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Access HMIS Web Portal

Access the Monterey-San Benito portal at: https: //www.chspmontereycounty.org/hmis/

The Six (6) Icons:

e Meeting Calendar/Registration:
register for upcoming training.

e Tech Support: Send HMIS related
questions.

e Access HMIS: select from ‘Access
HMIS’ or ‘Access HMIS w/ PKI

e Agency Admin & ART Holder
Documents: Up to date current HMIS
documents.

eEnd User Documents: documents
and forms.

¢ Training Documents: Training
documents and information from
HMIS User Group and New User
meetings.
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Access Home Page Dashboard

Access HMIS by entering your username and password. Your Home Page Dashboard appears

#y Home > Home Page Dashboard Type here for Global Search .

P Last Viewed Favorites

System News (1) /" counts Report \

Home

. . | Date Headline My Clients With An Entry But No Exit: My Clients With NULL UDEs:
ClientPoint
10/01/2014 2014 HUD Data Standards have arrived!
b callPoint

0 0
SheltacBolnt My Clients With Expiring ROTs: My Clients With Recent Exits:
ActivityPoint
SkanPoint 0 0
} Reports
» Admin Add System News View All
Logout
4 Follow Up List (1) =
Client ID Type Date Time Remaining

61245 Goal 12/31/2012 Past

Menu Bar (left side of screen)

Click to access Client Point (red arrow) or other available option. Example: click SkanPoint to enter client data using bar-coded client
ID cards.

Note: modules displayed in this screenshot may not display on your home page. Available modules depend on your access level and
the modules your agency has selected to use.

Counts Report (orange arrow)

A Counts Report provides a quick and easy way to keep tabs on your clients. If a number appears on a report: click on that number to
see your clients.

The Counts Report section usually comes with these 4 reports:
* My Clients with an Entry but no Exit: details how many clients are currently enrolled in your program.
* My Clients with Null UDEs: details clients with one or more missing UDEs (universal data elements)
* My Clients with Expiring ROIs: details clients whose ROI (release of information) expires within a month
* My Clients with Recent Exits: details clients who have exited your program within the past month

Other Counts reports are available. Check with your Agency Administrator for details.
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Client Point: Client Search page

Click Client Point to access the Client Search page.

Client already in HMIS? Client Search
SearCh for Chent’ by 0 Please Search the System before adding a New Client.
D Name OR 0 Items in Italics are for Data Entry ONLY and will not be used for Search Results.
O SSNOR
g ClientID # Name | \
Name Data Quality |-select- M Date of Blrth [ ﬂ]o &
| Click Search Alias \ | DOB Data Quality [-select-
If there ls a matCh: Social Security Number - - Gender |-Se|enl- v
. ) .
Client’s name will appear at Sacial Security Number Data Quality |-select- v Primary Race |-select-
bOttom Of screen U.S. Military Veteran? ‘ -Select- v Secondary Race |-Selsct—
Exact Match l Ethnicity |-salect-
Client Results Search ACTIVE Clients ®
Search INACTIVE / DELETED Clients
Search ALL Clients
ID Name &
* . Search | Clear Add New Client With This Information Add Anonymous Client
Y 265957 |Client, Test
Client Number
Enter or scan a Client ID number to go directly to that Client's profile.
No match? Client 10 & submit

Client not in HMIS?

See next page for details on
how to add a new client

Did you find a match? Skip to page 10 Release of Information.



Adding a New Client
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Enter as much client information as possible. In this screenshot, the following client information was collected:

Name Date of Birth Note
Name Data Quality DOB Data Quality Client doesn’t know?
Social Security Number Gender Select ‘Client doesn’t know’

Social Security Data Quality

Primary Race

Client refuses to answer?

US Military Veteran? Ethnici .
vy ty Select ‘Client refused’
Client Search
0 Please Search the System before adding a New Client.
0 Items in Italics are for Data Entry ONLY and will not be used for Search Resuits.
Name New Client

Name Data Quality Full Name Raported
Alias
Social Secunty Number 123 - 45 - 6789

Social Security Number Data Quality Full SSN Reported (HUD)

|

U.5. Mmilitary Veteran? Yes (HUD)
Exact Match [F7
Search ACTIVE Clients @

Search INACTIVE / DELETED Chents

Search ALL Clients

ot )

Full DOB Reportad (HUD)

- Date of Birth 06 /06 /1967

DOB Data Quakty

Gender Male -
- Primary Race White (HUD)
-Select-

Secondary Race

Ethnicity Hispanic/Latino (HUD) -

Search Clear Add New Client With This Information

Add Anonymous Client

Ready to add new client?

O Click Add New Client With This
Information (black arrow)

0 Popup window appears. Select
Add Client Only

O Page refreshes to client’s
Summary page

Add New Client With This Information greyed out? (not able to add client)

O Youdid notsearch for this client before trying to enter as a new client

O Click Search to see if client is in HMIS

g Clientnotin HMIS? Add New Client With This Information should no longer
be greyed out
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New Client: Summary page (wop of page)

Client Information displays on the top half of the Summary page:
O Client’s HMIS number and Name (blue arrow)

*  Menu bar (black arrow):
o Click on a tab to access that tab’s function
o Example: click Client Profile to update the client’s record and demographic data fields

Photo icon ( )
How to add

client’s photo

* To add photo: click on Client Profile tab
= (Click Change (under the Photo icon)
= (Click Browse. Select photo. Click Upload

Client Record (green arrow)
o Details the date and time client was added to HMIS

o Details Client Record data (examples: Name, Date of Birth)

Client - (267376) Client, New -

i (267376) Client, New

Release of Information: None
Service Transactions

Client Information
Entry / Exit Case Managers Case Plans Measurements Activities Assessments

Summary Client Profile Households ROT
————————

‘ Added to the system 10/04/2014 03:33 PM
Name Client, New Gender Male
Date of Birth 06/05/1967 (Age 47) Primary Race Wwhite (HUD)

| ‘

Social Security 123-45-6789 Secondary Race

U.S. Military
Veteran? Yes (HUD)
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New Client: Summary Page (bottom of page)

The boxes are in order of how best to enter new client data. A typical configuration includes the

following:
Client - (211390) Tube, Test Thomas

Mass Visibility Update |ﬁ|

@ (211390) Tube, Test Thomas

Release of Information: None

Client Information

Service Transactions

Summary Client Profile Households

:Added to the system 12/01/2006 09:34 AM

Name Tube, Test Thomas
Date of Birth 07/14/1968 (Age 50)
Social Security 123-45-6789

Release of Information

ROI

Gender
Primary Race
Secondary Race

U.S. Military
Veteran?

Entry / Exit Case Managers Case Plans Measurements

Male
White (HUD)

American Indian or Alaska Native (HUD)

No (HUD)

Households

Provider Permission  Start Date End Date Head of - -
ID Type Household Relationship
Add ROI No matches.
Search Existing Households Start New Household
Entry/Exits Case Managers
Program Type Project Start Date Exit Date Name Provider Phone Number
Add Entry / Exit No matches. Add Case Nonatches!
Manager
Services Shelter Stays
Start Date End Date Provider Start Date End Date Provider

o Households: create a new household or update an existing household

* Release of Information: add an ROI for client or for the entire household

* Case Manager: assign yourself or another person as the case manager. Adding a case manager

* Entry/Exits: add a project entry or project exit for a client or for the household. Access a project entry to add an Interim,

Update or Annual Assessment

* Services: add a service transaction for a client or for a household
* Restricted ROI: enter client restrictions here, then contact CTA and give detail of the restrictions, before entering in any

information into the system
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Creating the Household

Client single? Skip this page. Go to page 11: Release of Information.

Client in a Household? Best practice is to add each family member into HMIS by following the steps outlined on pages 9 & 10.

Write down the HMIS # for each family member added. Go the Head of Household’s Summary page.

Households

Click Start New Household (blue arrow)

Head of
Household

Search Existing Households J Start New Household - New page appears. At the tOp Of the page is HOUSChOld Type

ID Type Relationship

Add New Household
Select best match (black arrow).

Household Type I Then scroll down to bottom of page to Client Number

section.
Household Type* Two Parent Family v
. Add the HMIS number of the client to add to
Client Number the Household. In this example HMIS #
Enter or Scan a Client ID to add that Client to this Household. 267449 was entered (red arrOW).
Client ID # 257449 Submit -
Click Submit. Client will appear in Selected
. Clients (green arrow)
Selected Clients
. e T ousehora | Need to add more members? Enter HMIS #
rity - -
- Ll pate of Birth i Gender Banned count in Client ID #, then click Submit (red arrow)
267376 Client, New 123-45-6789 06/06/1967 Male 0 ’

Finished adding members? Click
Continue.
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Creating the Household

»
Household Information - (55790) Two Parent Family

A Clicking Continue takes you to the Household

Information page

‘ (55790) Two Parent Family Save Save & Exit J Exit |
Household Type * Two Parent Family > Members appear in the Household Members
Income US$0.00 monthly (US$0.00 annual) section (blue arrow).
Client Count 3
T — Selec.t Hea.d of Household. Then select the
relationship to head of household for each
N Ade Head of Relationship to Head Joinad Household* Previ L hold .
AME g€ hold of hold Associations Count famlly member.
@ (267376) Client, New 47 Yes v  self v 10 /07 /2014 220 ‘4 1
Q (267450) Client, Nouveau 15 No v Step-daughter v|10 /07 /2014 2320 ‘4 1 In this example:
Q (267449) Client, Nuevo 45 No v  wife v 10 /07 /2014 250 "4 1 X 26736 is the Head of Household
Add/Delete Household Members Household History Report | 2674_50 iS the Step_daughter
267449 is the Wife
Once relationships have been correctly defined: click Save & Exit
Review Household Data

It is strongly recommended to review the fields for Head of
0 Household, Relationship to Head of | hold, and H hold
Type for all Clients to ensure the information is correct.

Would you like to review this data now?

Pop-up window appears. Click No.
How to add client data will be covered later in this manual.

| Clicking No returns takes you to the Summary page of the Head of Household. Household

information appears in the Households box.

Households

D Type :zz:e(;‘fo' d Relationship
y 3 55790 Two Parent Family
*Client, New Yes Self
Client, Nouveau No Step-daughter
Client, Nuevo No Wife

Search Existing Households Start New Household
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Open HMIS Release of Information

If release is granted NO, please refer to HMIS Release of Information document.

BEIoRss of Mwatmation Click Add ROI (blue arrow)
Permission Start Date Eﬂd Date

Add ROI I- No matches.

Release of Information appears.

Release of Information !
r Release of Information - (327) Client, New
If this is a household, select all household members (red arrow)
Household Members
Provider: defaults to the provider you are in. (O [ Inchude Wousehold members for this Relesse of Information, click the box
boside wach name. Owly from the SAME may be
Want to apply this ROI to more to more Providers? “ " ":.;”éi'
(e.g., add this ROI to two or more providers in your agency) oy | Providas Selrch Recuks
ick Search (green arrow) o ‘ @  fnywenCranAdien Retnerk  levei3 (03116252020 | Cae Y T Seh yo0ai2007
o _ _ — % @ Abote - AB109 RAF (3086] Level & 5106577409 Fremont, CAS4538 1VDL/2014
Click on the to move Provider to Provider Search Selected Results ; @ @ Abode - 2as (3309) Level 4 510-657-7400 Premort, CAS4538 18/01/2014
Releas ‘» [+ ] . Abode - Houmng PAST Mlex funds (3154) Level & $10-857-7400  Premort, CA 54538 10/01/2014
Click Exit when all Providers added B e D e e e e o) Level 5 4083255209 | Sanlose CASS124  1VOM/20LE
tnd Da o . Abodw - Prop 36 RAP (3310) Lavel & S10-657-7400 Fremaort, CA S4338 1/03/2014
Release Granted: select Yes or No Q@ oy, SOC e Asmstanca FrOIAT s s 510.657.7409 | Wipitas, CA 95035 | 10MDN/2014
Start Date: default to today’s dat O @ 2vote - SCVHHE ML RAP 1 (3212) Level S 5106577409  Wigtas, CAOS03% 13/D/2014
ate: default to today s date @ @ Aboze - SOWING NLRAZ 2 (3323) Level 5 510-657-7400  Mipitas, CA 95033 10/01/2014
End Date: enter date 3 years after Start Date © @ Abode Services (1030) Level 3 310-637-7409 fremort, CAS4530 | 10/03/2914
Documentation: select best match _Release of | Showng 1-10 601569 _first | Previeus| Mext | Las

Click Save Release of Information

Provider Search Selected Results
AP CDETFGNHNITIKLNENOPQRSTUYWXYZA
Provider 10 Namwe Level Phone Location

Last Updated
> Ind Chance Youth & Pamiy _ye8.
@ us P Level 3 EB31.7S8.4E20 Salnes, CA 93806 07/19/2010

Communty Technology
Q@: ar cra Level 3 408.437.8200  San jose, CA 93126 10/08/2014



http://www.chspmontereycounty.org/wp-content/themes/chsp/img/Release-of-Information-Explanation-and-Procedure.pdf
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Case Managers

Assigning yourself (or other person in your agency) as the case manager activates the Counts Reports function.

A client may have several case managers at multiple agencies. Knowing who a client’s case managers are allows for collaboration in
providing services to the client.

Case Managers

Click Add Case Manager (blue arrow)
Name Provider Phone Number

Add Case Case Manager page appears.
M - No matches.

Case Manager

Case Manager - (267376) Client, New

hd Household Members

Client in a household?

o To include Household members for this Case Manager, click the box beside each Cl]Ck to inClude all household members (b]ack arrOW) .
name. Only members from the SAME Household may be selected.

/| (55790) Two Parent Family _
2276 Charit, ey Click Me (green arrow) to add yourself as the case manager, OR
¥)(267450) Client, Nouveau click ServicePoint User (purple arrow) to select someone else from
¥ 76ZA% Clent Huzve L your agency to be the case manager.

o
ryp-°wv-°m ¢ ©OMe O other

Select User*

community Technol If click ServicePoint User: select the case manager from the drop
ommunity Technology Search | My Provider | Clear

Aliance (T4 (1 down list (red arrow).
--Selecb -
Name ! Name: the case manager’s name appears once a case manager is
e ! selected.
Phone Number |
Enad Addres | Title/Phone Number/Email Address: this information will appear if
Provider® LT Search | My Provider | Clear | this information was added to their HMIS license.
Start Date * 10 /08 /2014 F) 7
End Date T Ay 7 Click Add Case Manager.
Add Case Manager Cancel

You will be returned to the client’s Summary page.
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Entry/Exits

Click Add Entry/Exit (blue arrow) The Entry Data page appears
Client in a household? Click the box to add all household members to the project entry (black arrow).

Provider: defaults to the provider you are in.
Entry/Exits

Have access rights to enter data in other
Program Type Entry Date Exit Date

providers?
Add Entry / Exit — No matches.

Need to change the Provider?
Select the correct Provider from the drop down

r ]
Entry Data - (65) Smith, July x| menu (green arrow)
Household Members Type: select HUD (red arrow), unless you have
been instructed to select something else
o To include Household members for this Entry / Exit, click the box beside each name. Only . g
members from the SAME Household may be selected. (example: SSVF clients must select VA, PATH
- (25) Two Parent Family clients must select PATH)
(64)_Smith, John
(66)_Smith, Baby Entry Date: defaults to today’s date. Change
7 (65)_Smith, July date if need to change to an earlier date.

Entry Data - {(65) Smith, July

MOSBE County of San Benito
Provider * - ESG Rapid Rehousing Search | My Provider ‘ Clear

(3524) The Entry Exit Data page appears (see next
Type* auo . _ page for details)
Entry Date* 0z |/[1o |/[2010 |78y o v]:[s2v]:[os v[am
Save & Continue Cancel

Click Save & Continue
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Entry/Exit Data: Intake

I Entry Assessment

I Select an Assessment

[ MOSBE Profile - Program UDES ] HUD CoC & ESG Exit (2017) HUD CoC & ESG Update (2017) MOSBE - Child Tntake 2016 —

Domestic Violence Questions

Household Members HUD CoC & ESG Entry SO ES SH (2017) Entry Date: 06/22/2018 10:04:25 AM ﬂ
Client Location* CA-E__ ¥ |G
ST Ilee. v
Relationship to Head *
of Housshold || [ self {head of household) v c

Date of Birth* ] J"f Y #c

Date of Birth Type* I \Full DOB Reported {(HUD) v G

After clicking Save, the page refreshes.

New Client (black arrow) has a green checkmark. This means you have verified their
demographics as accurate.

New Client is highlighted in blue. This means you are in New Client’s file.
Next Step: Enter Intake data.

Client an adult?
Click on MOSBE Profile- Program UDEs 2017 depending on your program (red arrow)

Client a child?
Click on MOSBE - Child Intake (blue arrow)
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Standard Intake

Section 1: Client Location and Relationship to Head of Household

Household Members HUD CoC & ESG Entry All Other Projects (2017) Entry Date: 05/09/2017 01:41:07 PM %
. (267376) Client, New ' -

LA Client Location * CA-t__ V|G . .

Veteran: Yes (HUD) 1 Client Location

(267450) Client, Nouveau Relationship to Head * g 1

Age: 15 of Household el (head of household) S ?eleCt_506 )

Veteran: No (HUD) .. & .

irth* 04 | 2N

(267445) Clent, Nueve Date of Birth Blos J/los /1080 |58 46

e o (D) Date of Birth Type* | Full DOB Reported (+uD) L Relationship to
Primary Race * I | American Indian or Alaska Native (HUD) v G H_ead of Hou_sehf)ld:

; Since New Clientis

Secondary Race I ‘American Indian or Alaska Native (HUD) ML the head of
Ethnicity * I [on-Hispanic/Non-Latino (HuD) |G household, select
Gender* | [Male vle Self (red arrow)

Residence Prior to

1
Proiect Entrv I Place not meant for habitation (HUD) v G

Remaining data fields:
There should be data in most of these fields since you entered this data on the Client Search page. Add or update data as needed.

Scroll down to next section (see next page for details).
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Standard Intake

Section 2: Residence Prior to Entry & Housing Status

Select best match for all bold data fields
Examples how the following questions could change:

Residence Prior to Project Entry * Place not meant for habitation (HUD)

Length of Stay in Previous Place* -Select-

Approximate date homelessness started:* / / /3,'.3 Aj; G
Regardless of where they stayed last night - Number of X

times the client has been on the streets, in ES, or SH in the | -select- v|G
past three years including today

Total number of months homeless on the street, in ES or

SH in the past three years ESHlec le“lg Situation:
Depending on what kind of project client is entering into,
Residence Prior to Project Entry * Hospital or other residential non clients may have different questlons. (Emergency Shelter
. . and Street Outreach have different questions form all
Length of Stay in Previous Place* -Select-
other programs)
Did you stay less than 90 days? * G

Questions are conditional, so depending how the question

Residence Prior to Praject Entry ® is answered the next questions will change.
Y

oOwned by client, no ongoing housi

Length of Stay in Previous Place* Two to six nights
Did you stay less than 7 nights?* Yes G
On the night before did you stay on the streets, ES or SH?* -Select- ¥ | G
Housing Move-in Dat /1 g 2
ousing Move-in Date IS S

. Housing Move-in Date: Enter the date when the client
has moved in to housing (used for permanent housing projects)



Standard Intake

Section 3: Income

Income from Any

-Sel .
e Select

-G-

Monthly Income - Cash Benefits

MOSBE Adding New Clients Workflow

Income from Any Source plue arrow)

HUD Verification gk

Monthly Amount Source of cash benefits * Start Date *

Add View Gross Income

HUD Verification: Monthly Income - Cash Benefits for 07 /2372015

Per Source of cash benafits, the current records for Monthly Income - Cash Benefits as of 07/23/2015 are displayed
o below. Any previous records for Monthly Income - Cash Benefits not overlapping as of this date are not displayed. In
the event that multiple records exist per Source of cash benefits as of 07/23/2015, records containing "Yes" values will
be displayed and take precedence for reperting purposes

Selact the Currently receiving ® o

income source? value for all .

Incomplete Source of cash benefits Data Not Collected
records Incomplete

Currently receiving income source?
Source of cash benefits Data Not
Yes collected Incomplete
Earned Income (HUD)
alimony or Other Spousal Support (HUD)
Child Support (HUD)
General Assistance (HUD)
Pension or retirement income from another job (HUD)
Private Disability Insurance (HUD)
Retirement Income From Social Security (HUD}
SSDT (HUD)
S51 (HUD)
TANF (HUD)
Unemployment Insurance (HUD)
VA Service Connected Disability Compensation (HUD)
VA Non-Service Connected Disability Pension {HUD)

Worker's Compensation (HUD)

s @@ ® @ @ ® @ @ ® @ @ ® @ @

Other (HUD)

Save Save & Exit Exit

Regardless if client does or does not have
Monthly Income Cash Benefits: click
HUD Verification(black arrow

End Date

Because the majority of the clients will not be receiving all incomes, it’s
easy to press “NO” (list will populate with “No”s)

Select Yes for each Income Source client is currently receiving

A pop-up window appears when Yes is selected:
Monthly Amount: enter amount
Receiving Income Source: enter Yes

Start Date: enter date client began earning income; if

this is not known, use client’s entry date

End Date: leave blank
Click Save & Exit

Repeat above if Yes selected for other Income Source

Click Save & Exit when done

HUD Verification changes to
HUD Verification d

What is HUD Verification?

Triangle is red:
one or more
data fields missing data

Icon is green: no
missing data
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HUD Verification Process-Monthly Income

If the client already has income data entered into HMIS, verify the income is correct by answering Income from Any Source question

L HUD Verification I‘ﬂ
and by clicking on: .

After clicking on ‘HUD Verification’, click the pencil icon (red arrow) if changes need to be made to any source of income.

If there has been a change to a source of earned income (regardless if it was an increase or decrease) enter an end date one day prior
to the start date of the client’s current income. For example, if the client was previously earning $150 per month and then started
earning $200 per month on 6/8/18, enter an end date of 6/7/2018 for the $150 per month recordset (blue arrow).

Click save.
HUD Verificationl Edit Recordset - (3) test, george |

Per Source
o records for Mon
Source of Incol

Monthly Income ow. Any previous
Y ~ ple records exist per

dence for reporting

Monthly Amount I 150 G
Source of Income I Earned Income {HUD)

If Other, Please Specify

rce?

Source of In ot

ad Incomplete

Alimony or Oth
Child Support {
Earned Income
General Assista

Other (HUD}

Receiving Income

- : , Source? [l [ves Tie

Pension or reti
. Start Date * 002 |rfo7 |rj2018 |53 & c

Private Disabili :
= End Date 06 |/07 |/|2018 | F) D &«

Retirement Incol -
# Print Recordset | Save | Cancel |

SSDI (HUD)

If the date of the change to the client’s earned income is not known, use the date on which the interim (e.g. annual assessment) or exit
assessment is being completed as the start date for the client’s current income.
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HUD Verification Process-Monthly Income-Continued

After clicking save, you will notice that the marking will change from Yes/No to Incomplete (red arrow) and the HUD Verification
icon will change from green check mark to a red triangle (red arrow).

HUD Verification: Monthly Income for 06/08/2018
Per Source of Income, the current records for Monthly Income as of 06/08/2018 are displayed below. Any previous
o records for Monthly Income not overlapping as of this date are not displayed. In the event that multiple records exist per
Source of Income as of 06/08/2018, records containing "ves” values will be displayed and take precedence for reporting
puUrposes.
Select the Receiving Income No
Source? value for all incomplete Data Mot Collected
Source of Income records % Incomplete
Receiving Income Source?
Source of Income Data Not
Yes No Collacted Incomplete
" alimony or Other Spousal Support (HUD) HUD Verification gk _
" | child Support (HUD) End Date
Earned Income (HUD) .
" General Assistance (HUD)

Change the Receiving Income Source (blue arrow) response to Yes if the client is currently receiving income or No if the client is no
longer receiving income. The Add Recordset pop up window will appear if you select Yes. Here, you will enter the client’s new income
change in the Monthly Amount (black arrow), verify or edit the start date, then click Save & Exit.

Add Recordset x|

The HUD Verification will change to
Monthly Income

J indicating that there is no missing
Monthly Amount 200 G _ data.
Source of Income Earned Income (HUD)

If Other, Please Specify

If the date of the change to the client’s
earned income is not known, use the

date on which the interim (e.g. annual

4 assessment) or exit assessment is
Receiving Income Ves being completed as the start date for
Source? . ) .
the client’s current income.
Start Date * 06 /|08 |/|2018 ;j,js 236
End Date / / ?.?,}Q 2,6

Save | Cancel
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Standard Intake

Section 4: Non-Cash Benefits

Non-Cash benefit from any source (blue

- *
::3 s(i)ausri'(n::eneﬁt from Yes (HUD) - G al‘I‘OW)
N —— l — Regardless if client does or does not have
e SGAaTer Do Non-Cash Benefits click HUD Verification
Add (black arrow)
Select Yes for each Non-Cash benefit the client is currently
Per Non-cash benefit source, the current records for Non-Cash Benefits as of 10/05/2012 are displayed below. Any .. "
& previous records for Non-Cash Benefits not overlapping as of this date are not displayed. In the event that multiple recelvlng_ Select NO for all Other benef]ts_ Enter ren tal
records exist per Non-cash benefit source as of 10/05/2012, records containing "Yes" values will be displayed and take ) " ” .
BiECednce fonfporing | puTposes: assistance as “Other Source” and specify the type of rental
et e Gttty reserving X assistance (e.g. Tenant Based Rental Assistance, Section 8,
- . o . . . ’
o o et e e Data Not Collected Rapid Rehousing, Shelter Plus Care) in the ‘If Other’ text box
¢/ Incomplete

(green arrow). Click Save.

Currently receiving benefit?

Non-cash benefit source - n Data Not | ot
b ° Collected “MeOmPete If Yes, click on the pencil icon to enter more detail and
Special Supplemental Nutrition Program for WIC (HUD) O . .
Supplemental Nutrition Assistance Program (Food Stamps) o Edlt Record Set pop_up Wlll appear For Start Date’ enter
(HOD)= , date client began receiving benefit; if this is not known,
TANF Child Care Services (HUD) O i A K
TANF Transportation Services (HUD) . use the client’s entry date. Leave End Date blank. Click
Other TANF-Funded Services (HUD) O .
T T . Save. ggit Recordset - (25) Doe, John
Save SaveiSurd Bt | Non-Cash Benefits « fi

‘ Amount of Non-Cash G
Benefit

Please note that the collecting an amount (red arrow) is not s

required for non-cash benefits. Benefit
If Other, Please Specify

|:| other Source (HUD)

Click Save & Exit.
G
The HUD Verification will change to indicating that there
is no missing data p
Receiving Benefit? |:| Yas A\l
Start Date * 0 (o5 |/fo1 |70t |58 &
End Date / / D B

Print Recordset | Save Cancel
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HUD Verification Process- Non-Cash Benefits

Only items that are HUD approved choices will appear in the verification window. If the client already has non-cash benefits data
entered into HIMS, Verify the data is correct by answering Non-cash benefit from any source question and clicking on the

HUD Verificati v/
erthication l‘j . Then click on the appropriate pencil icon (red arrow) if changes need to be made. If there has been any

change to a non-cash benefit, enter an end date of one day prior to the start date of the client’s current non-cash benefit.

For example, if the client had not been receiving Food Stamps and began receiving $175 in Food Stamps on 6/8/18, enter an end date of
6/7/18 for the No Food Stamps Recordset (blue arrow).

HUD Verification: Non-Cash Benefits for 06/08/2018

=
Per Source of Non-Cash Benefit, the current records for Non-Cash Benefits as of 06/08/2018 are displayed below. Any irst Pre\.riou5| Next | Last |
o previous records for Non-Cash Benefits not overlapping as of this date are not displayed. In the event that multiple
records exist per Source of Non-Cash Benefit as of 06/08/2018, records containing "Yes" values will be displayed and
take precedence for reporting purposes.

Receiving Benefit? HUD Verification /4
Source of Non-Cash Benefit Data Not
Date
Yes No Collected Incomplete
+ | Supplemental Nutrition Assistance Program (Food Stamps)
(HUD) |:

Special Supplemental Nutrition Program for WIC (HUD)

TANF Child Care Services (HUD)

.
L

TANF Transportation Services (HUD)

=
Other TANF-Funded Services (HUD) irst |Pre\.riou5| Next | Last |

Other Source (HUD)

Save Save & E Exit 1 )
Edit Recordset - (14133) test2, test a
Non-Cash Benefits & If the date of the change to the client’s
benefits is not known, use the date on

Amount of Non-Cash I o s . . .
Benefit which the interim (e.g. annual
gzﬁ;ﬁt Eiohatast I Supplemental Nutrition Assistance Pregram (Food Stamps) (HUD) ¥ |G assessment] or eX]t assessment ls
If Other, Please Specify being completed as the start date for

the client’s current benefits.

Receiving Benefit? I Mo TG
Start Date * Djoa tjor /forz |8 #a
End Date o6 /o7 |/2018 |5y Zle

Print Recordset ‘ Save ‘ Save and Add Another ‘ Cancel
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HUD Verification Process- Non-Cash Benefits- Continued

After clicking save, you will notice that the marking will change from Yes, No, or Data Not Collected to Incomplete (red) and the HUD
Verification icon will change from green check mark to a red triangle (red).

Receiving Benefit?
Source of Non-Cash Benefit e L
Yes Mo Collected IMCOMPlete | yup verification 4h

Supplemental Mutrition Assistance Program (Food Stamps) .
(HUD)

Speoal Supplemental Nutntion Program for WIC (HUD) .

" TANF Child Care Services (HUD) Bvious| MNext | Last

TAMF Transportation Services (HUD)

Change the Receiving Benefit (blue arrow) selection to Yes or No depending on the change to the client’s Non-Cash Benefits. For our
example client, select Yes. Click Save then click on the Pencil icon to change the amount of the Non-Cash Benefit.

The Edit Recordset window will appear. Here you will indicate the client currently receives $175 in Food Stamps (black arrow) and
enter the start date. Do not make changes to Receiving Benefit, this will automatically apply when you clicked Yes or No for the
Receiving Benefit (blue arrow). Click Save.

3

Edit Recordset - (14133) test2, test =
Non-Cash Benefits e . . N/
* The HUD Verification will change to 4
Amount of Non-Cash ] 175 . _ indicating that there is no missing data.
Benefit

Source of Non-Cash

A I Supplemental Nutrition Assistance Program (Food Stamps) (HUD) ¥ |G

If Other, Please Specify

If the date of the change to the client’s

) benefits is not known, use the date on
Receiving Benefit? [ ves e which the interim (e.g. annual
Start Date * llos |/jos /2018 |58y 24s assessment) or exit assessment is being
End Date 1 Y B completed as the start date for the

| client’s current benefits.

Print Recordset | Save Save and Add Another Cancel
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Standard Intake

Section 5: Health Insurance

*
Covered by Health = = P _
Insurance

Health I HUD Verification 4
= i Covered by Health Insurance (blue arrow)
Start Date * Health Insurance Type Covered? End Date
— Regardless if client does or does not have

doesn’t have Health Insurance:

HUD Verification: Health Insurance for 10/18/2011

: Click HUD Verification (black arrow).
Per Health Insurance Type, the current records for Health Insurance as of 10/18/2011 are displayed below. Any previous
0 records for Health Insurance not overlapping as of this date are not displayed. In the event that multiple records exist
per Health Insurance Type as of 10/18/2011, records containing "Yes" values will be displayed and take precedence for
reporting purposes.

$elect tlhe Covered? valrue for all L_%
recorda " et Insurzn<e VP C para ot Collected Select Yes for each Health Insurance Type client is currently
'® Incomplete .. .
receiving, otherwise select No.
Covered?
Health Ii q } .
S ——tpe Yes No DataNot * Incomplete Once Yes or No has been selected for each type, click Save.
MEDICAID .
MEDICARE O
State Children's Health Insurance Program O
Veteran's Administration (VA) Medical Services O
Employer - Provided Health Insurance O
Health Insurance obtained through COBRA O
Private Pay Health Insurance O
State Health Insurance for Adults O
Indian Health Services Program O Edit Recordset - (25) Doe, John B
Other O
Save ‘ Save & Exit f Exit ‘ Health Insurance 3
N q -~
If Yes, click on the pencil icon to enter more detail and Edit Start Date Hlos J/fes /2017 1230 256
Record Set pop-up will appear. For Start Date, enter date e | o
. . . . .. (If Yes to Other) Specify
client obtained insurance; if this is not known, use the o,
client’s entry date. You can enter to specify the ‘If Other’ ‘ &
option (red arrow) as well as entering HOPWA information y
if applicable. HOPWA question are only required for projects Covered? I [no e
funded by HOPWA. Click Save & Exit. (HOPWA) If Private Pay
Insurance, Specify
G
The HUD Verification will change to indicating that there #
. .. (HOPWA) If No, Reason I v
is no missing data T ] -Select- G
End Date / / )1',3 e

Print Recordset Save Cancel
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HUD Verification Process-Health Insurance

If the client already has health insurance data entered into HMIS, verify the data is correct by answering the Covered by Health

HUD Verification |/
Insurance question and by clicking erttication u . After clicking on HUD Verification, click the pencil icon (red arrow) if

changes need to be made to any types of health insurance. If there was a change to the client’s health insurance, enter an end date one
day prior to the start date of the client’s current health insurance status.

For example, if the client previously had no health insurance but obtained MEDICARE as of 6/8/18, enter an end date of 6/7/18 for the
pertinent recordset (blue arrow). Then click Save.

HUD Verification: Health Insurance for 06/08/2018 l_

Per Health Insurance Type, the current records for Health Insurance as of 05/08/2018 are displayed below. Any previous

0 records for Health Insurance not overlapping as of this date are not displayed. In the event that multiple records exist |:
per Health Insurance Type as of 06/08/2018, records containing "Yes" values will be displayed and take precedence for

reporting purposes.

Covered? |:
Health Insurance Type Data Not
Yes Mo Collected Incomplete

" MEDICAID Fviou.sl Next | Last |
/" | MEDICARE

“ | state Children's Health Insurance Program -

= HUD Verification |74

Edit Recordset - (3) test, george

l! Date

Health Insurance u ﬂ

Start Date * Ilos /o1 Jr[2017 |58 &c
Health Insurance Type I MEDICARE

(If Yes to Other) Specify
Source

[
[
éc E . |E\,iou5| Next | Last |

Covered? I Mo Y| G
If the date of the change to the client’s

(HOPWA) If Private Pay

Insurance, Specify . insurance is not known, use the date on
which the interim (e.g. annual assessment)
= or exit assessment is being completed as the
(nt"tc’z:f::relg No, Reason oot vlc start date for the client’s current insurance.

End Date - I [os |s[o7 |/z018 | & A<

Print Recordset Save Cancel
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HUD Verification Process-Health Insurance-Continued

After clicking save, you will notice that the marking will change from Yes, No, or Data Not Collected to Incomplete (red) and the HUD
Verification icon will change from green check mark to a red triangle (red). l

Covered?

Health Insurance Type Data Mot

Yes No Collected
’ HUD Verification g&
MEDICAID

Incomplete |

Date
MEDICARE .

State Children's Health Insurance Program

Veteran's Administration {(VA) Medical Services

Eromlorime  Pemsoded e oldth Tecoimamm-

Change the Covered? (blue) response to Yes or No depending on the change of the client’s Health Insurance Type. Click Save.

Edit Recordset - (14133) test2, test =z

If Yes, click on the pencil icon to enter more detail on the
Health Insurance Type and Edit Record Set pop-up will

Start Date* Do o /fors | A _ appear. Here, you can enter to specify source of ‘Other’
option (green arrow) as well as entering HOPWA related

Health Insurance q

Health Insurance Type I |MEDICARE v |G
(If Yes to Other) Specify information lf applicable.
Source . . . )
s For the example client, you will enter the client’s new
P MEDICARE information (black arrow). Then click Save &
Covered? I Yes TG EXit
(HOPWA) If Private Pay ’
I , Specify g . . " A . . . .
e e G The HUD Verification will change to indicating that there is
P no missing data.
(HOPWA) If No, Reason Salect- vle
not covered
End Date Nt B B If the date of the change to the client’s insurance is not known,
, use the date on which the interim (e.g. annual assessment) or
Print Recordset Save ‘ Save and Add Another Cancel

exit assessment is being completed as the start date for the

client’s current insurance.




Standard Intake

Section & Disability

Does the client have *

a disabling condition? ~Select-

-

_ Disabilities

HUD Verification gk

MOSBE Adding New Clients Workflow

Does the client have a disabling conditi@n
(blue arrow):

Disability Type* Disability determination Start Date*

Add

HUD Verification: Disabilities for 07/23/2015

Per Disability Type, the current records for Disabilities as of 07/23/2015 are displayed below. Any previous records for
0 Disabilities not overlapping as of this date are not displayed. In the event that multiple records exist per Disability Type
as of 07/23/2015, records containing "Yes" values will be displayed and take precedence for reporting purposes.

No (HUD
Client doesn't know (HUD)
Client refused (HUD)

Data not collected (HUD
@ Incomplete

Select the Disability determination
value for all incomplete Disability
Type records

Disability determination

Disability Type Client Client Data not
Yes (HUD) No (HUD) doesn't refused collected Incomplete
know (HUD) (HUD) (HUD)

Alcohol Abuse (HUD) °
Both Alcohol and Drug Abuse o
(HUD)

Chronic Health Condition (HUD) °
Developmental (HUD) .
Drug Abuse (HUD) .
HIV/AIDS (HUD) .
Mental Health Problem (HUD) .
Physical (HUD) .

Save Save & Exit Exit

End Date

Regardless if client has or does not have
Disability Type clickHUD Verification
(black arrow)

Select Yes, No, Client Doesn’t Know or Client Refused for each
disability type client self-reports.

If select Yes: a pop-up window appears. Select best match for
each question. For Start Date, enter date client’s disability began;
if this is not known, use the client’s entry date. Click Save.

Once each Disability Type has been answered: click Save & Exit.

HUD Verification changes to

If a pop-up window appears: it will let you know if there are any data elements
missing answers. Provide answers for those data elements, then click Save.

HUD Verification d

Finished entering Intake data?
* (lient single? Click Save & Exit.
* (Clientin a Household? Click Save.
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HUD Verification Process- Disabilities

If the client already has disability data entered into HMIS, verify the income is correct by answering the Does the client have a disabling

condition question and clicking on

HUD Verification d

. After clicking on HUD Verification, click on the pencil icon (red arrow) if

changes need to be made to any type of disability data. If there has been a change regarding a client’s disability, enter an end date one
day prior to the start date of the client’s current disability data.

For example, if the client previously did not have any disabilities and then Alcohol Abuse was indicated 6/8/18, enter an end date of
6/7/2018 for the Alcohol Abuse “No” recordset (blue arrow). Then click Save.

HUD Verification: Disabilities for 06/08/2018

I HUD Vermcation U

Disability Type

‘ " slcohol Abuse (HUD)

¥es (HUD) No (HUD)

.

Both Alcohol and Drug Abuse
(HUD)

Chronic Health Condition
(HUD)

"y

Developmental (HUD)

.

Disability determination

Client Client
doesn't refused

know (HUD) (HUD)

Edit Recordset - (3) test, george

Disabilities

Disability Type I Alcohol Abuse (HUD)
Disability determination I Mo (HUD)

If Yes, Expected to be of
long-continued and
indefinite duration and
substantially impairs
ability to live
independenthy

No (HUD)

Start Date * 0 [os |/[12 |/[z017 |58 &

MNote on Disability

Above condition is going
to be long term? -Select- v |G
(Retired)

End Date 0l jos |fo7 |/[2018 |5 & c

Print Recordset | Save

| Cancel |

Per Disability Type, the current records for Disabilities as of 06/08/2018 are displayed below. Any previous records for
0 Disabilities not overlapping as of this date are not displayed. In the event that multiple records exist per Disability Type
as of 06/08/2018, records containing "Yes" values will be displayed and take precedence for reporting purposes.

Data not
collected
(HUD)

T

|d Date

Incomplete

Euious Mext Last

HUD Verification | J4

-
= Euious Mext Last

If the date of the change to the disability
status is not known, use the date on which
the interim (e.g. annual assessment) or exit
assessment is being completed as the start
date for the client’s current disability status.
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HUD Verification Process- Disabilities - Continued

After clicking save, you will notice that the marking will change from Yes (HUD), No (HUD), Client doesn't know (HUD), Client refused
(HUD), or Data not collected (HUD) to Incomplete (red arrow) and the HUD Verification icon will change from green check mark to a

red triangle (red).

HUD Verification: Disabilities for 06/08/2018 |_
Per Disability Type, the current records for Disabilities as of 06/08/2018 are displayed below. Any previous records for
0 Dizabilities not overlapping as of this date are not displayed. In the event that multiple records exist per Disability Type r
as of 06/08/2018, records containing "Yes” values will be displayed and take precedence for reporting purposes.
No (HUD)
Select the Disability determination Client deesn't know (HUD) =
value for all incomplete Disability Client refused (HUD), | Prevmu.5| MNext | Last |
Type records Data not collected (HUD) I
® Incomplete HUD Verification 4k _
Disability determination I-
Disability Type Client Client Data mot
Yes (HUD) No (HUD) doesn't refused collected Incomplete [
know (HUD) (HUD) (HUD)
Alcghol Abuse (HUD) O
# | Both Alcohol and Drug Abuse
(HUD)
# | Chronic Health Condition | previgu,s| Mext | Last |
(HUD)

Select the Disability determination selection to from Yes (HUD), No (HUD), Client doesn't know (HUD), Client refused (HUD), or Data not
collected (HUD) depending what change of disability the client has (blue).
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Add Recordset &

Add Recordset pop up window will appear if selected
Disabilities Yes(HUD).

Answer the questions by selecting the answers from the drop
down options.

Disability Type Alcohol Abuse (HUD)
Disability determination Yes (HUD)

If Yes, Expected to be of For the example client, the start state is 6/8/18.
long-continued and

indefinite duration and Gelect |G Click Save.
zubstantially impairs
ability to live
independenthy
Start Date * 06 |/|08 |/|2018 |4 & d
Note on Disability The HU.D Yerlflcatlon will change to indicating that there
e is no missing data.
P
Above condibion is going
to I:u_: leng term? -Sglect- ¥ |G . N
(Retired) If the date of the change to the disability
End Date o B & status is not known, use the date on which

| c | the interim (e.g. annual assessment) or exit
ance assessment is being completed as the start
date for the client’s current disability status.

Save




Outreach/Date of Engagement

Most street outreach projects are expected to record every contact made with each client in the HMIS. A contact is defined as an
interaction between a worker and a client designed to engage the client. ie: activities such as a conversation between the street
outreach worker and the client about the client’s well-being or needs, an office visit to discuss their housing plan, or a referral to

another community service.

MOSBE Adding New Clients Workflow

For all meaningful contacts with Outreach, click Add (red arrow) then enter all information below and leave the End Date blank (blue

arrow).

Add

—)

Date of Contact
’ ’ ' 02/13/2018 12:00:00 PM

Start Date *
02/13/2018

Add Recordset - (4) testl, testl

Staying on Street, ES, or SH End Date
Yes

Showing 1-1 of 1

Outreach

m—)

Date of Contact

Start Date *

Staying on Street, ES, or
SH

End Date

Date of Engagement !

Enter Date of Engagement (green arrow)
The Date of Engagement should be entered into HMIS at the point when the client has been engaged by the shelter worker. This
date may be on or after the project entry date and must be on or prior to project exit.

/W A& v vl vl vle
02 |/|13 /2018 |4 &<
-Select- Y G
A D # e
Save | Save and Add Another Cancel
/ D e

If a client returns to the project at a later date, the previous date of
engagement does not apply to the new project stay. The data must be

reentered based on the situation during the new project stay. It is

possible that a case may be closed without the client becoming engaged

and thus null in that client

Finished entering Intake data?
* (lient single? Click Save & Exit.
* (Clientin a Household? Click Save.
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Domestic Violence Questions

If the answer to the first question (red arrow) is Yes, answer the following two questions. If the answer to the first question is No, do
not answer the following two questions.

Domestic violence

L]
{ | v
victim/ survivor l Yes (HUD) -

If yes for Domestic
violence victim/survivor, l From six to twelve months ago (HUD) ¥ |G
when experience occurred

If yes for Domestic
Violence Victim/Survivor, l No (HUD) TG
are you currently flaging?

Finished with the Intake process? Click Save & Exit.

To complete project intake for other household
members, click Save and follow directions below.



Standard Intake

Completing Project Entry for Household members

Entry Assessment

Select an Assessment

(2017) SB il s Projects (2017) -
t*:::l‘“v‘ & ESG Entry SO ES SH HUD CoC & ESG Exit (2017 '“”"“"}v“[\-’hnw(/(l!” HHS PATH Entry for SSO (2017)
(2017)

HHS PATH Exit (2017) HHS PATH Update (2017) Child Intake 2017

Household Members HUD CoC & ESG Entry All Other Projects (2017) SB Entry Date: 05/09/2017 01:41:07 PM Qn

e

—

_ (267376) Clieat, New
g Age 47
Vateran: Yes (HUD)
{267450) Chent. N
W e s
Veteran: No (WUD)
(267443) Cliant. Neaveo
Age 45
Vateran: No (HUD)

Client Location *

Relationship to Head *
of Household

Date of Birth *
Date of Birth Type *
Primary Race*
Secondary Race

Ethnicity *

| casoz v
[ self (head of household)

s NY Bs

[ Full DOB Reported (HUD)

/05 /1980
I American Indian or Alaska Native (HUD)
I American Indian or Alaska Native (HUD)

[ non-Hispanic/Non-Latino (HUD) ¥ | G

Then scroll down and complete:

* (Client’s Current/Most Recent
Address

¢ Disabilities
¢ Health Insurance

Click Save

MOSBE Adding New Clients Workflow

Note: Nouveau Client is a child
Click Child Intake 2017 ( )

Then switch to N

ClickSave.

Child Intake is much shorter than the Adult Intake.

ouveau Client (black arrow)

SCz - Child

Entry Date: 10/08/2014 04:08:56 PM r\.

Relationship to
Head of Household

* | Head of household's child

c

Enter data in:

O

Relationship select best match. In this
example :

Head of Household’s child

Cliant's Current/Most Recent PERMANENT Residance

Permanent Street Address

Add

pisabilities

Permanent City

Start Date*

End Date

HuD verification |74

Disability Type*

Physical (HUD)

Mental Health Problem (HUD)
Developmental (HUD)

Soth Alzohol and Drug Abuse
(HUD)

HIW/AIDS (HUD)

Add

Cowvered by Health *

I ves (Hum

Start Date*
10/08/2014
10/08/2014
10/08/2014
10/08/2014

10/08/2014

End Date

Showing 1-5 of 8 First

Frevious | Next Last

Insurance Program

-G
Insurance
Health Insurance HuD verification |4
Start Date * Health Insurance Tvpe Covered? End Date
~" @ 1or0s/2014 MEDICAID No.
~" @ 1oros/2014 MEDICARE Ne
° @ 10r08/2014 State Children's Health .




Standard Intake

Completing Project Entry for Household members

MOSBE Adding New Clients Workflow

Select an Assessment

VA SSVF Entry for HP and RRH
(2017

HUD CoC & ESG Entry SO ES SH

VA SSVF Exit (2017)

HUD CoC & ESG Exit (2017)

VA SSVF Update (2017)

HUD CoC & ESG Entry All Other Projects (2017) SB

HIID CoC & ESG Update (2017)

HUD CoC & ESG Entry All Other |

Projects (2017)

HHS PATH Entry for SSO (2017)

Entry Date: 05/09/2017 01:41:07 PM M

(2017
, Household Members |
‘  (267276) Cleat, New

VT

| Vateran: Yes (HUD)

Veteran: No (WUD)
(267443) Cliant. Neaveo
Age 45

Vazeran: No (KUD)

Client Location™*

Relationship to Head *

of Household

Date of Birth*

Date of Birth Type *
Primary Race*
Secondary Race

Ethnicity *

lcas0z vla
I Self (head of household)

Y &e

|l [Full DOB Reported (HUD)

B o4 /o5 |t[1se0

I American Indian or Alaska Native (HUD)
[l [American Indian or Alaska Native (HUD)

J| [ won-Hispanic/Nen-Latino (HUD) ¥ | &

Note: Nuevo Client is an
adult

Click HUD CoC & ESG
Entry All other Projects
or HUD CoC & ESG Entry
SO ES SH (2017) (red
arrow) depending on your
program...

Complete the Intake (how
to complete the Intake for
an adult starts on page 14).

Follow the above steps (for either an Adult or for a Child) until Intakes have been completed for all household members.
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Services

Click Multiple Services (blue arrow) to add one or more service transactions. Service transaction(s) can be added to a single client or
to the household.

Adding only one (1) service transaction? Click Add Service. This allows you to enter more information about the service
transaction.

Services

Start Date End Date Provider

_Add Service | Add Multiple No matches.
Services

See next page on how to enter a service transaction.
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Service Transactions

Clicking Multiple Services takes you to the client’s Service Transactions page.

Client - (267376) Client, New

' (267376) Cient. New

Rak ofl None

Client Information

¥  Household Members

) To include Household members for these Services, click th

] (55790) Two Parent Family -

(267376) Client, New
[)(267450) Client, Nouveau
[)(267449) Client, Nuevo

Multiple Services

& Be sure to select the correct Provider before entering data in the Service List below. If you (
that is currently in the Servi

v

Service Provider* | MOSBE CCCIL Entitlemant ESG 2018-2019 HP (3551]&

Service List

Number of * 1
Services

Start Date* 10/13/2014 HY 48 +:16 ,:58 L AM l

End Date 10/13/2014 B A8 +:16 v :58 y AM

Service Type* -Select- v -

Screenshot is the top portion of Service
Transactions.

Client in a household?

Want to assign the service transaction
to thehousehold?

Click box for family (blue arrow)

Service Provider: Defaults to the provider
you are in (black arrow). Change to
another provider if necessary.

Start Date/End Datedefaults to today’s
date (red arrow). Change if necessary.

Service Type:select best match(green
arrow)



Service Transactions

MOSBE Adding New Clients Workflow

Clicking Multiple Services takes you to the client’s Service Transactions page.

Service Costs
Number of Units _
Unit Type -Select-
Cost per Unit $

Total Cost of Units

Apply Funds for Service

Funding Sources

Source

Add Funding Source I -

Need Information

Need Status* Identified —

Qutcome of Need -Select- -
If Need is Not Met, -Select-
Reason —L.= L

If Need is Not Met, Reason: select best match

Add Another | Remove All Clear All

4

L - Save & Exit Cancel

data complete.

Screenshot is the bottom portion of Service Transactions.

Service Costs (red arrow)
Skip this section. No MOSBE Agency/Provider collecting
Service Costs (i.e. the amount of time spend providing a
service)

Funding Source: click Add Funding Source (black arrow) if
your Agency/Provider tracks the funding source paying for
the service.

Needs Information (red arrow)

Able to meet Need (that is, service was provided)?
Need Status: select Closed
Outcome of Need: select Fully Met

Not able to meet Need?
Need Status: Closed
Outcome of Need: Not Met

Screenshot of bottom of page.

Click Add Another (orange arrow) to add another service
transaction. Click Save & Exit (purple arrow) when finished
adding service transaction(s).

Congratulations! Entry of Intake and Service Transaction



MOSBE Adding New Clients Workflow

Additional Assistance

For any additional technical assistance contact your Agency Admin.

OR send a Tech Support at: = https://www.chspmontereycounty.org/hmis/help-desk-request/

®

Tech Support


https://ctagroup.org/santa-barbara-hmis
https://ctagroup.org/santa-barbara-hmis

