab

02

2.
3.
4. If you want to download clientdat? 5 R LIJ® HHY 64l 26

On the HOUSEHOLD Tab,
individual members of a household
will be listed together by the
household name.

may see both the names of
Households and the names of
Unaccompanied Individuals,
but you will not see the names

On the ENTRY/EXIT Tabs, you

K2g (2

5 2- anyl loHis Ram&Hedkity whilgin ESceIO S f

On the ASSESSMENTS Tabs, you
will see the names of
Unaccompanied Undividuals, and
also the names of every member of a
household.

f2010S YAaldl1Sa

F2NXI ¢

Ay

of individual members of a
household.

On the CLIENT ID Tabs, you
should see the names of
unaccompanied individuals, and
also the names of each individual
member of a household.

g Household Entry Exit 2 3 4 Services HPRP

On the SERVICES Tab, you may see
the names of Households and the
names of Unaccompanied Individuals,
but you will not see the names of
individual members of a househgl&

3]
Part 1: Basic Information
Search for client name (enter whole or partial name or last 4 of SSN):
Apply
Edit Complete? Client Assessed Date of the  Program Program Exit Any Total Cash Non-
Name at: Assessment Entry Date Date Cash Income cash
listed just Income? benefits?
above
Edit Yes Apple, Entry 11/01/2009 11/01/2009 12/01/2009 No 50.00 Yes
Jane
Edit Yes Banana Exit 12/01/2009 11/01/2009 12/01/2009 No 50.00 Yes

, Jack



POSTER: WHAHE WORKSHEEHOULD LOOK LIKE (Households)

CLIENT ID

Apple, Arthur
Apple, David
Apple, John
Banana, Alice

We should never
see the same
person more than
once!

If you work with households > 1 person

HOUSEHOLD

Banana_Alice-Apple Household

Might show the same HH more
than once if they came back
multiple times

ENTRY ASSESSMENTS

Apple, Arthur  Entry Assessment

Apple, David  Entry Assessment

Banana_Alice-Apple Household ~ Apple, John Entry Assessment
5/22/2008 12/15 2008 Banana, Alice Entry Assessment

Banana_Alice-Apple Household  Apple, Arthur  Exit Assessment
4,15/2009 1 7/22/2010  Apple, David ~ Exit Assessment
Apple, John Exit Assessment
Banana, Alice Exit Assessment

— _/
V
The same HH should show
more than once if they came A household of 4 =8 assessments.
back multiple times If they come back, then we should see 16
assessments
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SERVICES

Banana_Alice-Apple Household
Housing

Banana_Alice-Apple Household

Case Mgmt

Banana_Alice-Apple Household
Housing Search Info

Banana_Alice-Apple Household
Legal Services

This household received FOUR
services



POSTER: UNDERSTANDING WORKSHE@Tdividuals)

CLIENT ID

Banana, Alice

We should never
see the same
person more than
once!

If you work with 1-person Households (Unaccompanied Individuals)

HOUSEHOLD

This should always be blank for
AUnaccompanied

ENTRY

Banana, Alice
5/22/2008 12/15 2008

Banana Alice

4/15/20091 7/22/2010

The same person should show
more than once if they came

back multiple times
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ASSESSMENTS

Banana, Alice Entry Assessment
Banana, Alice  Exit Assessment

— _/
YT

One person = 2 Assessments
If they come back, then we should see four
assessments

SERVICES
Banana, Alice -
Housing

Banana, Alice -
Case Mgmt

This person received
TWO services
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Here's how to make the fixes quickly (for most, it will take onkB@%ninutes to clean up an entire program).

1.

2.

Sign on to the website. "hmis.housingworks.net".

Clik the ¢Edit / Download Client Dagdink at the top center of the page.

Click orthe tab that says "Assessments 1

Click on the header that says "Assessment #tfs will bring all the "Entry Assessments" together at the top of the list;
it also putsall the "Exit Assessments” at the bottom of the liBhis sorting will make it easier to see which items need

correcting . . .

FIRST, fix thEntry Assessments: by comparing tReogram Entry Dateith the Assessment at Entry Dat€he two
dates must beéhe same, in all cases!

a. If the assessment date is wrong, COPYRtagram Entry Datehen click the "Edit' next to the client's name, find
the field called "Date of this Assessment" and paste in the correct Date; last, go to the bottom of the pagesend
your work! Clicking the Save button will bring you back to the worksheet so you can make more corrections
instantly!

b. Locate the next client where the two dates are wrong and fix that client, then do the next client etc etc.

NEXT, fix th&xit Assesments. ThéAssessment at Exit Dateeds to be the same as tliRrogram Exit Date(in other
words, you are saying you performed an assessment with this client on the date that s/he left your program.)

a. If the two dates don't match on the worksheet, cofhetProgram Exit Dateglick theEditlink, and paste in the
correct date where it asks abotate of Assessmenst of all, go to the bottom of the page and save your work!
Clicking the Save button will bring you back to the worksheet so you can makecomections instantly!

b. Fix every client where thExit Datedoesn't match theAssessment Datier exited clients.
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DATA EXPORT50R SHARING WITH OTHER HMIS SYSTEMS

Sign on to the website and scroll down the leffitand menu to findHUD csv Data Expts:

The first set of links export data in the HUD approved csv format. You can use these
e s share data with other HMIS systems that use the HUD approved format.

AgencyProgram

Bedlnventory

Sitelnfo

Regions

To share data with other systems:

1. Click the seven purple links and download each to gomputer and

2. Next, download this Excel Macro Templdtep://www.housingworks.net/hmis/DS
noCommandButtons.xltm which you will need to run in order to convert the csv files
into a final, deliverable productThis requires Office 2010 (Office 2007 may work)

NOTE: Do not email excel data files to anyone, ever! These files cor
sensitive client information and it is never safe to email these files.
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DATA EXPORTEOR PERFORMING DATA QUALITY REVIEWS

Why you might want to download the data in Excel:

1) You can quickly compare which clients are missing an Enftfgsessment or Service
HO | twt adFFF YIe gA&aK G2 OKSO1l AF | Ot ASyl

How to download the data Sign on and go to the linkdit/ Download Client Datélocated near the

top center of the pageNowlook at the pcture below. On selected tabs (those underlined), you will
see an Excel icon (circled). Click on the excel icon and save that particular file to your desktop. It is
already named correctly. Depending on whether this is a program for Individuals or Halsehbl
person, you will end up downloading 4 or 5 excel ij@sd note that when you open these Excel
g2N] 02214 &2dz Oy &a2Nli GKSY lFyeégle &2dz £ A1 S

the Client 1Dfile showsClient Demographic#or everysingle adult and child served.

the Householdfile showsall the Household® @  WKSIFIR 2F K2dzaSK2f RQ y I
the Entryfile showsthe Entry / Exit / HPRP informatiofor housholdsand unaccompanied individuals.

the Assessment file showsAssessment informaon for every single adult and child servellote that

clients who have exited must show bothEmtry Assessmeand anExit Assessmento be compliant with
l'5Qa yS¢ laL{ ailyRINRa®

5. the Servicedile showsService informationg you can see how much moypevas given, and what date

period is covered by the money.

PR

There is no need to visit the other tabs as the data on those will be present in the files listed above

(Example: Clicking the excel icon will downlakithe Client Demographic Elements, irttthg those on client ID
1 and client ID 2)

Worksheet View All Clients View All Households
Home
A Demo Program
Grant Period: 01/01/2009 -
12/31/2010 Now masguerading as ademo.
Reports
Worksheet
Create a Report
Reports List Client ID 1 2 Household Entry Exit Assessments 1 2 3 4 Services HPRP
— — — — ,
Reporting Tools To edit a record, click "Edit". To add assessments to a client, or to add services or assessments to someone whno
entered as an unaccompanied individual, click their last name (third column) and follow the instructions.
Veteran Status
Chronic Homeless Search for client (enter whole or partial name or last 4 of SSN):
Ethnicity
Race
Special Needs
Residence Prior to Entry Apply
Disabled Edit Complete? Last Name First Middle PIN Password Gender SSN ### #F  #FER
Edit  Yes Orange Alice Jo Orange Female 987 77 0987
Edit  Yes Smith Amal hmis Male 954 44 3322
" Look Up Client Edit  Yes Smith Indira hmis Female 908 78 9999
Edit  Yes Orange Lemon Orange Male 994 99 5122
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HOW TO FIX THINGS WHEN THE WIESRONDIVIDUALS{ { YLt t 9

For wheryou se client records and assessment/serveeords, but thexistingassessmeitservice
R 2 S &a@an Entry record to attach.

Thisremedy aly works for individuals:

1. Do lookup

2. Scroll to bottom of preview:asoll to bottom andO f AAQdja neiv Entry/Exit record

3. When that page is complete save it, thew to attach theexisting Asessmentand
Servicedo the newly created Entry Record)

For Households recreate entire wizard from scratch:

Do lookupg it is likely that all family metvers will already be in program

Click on name of Head of Household

¢CKSY 32 dzLlJ 2 fAIKGoOodzZ 6 FYyR Of AO1 2y Gl 2dza SK
Do the wizard

Delete the stray/orphan/duplicate records that were present before beginning this rescue.

19 of 39


https://hmis.housingworks.net/node/add/entry-exit/466912?gids%5b%5d=198092

THINGS THAT SCREW UP YOUR RERDRTS5 hb Q¢ 5h ¢

SCREWING UP DATESEIMS:

ENTRANdSTARDATEEMUSTMATCH  EXITand ENDDATESMUST MATCH

Before you can run your APR, make sure thatAksessmentlates are entered incorrectly. Otherwise, you will create
extra hours of waok for yourself at reporting time!

Assessment Banana, fack John (xxx-xx-1235) Exit Assessment has been updated.

Worksheet Correct: the Entry Date and the
iAssesstiBeEmbDatae 0
ient 1D 1 2 ouseho Entry Exit Assessments | 2 Servit
Cli ID H hold ¥ - 2 4 the samel

Part 1 Basic Information

Search for client name (enter whole or partial name or last 4 of 55N):

Banana

Edit Complete? Client Assessment | Date of this Program Program Any
Name at: Assessment Entry Date Exit Date Cash
Income?

Edit  No Banana) Entry 09/15/2009 09/15/2009 11/23/2009 No
Jack

Edit  No Banana] Exit 12/15/2009 09/15/2009 | 11/23/2009 - .
Jack - \ Incorrect: the fAExit Dat:

AfAssessiBaDatad ar e
S0 your reports will come out wrong!

WHY ARE THESE DATES IMPORTANT

Clients haveéwo kinds of dates:
1) Program Entry Datesnd
2) Assessmet Dates

The Assessment Date is the date you asked about their income, benefits, and physical/mental/emotionaMuesdtte
required by HUD to ask this information at the time of Entry and also at the time of Exit. Housing\&sitke
Assessmendate to run reportson income at Entry/income at Exit, rather than thieake Date andExitDate.Look at these
two examples:

CORRE@T‘ETR’(the two dates are the same)

7/15/2008
7/15/2008

ProgramEntry Date:
Entry Assesment Date:

10/12/2008
10/12/2008

ProgramExitDate:
ExitAssessment Date:

LT F NBLRNI F&1ay aK2)ay2008 with SSLIScamef we wide yhé @& mNds AssesSsamiktst B answer it.
Because theD f A Enfrji ABsessment daie July2008 theclient will get counted in the report

INCORR ECE-I{J_TR‘(the two dates aralifferent)

7/15/2008
10/25/2009

2/12/2009
5/21/2009

ProgramEntryDate:
Entry Assessment Date:

ProgramExit Date:
ExitAssessment Date:

Ifareportasksé K2 6 Y I y& LIS 2 LIuf20@yuihSSImheome deNditigtt® Enry Assessment date to answer this questiand
becausdi K S OHntky@\sééisShientdated Ay O2 NNB Ol & f A Zlie®wl nbt et doim@Bdezd tBodidhthe tlierbBI X
enter in 2008!
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SCREWING UP DATESRMRP
THE RULEEBOUT DATESREDIFFERENT
For HPRP, you rarely record the actual intake date. Instead you record only the months in which the client is helped by your

service. Therefore ALL DATESust ALWAYS8E the FIRST day or a month or the LAST day of a rRontlxample: if you met
someone on Oct 1Band decided to give them $1000 to help pay rent for Nov, Dec, and Jan.

The Entry, Assessment & Service Start Dates must all be: 11/01/2009
The Exit, Assessment & SewiEnd Dates must all be rectsd as:  01/31/2010

This lets us know that the $1000 was for three months and it tells us what three months the money helped. (Note thakéhddtdaf
10/16 | not recorded ANYWHERE in saftware.)

You see that th&ervice Start Datéictates the other two beginning dates: tierogram Entry Dateand the'Assessment at
Entry Date'q all three dates are always the same, and always the beginning of a month.

TheService End Datdictatesthe the other two ending date$2rogram Exit Dateand the'Assessment at Exit' Date all three dates
are always the same, and always the end date of a month.

HPRP: WHAT TO DO WHEN YOU GIVE MORE MONEY TO THE SAME CLIENT

(We recommend you print out th email and stick it on the wall, to remind you of these steps, but we will also
send this same email every month, as a reminder!)

HUD wants you to record the money in three month intervilien you give additional months of financial
assistance, heresihow you record that on our website. This is the fastest way to complete the process: the task
should take no more than five minutes if you do it this way.

1. Sign on tdhttps://hmis.housingworks.newith your usual username and password.

2. Find themenus o update a: ciick Links.  Use the EXIT, ASSESSMENTS, and SERVICES Links to provide complete information about
the additional money.

3. Go to theEXITab of the worksheet.
- Click "Edit" nextd the client's name
- Change the client's Program Exit Date (if necessary) to include the time for
the new financial assistance.

Go to theAssessments thb of the worksheet
- if you changed th&XxitDate then you need to change thexit AsessmenDateto match.

Find the linkReport Add'l Services _in the left hand menu. Fill ouhis new pageusingnew start and end dates, and the next
amount of money.Example: First senge: Jan 1- Mar 31 $150 = $50000a month for three
month

New service: Apr 1-Jun 30 $1500 = $50000a monthfor three more months
Alternately, you cainstead go to the Service Tab of the worksheet, offeoriginal service and charggthe

Bb5 5! ¢9 |yR GKS G2al f I Y 2 dzy (Jan1-dug 30A $3DO0dzRIHOOSD S NE (G KA Y
month for sixmonths

21 of 39


https://hmis.housingworks.net/
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REMEMBER: All the dates you type must start ON THE FIRST DAY OR A MONTH and end ON THE LAST DAY OF £
MONTH, NO MATTER WHAT SER8 OFFERED, and no matter when the actual Intake and Exit Interviews
actually occurred!
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HOW TO USE TBED REGISTER

You must use Firefox 3.0 or lateg not Internet Explorer (due to deficiencies in IE, not
HousingWorks)

HOW TO USE THE BED REGIE&TER complete the usual pages described on pp(bhis is where you enter all the
AYVF2NNIGAZ2Y o62dz2i GKS OftASydGsz AyOftdzZRAy3I RSY23INI LIKAO
O2 YLX Si SR (clkktie B&ddRagisterNidk & left hand menu andtart assigiing the person to a particular

bed on a particular nightusing the picture below to help you

SPEEDPhe quickest way to complete the bed register igltnthe work on a weekly basis; justter a date,complete

the Bel Registerdr that date, and- F 4§ SNJ & 2 dzQ@S T A y dhangeSHe daeyathemddrapletd the Bed K (i
Registerfor the nextnight. In other wordsfinishone daybefore you go to the next day

| S NJBo®@ t enter information into a Bed Register (the righthand side of the page

1. Click theBed Registelink, in the upper left hand corner. Thged Registelooks likethe picture below
Now, fill out theright-handside of the paggusing theSPEEBtrategy in the paragraph above.

{1 Enterthedate———

1 Enterthe room/bed number; (it should autcomplete, in all cases); and

fEnteri KS Of A Sy amd a spac#itNBouidthgnlac02 YL SGS>Z Ay Yzaid OFas
Iy 2 i KS NXs isfaaiitéc@npldtes: be sure to click the autecomplete to confirm that this is the infgou
want to submit

Bed Register

Date

0T

Submit Bed Occupancy Record

* Date:

Name: Format: 11/08/2009

+ Room/Bed:
Room/Bed:

* Name:
Apply
Date Room/Bed First Last SSN (last | Year Edit
4) Born
* Groups

11/01/2009 Men/01  Alice  Orange 0987 1967  edit

11/01/2009 Men/02  Alice  Orange 0987 1967  edit Save and create another
11/02/2009 Men/02  Alice  Orange 0987 1967  edit

11/03/2009 Men/02  Jack Banana 1235 1954 edit

11/03/2008 Men/01  Jack Banana 1235 1954 edit
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WNF-

2. 1F +  Of A Sy GuatocgrhpdtBA yR 2 MEESGd try Bpelling his first name. If that fails, it
means thed dzS aame, SN, and birthdagge not in our system. 2 Ila@vetoOf A O1 G KS a1l 2
upper leftcorner of the pagend use thd_ook Up Clienfeature (1) and thenfollow the stepsdescribed on
pp. 5-7 to enter the3 dzS Pprofiednto our system Finally, you musteturn to the Bed Register(2), to
record the nights and beds used by that guest.

What to do if a client exits and then returns after 30 or more days:

Look at the pictureelow: IftheclientR2 Say Qi af SSLI Ay y$ DuzNdbditdNglldukbmatically 2X8J o n
himdzaAy3 GKS tFad RIFe& akKS$S at Stwill also dutotnaicaiNdingdN BB tNDESHhatlod (0 F
2F 4! y1y26Yy kanil theEkidREasomM &sb be automatically entered @s! y24/y k 5 A & LILIS NS |
client returnsafter some time] Y R &2 dz G NEB (2 Lkkzéa nétdalrthetop of kthe pageRIling W@ tdzQ f ¢
a bmplete the Entry Exit Wizard for this cliérgain In other words,you nust give him a new intake datend
complete anew assessment describifds currentincome, benefits, and health conditions as of this new intake date
these may be different than the last wave of visits he had with yoy 0SS & 2 dzQ@S 02 YLJ S $oR 1 K

return to the Bed Registet Y R y2¢ &2dzQff o6S FofS (2 Lilzi KAY Ay | 0SF
use theLOOk Up C“emnk’ Worksheet View All Clients View All Households
click on the clients nameynd Action-AES Home » Groups » Action-AES Emergancy Shelter
then do anotlrer Entry EXlt GEm(ePrgedng: 3':?)';:_' # Click here to create an Entry Exit rE(DVrd if this is an UNACCOMPANIED INDIVIDUAL
R dJ . th IJ htb |b 0:‘;0 :r;og' : *® Click here to register the Household if this is 2 HOUSEHOLD

ecorausing theug u /
instructions. Already in your program (to update, click client name)

Bed Register

Smith, John (xxxx9877) last permanent zip 01905

jcordner

1 Look Up Client
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