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Search the System for a Client

Begin by logging into the system. Before searching for a client, Please make sure you are clicking on “Enter Data
As” below your name in the top right hand corner. This will pop up a provider search screen allowing you to
choose which Project you will be entering the Client into. Your project will now show in the top right.

Albus Dumbledore {3} Albus Dumbledore {}
Case Manager Il Case Manager Il

Mode: & Enter Data As ‘ Mode: % Enter Data As SCHC Street Outreach ...

7

You can now click on ClientPoint in the navigation tabs to the left of the screen. Selecting ClientPoint will bring
up the Client Search screen. You will want to make sure to thoroughly search the system for the client you are
looking for. HMIS contains MANY client records and inadequate searching can result in duplicate client records.
These duplicate client records can cause lots of confusion and frustration. The HMIS staff requires at least two
(2) searches; one by Last Name and one by Social Security Number. Remember that you can find clients without
a full name. (l.E. Potter will show up if you only search for Pott.)

~ NorCal HMIS

HMIS Lead (Shasta County)
Janwary 11, 2018

F Last Viewed Favoriles Client Search
Home
R 0 Flease Search the System before adding a New Client.
i First tiddle ast SaHis
HesourceFoint . e |
b Reports
| ~
kgl Name Data Quality | -Select
Logout Alias L
Social Security Humbor ]
Secial Security Number Data Quality | -selact- ~
U.S, Military Veteran? [-select- ~]
4 Exact Match
Search ACTIVE Cllents
Search INACTIVE / DELETED Clients
Search ALL Clients

Swarch - Clear Add Anomymous Chont |

Clicking the search button will provide a list of client results. If the client is already in the system, you can enter
the client’s record by clicking on the name of the client or by clicking on the pencil icon.

Client Results

D Name & Social Security Number Date of Birth Alias Gender Banned ::Ig;]rftehom

30 Potter, Harry 777-98-9800 07/31/1980 The boy who lived Male 1
Showing 1-1 of 1

AFTER you have done a thorough search for the client record, and the client does not exist in the system, you

have the ability to “Add New Client with this Information” to the system. Adding a new client will create a brand
new client record in the system and should only be done after all search options have been exhausted.
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After entering the client record, you will start on the Client Profile tab. On this tab, you can enter PI,
Demographics and Contact Information. You will also find sections to enter Client Notes, File Attachments, and
Incidents.

Client Notes

Full

Provider Note Date Note Preview
Note

Add New Client Note Print No matches.

File Attachments
Date Added ¥ Name Description Type Provider Added From
| Add New File Attachment No matches.
Incidents
Start Date  EndDate  Incident nadent provider Ban Site Staff
| Add New Incident No matches.

Create/Update Household (if applicable)

Households should exist for any group of persons (two or more people) that identify as a household. (If the
client is a Single Adult, you are not required to create Household.) Begin by clicking on the Household tab. If
you are working with an existing client in the system, this tab will show you any current household information
regarding the client. If a household already exists, you can view/add additional household members by clicking
on the “Manage Household” button.

Client Informatlon rvice Transactions 3

Households 101 try / Exit Case Manogers Case Pla Assessme .

* (105) Other

Head of  Relationship to Jained Previous Household

[— b Head Count
(30) Palter, Harry 7T Yes Solf 04/16/2018 0 1
(32) weasley, Ren No Other non-relative  04/01/2018 0 1

. Manage Household

If no household exists, you can create a new household by clicking on the “Start New Household” button. Make
sure that new households are created only if no other households exist.

Search Existing Households Start Mew Household

You can then pick the “Household Type” from the drop down menu. You will need to the search the system for
Household members before you can add a new client to the system. When you are finished adding/finding all
the Household members, click on the “Continue” button to move on to the Household Information Screen. You
can specify who the Head of Household is on this screen and show the Relationships to the Head of Household.
You can also click on the “Add/Delete Household Members” button to change the people associated with this
household. You can also edit/update certain Client Record data from this screen. When you are finished, click
“Save & Exit” to finish the Household.
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F 4
Household Information - (105) Other &
¥ (105) Other , | save save & Exit || Exit |
Household Type* | Other v
Income US$500.00
Client Count 2
Household Members
Head of Relationship to Head < 5 Previous Household
Pamie o Household of Household Hofmed Houcalmld Associations Count
e (30) Potter, Harry 37 |Yes Vl |Self Vlff 2018 ) ?‘; 0 N 1
@ (32) Weasley, Ron [no  v| |other non-relative Vl!/ 2018 |4 &5 0 4 1
; Add/Delete Household Members ] \ | Household History Report ]

Document the Release of Information (ROI)

It is vital that you have the client sign the Release of Information before entering any personal identifying
information about that client into the system. If the client refuses to sign the release of information, please
contact the system administrator before continuing with data input. If a client already has a ROI for your
agency, please ensure that it is current and not out of date.

Begin by clicking on the “ROI” tab. Click on “Add Release of Information”. This is where you will complete the
information about the release of information.

Begin by checking the box next to any additional household members that you would like to include in this
release of information. Typically the Head of Household will sign the ROI for the entire Household. By checking
the box for the entire Household, you will add the ROl information to each individual Client Record.

Provider — Defaults to the Project you selected for “Enter Data As.” Unless your ROl is specifically for the
project, you will want to change this to “Your Provider (Agency).” The HMIS Release of Information is good for
the entire agency, regardless of what project the client is receiving services from.

Start Date — Select the date that the ROI was signed.

End Date — Set the End Date for three years from the start date.

Documentation — Select “Signed Statement from Client.” (In some circumstances, this could be another type of
documentation. Please check with your supervisor or HMIS administrator as needed.)

Witness — Type in the person that signed as the witness on the hard copy of the ROI. (This could also be you.)

Release of Information Data

Provider*

Release Granted *

Shasta Community Health
Center (Agency) (10)

| Search My Provider |! Clear |

Yes e

Start Date * [10 /[o1 J/[z017 | )y 2
End Date* [0 /for Jr B9 %)

Documentation

Witness

|Signed Statement from Client

s

|Witness Name HERE

Save Release of Information ‘ | Cancel
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Once you save the Release of Information you will see a binder clip icon ( q ) listed to the right of the end
date. You are encouraged to scan and upload the ROI form directly to the client record by clicking on the binder

clip icon and attaching the file for the Release of Information.

Release of Information

Provider Permission Start Date End Date

4 w Shasta Community Health Center (Agency) Yes 10/01/2017 10/01/2018 [
| add Release of Information | Showing 1-1 of 1 ’

Assign a Case Manager

Next, we need to assign a case manager. Begin by clicking on the “Case Managers” tab located on the
navigation tab at the top of the client record. Click on the “Add Case Manger” button.

Client - {30) Potter, Harry

W (30} Potter, Marry
Release ~|| submie

ase ol mation: Nane Switch go another Household Member
Client Information Bervice actions

Case Managers

Case Managers

Name Provider Phone Number Start Date End Date

Add Case Hana.;;er | Mo matches.

it

This will bring up a new window that allows you to assign a case manager to this client or members from the
Household. Selecting “ServicePoint User” will allow you to select a case manager from your agency. Selecting
“Me” will populate your information into the fields. Selecting “Other” will create text fields where you can type
in a case manager’s name that does not have access to HMIS. (If selecting another ServicePoint User from your
Agency, you will need to change the “Select User” drop-down menu from your “Enter Data As” project to “Your
Provider (Agency).” This will allow you to choose from the case managers at that Agency.)

Start Date — Select the start date the case manager begins working with the client.

End Date — Keep this open until case management services have ended. Once a case manager no longer works
with a client, enter the date the case manager stops services.
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Case Manager

Case Manager - (30) Potter, Harry

»  Household Members

Type*

Select User*

Name*

Title

Phone Number
Email Address
Provider*
Start Date *

End Date

® ServicePoint User (O Me ) Other

|Shasta Community Health Center (Agency) (10)

[ Albus Dumbledore (39) V| ~

!Albus Dumbledore

IHea dmaster

|530-245-6437

!shemandez@co.shasta.ca.us

|Shasta Community Health Center (Agency) (10)

o1 /e os 1559 2
O a9

| Add Case Manager

|| Cancel

Enter Intake Form Information via Entry in a Project

You will first click on the Entry/Exit Tab located in the navigation tabs near the top of the client record. You will
then click on the “Add Entry / Exit” button.

Client - (30) Potter, Harry ‘ﬂ
(30) Potter, Harry
Release of Information: None ~Switch to Another Household Member- V][ submit |
Client Information Service Tr a'\sap
Summary Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments
e ———
0 Reminder: Household members must be established on Households tab before creating Entry / Exits
Entry / Exit
Program Type Project Start Date Exit Date Co.['ﬁ::
< e
r—r—

This new pop up window allows you to select several options:
Household Members — If the Client is a member of a Household, you can select any additional household
members that you want to include in this entry.
Provider — Select the project that the client is entering into. (Remember to select the specific PROJECT that the
client is entering rather than your AGENCY).
Type — From the “Type” drop down menu, select the type of Project. (Most projects are under the “HUD”
option. If you select the wrong type by mistake, you can correct it on the next screen.
Project Start Date — This will default to the current date and time. (If your Intake form was from a previous
date, you should enter the intake date here.)
Once completed, please click on the “Save & Continue” button. This will take you to the Entry/Exit Date

window.
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Project Start Data - (30) Potter, Harry

Household Members

o To include Household members for this Entry / Exit, click the box beside each name. Only
members from the SAME Household may be selected.

[ (105) Other
7/(30) Potter, Harry ’
[{32) Weasley, Ron

Project Start Data - (30) Potter, Harry

\ Provider* [SCHC Street Outreach (CM) (11) v|
) Type* [HUD v]
g Project start Date* [o1 |/[16 J/[2018 | Z)ay 712 v|:[00 v]:[00 w[pM V]

Save & Continue || Cancel

You can also select the members of the Household you are entering into this project. If your client is a single
person, you will not have an option. If your client has other household members, you can elect to add them to
the project as a household or not depending on the circumstance. (If you have Intake forms for the other
members of the household, it will be easier to enter them in at the same time.)

Household Members

This Client is not a member of any Households. ‘

Household Members

0 To include Household members for this Entry / Exit, click the box beside each name. Only
members from the SAME Household may be selected.

(105) Other 4
~ (30) Potter, Harl

[+l {321 Weasley, Ron

After you have chosen the Household Members, the Provider, the Type and the Project Start Date, you can

click on the “Save & Continue” button to open the “Entry/Exit Data” screen where you will be able to complete
the NorCal Advanced Entry (2020) Assessment.
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NorCal Advanced Entry (2020) Assessment

Please note that some information will be carried over from the Profile tab, but most questions will still need to
be answered for EACH client record. You will need to complete the information for each client record in the
ENTRY Assessment.

The top of the “Entry/Exit Data” screen will show you the members of the household you selected. (Just the
individual if a single client, or the household members if you selected them.)

Individual:

Household Members Associated with this Entry / Exit

Exit Follow

Name Head of Household Project Start Date Date Interims = Reason for Leaving Destination Notes
‘ﬂ ul\ (30) Potter, Harry / £ 01/16/2018 # q é_ B
£ L
| Include Additional Household Members | Showing 1-1 of 1
Household:
Household Members Associated with this Entry / Exit
Name Head of Household Project Start Date E)::e Interims Follt;w Reason for Leaving Destination Notes
‘ﬂ In (30) Potter, Harry /" 01/16/2018 4 £ =
1 1= 1 1 i
£l & (32) weasley, Ron No /" o1/16/2018 /7 2 =
: -
| Include Additional Household Members | Showing 1-2 of 2

The Entry Assessment section will default to the NorCal Advanced Entry (2020) assessment, but you'll notice
you can also enter information from the VI-SPDAT or VI-FSPDAT by selecting the assessment here.

Select an Assessment

VI-SPDAT 2.0 VI-FSPDAT 2.0 [ NorCal Advanced Entry (2017) ] !

Select an Assessment

=

[ VI-SPDAT 2.0 } VI-FSPDAT 2.0 NorCal Advanced Entry

(2017)
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The client that you are currently entering an intake form for shows in the Household Members column on the
left hand side (If this should be your Head of Household).

Individual:

Household Members NorCal Advanced Entry (2017) Entry Date: 01/16/2018 12:00:00 PM ﬂ
Lo ———
(30) Potter, Harry

Age: Unknown - -
. Veteran: Client deesn't know (HUD} Darspibuln l:lj l:lfl:l ?‘?‘la "P‘ L=

Date of Birth Type ‘ -Select- v| G
Gender ‘—Select— v G
Primary Race ‘*SEleCt* V| G
Secondary Race ‘—Select— V| G
Ethnicity | -Select- vle
Household:
Household Members NorCal Advanced Entry (2017) Entry Date: 01/16/2018 12:00:00 PM ﬂ

(30) Potter, Harry

Age: 37 2 o -
. \r:teemn: Mo {(HUD) BaleionBit I f; ;"30 ['a &

(32) Weasley, Ron Date of Birth Type Il [Full DOB Reported (HUD) v|e
| Age: Unknown
Veteran: Yes (HUD) Gender I | Male V|G
Primary Race Il [white (HUD) v|e
Secondary Race I |White (HUD) V| G
Ethnicity I |NDn—Hispanit;.-'Non-Latin0 (HUD) V| G
Household Members NorCal Advanced Entry (2017) Entry Date: 01/16/2018 12:00:00 PM ‘ﬂ
(30) Potter, Harry
| Age: 37 . = -
Date of Birth / / G
e (V18304
N __ (32) Weasley, Ron Date of Birth Type | -Select- V|G
Age: Unknown
Veteran: Yes (HUD) Gender | -Select- v G
Primary Race | -Select- V| G
Secondary Race | -Select- V| G
Ethnicity | -Select- v| G

By clicking on the different Household Members names in the left hand column, you can bring up their specific
Assessments in the system. In this way, you can fill out assessments for each individual family member from
one screen.

9|Page



The NorCal Advanced Entry (2020) Assessment questions will match those asked by your NorCal HMIS Intake

Form.

Nortal Advanced Entry (#017) .

Entry Date: 01/16/2018 12:00:00 PM ﬂ

-~

NorCal HMIS Intake Form —Head of Household

Date of Birth
Diate of Birth Type
Gender

Frimary Race
Secondary Race
Ethnicity

Relationship to Head of
Household

Docs the dient have a
disabling condition?

Zip Code of Last
Permanent Address

Client Location (Cat)
Curment County of Service

Residence Prior to Project
Entry

Length of Stay in Previcus
Place

Income from Any Source

Monthly Income

E = 93 Be

Selert VG

Select- V|G

-Select- V6
-Sefext-
-Salect-

“Selest- Vi

VG

HUD Verification g

Monthiy Amount

Source of Income

Add View Gross Income

Won-cash benefit from any [

sounce

Non-Cash Benefils

“Select- V&

HUD Verification g4

Source of Non-Cash Bensfit
Add

Start Date*

End Date

1. Intake Summary
Vonth Doy Vear Tntake St Name
Intske Date
Cas= Manager Staf Direct Phone Line
gency Neme Client Acknowledgement signed OvYes OMNo
Froorem Tame Release of Informtion (ROI) Signed OYes O
2. Household Information
O Cousle (oarent & friend) & child(ren) O Foster Parenifs) with child(ren) O Uther
Housshold | O Couple with no child{ren) O Grandparent(s) with child(ren) O Single Adukt
Type | O Extended family unit O Male Sinale Parent O Two Parenis with child(ren)
O Femdle Single Parent O Non-custodiel Caregiver(s) wichild(ren)
3. Client Information
First Middle ‘ Last Suffixc
=) ‘ Email Address
Address | Telephone
£ = 2
s O Yes
O Full Reported e RS
O Partial/Approx. Reported Veteran | o Cliant dossnt know
SSM D2 QualtY | 5 it dnesnt know (RS 00 | = Criomt refused
O _Client refused
Fonth Dy, Vear O Male O Female
Lo D Transgender male to female
g ?mjwm L E E:‘ﬁgmdsr female to male
DOB Data Quality - m"iﬂdu"s‘;{m’m& T Clienk doesn't know
O _dlient refused O Client refused
Pi Sec
O O American Indisn or Alasks Native
O DO Asian O NorrHispanic/Lating
Primary Race & | O O Black or African-American Ethnicity | C Hpanic/Latino
Secondary Race [ O O Native Hewaiian or Pacific Islander O Client dossnit know
O O Whie O Client refused
O O Clentdoesnt know
O O Client refused
O Seff {Head of Household) e
Relationship to [ 0 Hesd of Housshold's child ey Ot
Head of Housahold | 0 Hesd of Housshold's spouse or partner CDM'E it %
(MoH) | O Head of Housshold's obher relstion member ndition? = a.‘rtd“s' know
O Other (non-relation member) herd s
Zip Code of Last D CASI6 O cA523
Permanent Address O Del Nort= O Colusa
5 O Lassen O Glenn
Client Locatio S
g ;‘JLMIW —— (C‘D?)‘&Currul'; E m‘““m o ety
ERTE| o know Cmmdiciteemel o g,
O Client refused O Siema
O Siskiyou

Entry Form Sub-Assessments (HUD Verification)

There are four Sub-Assessments that you'll need to pay special attention to. They are Monthly Income, Non-
Cash Benefits, Health Insurance, and Disabilities. So far, when we have needed to add data to the client record
in the system, we have clicked on the “Add” button or the pencil icon. For the sub-assessments we will NOT
click on the “Add” button. Instead, we need to click on the HUD Verification text or the Warning icon on the
right hand side of the specific sub-assessment. This will allow us to access a screen with a much simpler way to
collect all the HUD required data.

HUD Verification g§

(*Note* Clicking on the “Add” button will only allow you to enter data for one specific type of Income, benefit,
etc. By using the HUD Verification you can ensure you are entering data for all possible sources of income,
benefits, etc.)
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<, Monthly Income ‘ HUD Verification ﬂ

Manthly Amount Source of Income

View Gross Income |

Mon-cash benefit from any

| -Select- V|G
source

<, Non-Cash Benefits ‘ HUD Verification A
Source of Non-Cash Benefit Start Date* End Date

Covered by Health elact- A

Insurance

Health Insurance N HUD Verification A
Date * Health Insurance Type Covered? End Date
<, Disabilities N HUD Verification ﬂ

ility Type

The pop up screen will allow you to easily select responses for all the recordable fields at once.

-
HUD Verification: Monthly Income for 01/16/2018

Per Source of Income, the current records for Monthly Income as of 01/16/2018 are displayed below. Any previous records
0 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 01/16/2018, records containing "Yes" values will be displayed and take precedence for reporting purposes.

Select the Receiving Income Source? k:)M
value for all incomplete Source of (0 Data Not Collected

Income records ® Incomplete

Receiving Income Source?

Source of Income s e ([:):Itlz (::; Fcampiste
Alimony or Other Spousal Support (HUD) @] @] O ® ’
Child Support (HUD) O O . O . ®
. Earned Income (HUD) . @] . @] . O . ®
.Genera! Assistance (HUD) . O . O . O . ®
Other (HUD) O O . O . ®
. Pension or retirement income from another job (HUD) . (&) . (@] . (®] .

Private Disability Insurance (HUD) Q & O ®
Retirement Income From Social Security (HUD) (@] O (@] O]
.ssm (HUD) . O . . @] . ®

SSI (HUD) O O . O . ®
TANF (HUD) . O . O . O . ®
. Unemployment Insurance (HUD) . O . O . O . ®

VA Non-Service Connected Disability Pension (HUD) o o . Q . ®
.\m Service Connected Disability Compensation (HUD) . (&) . (@] . (®] .

Worker's Compensation (HUD) Q & @] ®

Save | | Save & Exit ‘ | Exit
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By default, all sources of Income are “Incomplete.” You will need to select the appropriate response to each
type of income in order to proceed. If you miss one, you will get an error message when you go to save
informing you of the HUD requirement.

F . |

Exit Confirmation |

There are 15 Source of Income records that are incomplete as of
a 01/16/2018.

HUD requires that each Source of Income have a response.

Would you like to update these now?

Yes . No |

(*Note* Most clients will only have one or two sources of income. An easy way to change all records to “No” or
“Data Not Collected” is by clicking on the Quick Click options at the top of the form. This will change the radio
buttons all at once. You can individually select the specific records that would need a “Yes” response.)

Select the Receiving Income Source? &) No .
value for all incomplete Source of Data Mot Collected

Income records Olncomiplats

In the Monthly Income sub-assessment and the Disabilities sub-assessment, when you click on the “Yes” radio
button, a pop-up box will appear. This will allow you to enter specific information regarding that record. (For
Income, it will allow you to enter the “Monthly Amount” and any notation. For Disabilities, it will allow you to
record if the disability is long lasting or impairs the ability to live independently and any notation. For Non-Cash
Benefits and Health Insurance you’ll have to click on the pencil icon after saving the record to input specific
amounts or notation.)

Add Recordset 3|

Monthly Income

Monthly Amount 100 G

Source of Income SSI (HUD)

If Other, Please Specify

Receiving Income Source? Yes

Start Date oL Vs Voot 181 &
End Date L VLV 183 #e
Save | Canceul. ‘

When you have entered a response to each record, you can safely click on the “Save & Exit” button to save all
the responses for the specific sub-assessment.
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.
HUD Verification: Monthly Income for 01/16/2018

Per Source of Income, the current records for Monthly Income as of 01/16/2018 are displayed below. Any previous 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 01/16/2018, records containing "Yes" values will be displayed and take precedence for reporting purposes.

Select the Receiving Income Source?  ® Mo

value for all incomplete Source of
Income records

Source of Income

Alimony or Other Spousal Support (HUD)

Child Support (HUD)

Earned Income (HUD)

General Assistance (HUD)

Other (HUD)

Pension or retirement income from another job (HUD)
Private Disability Insurance (HUD)

Retirement Income From Social Security (HUD)

SSDI (HUD)

" 551 (HUD)

TANF (HUD)

Unemployment Insurance (HUD)

VA Mon-Service Connected Disability Pension (HUD)
VA Service Connected Disability Compensation (HUD)

Worker's Compensation (HUD)

Data Mot Collected
) Incomplete

Receiving Income Source?

Data Not

Yes No Collacted Incomplete

Q C L
®
®

( (O] ( (
O]
.;':.'}'.

L]
¢ .'\':.:;. 4 4

| Save || Save & Exit || Exit

When you return to the main assessment form, you will know if you have successfully responded to each
Recordset by the green checkmark next to HUD Verification. You will also see the records for each response in
the sub-assessment table.

Monthly Income

HUD Verification |4

'

ol el |y

Monthly Amount

Source of Income

Worker's Compensation (HUD)

N VA Non-Service Connected Disability Pension (HUD)

Unemployment Insurance (HUD)

VA Service Connected Disability Compensation {HUD)

TANF (HUD)

View Gross Income |

Showing 1-5 of 15

I First || Previous ” Next || Last |

You will need to make sure you enter data for each sub-assessment record completely and get a green
checkmark for each HUD Verification. “GREEN IS GOOD"” quality!

HUD Verification |4

13 |Page



. Monthly Income HUD Verification ﬂ ‘

Monthly Amount Source of Income
Worker's Compensation (HUD)

VA Non-Service Connected Disability Pension (HUD)

y 'i_' uUnemployment Insurance (HUD)
'ﬂ VA Service Connected Disability Compensation (HUD)

TANF (HUD)

Add || View Gross Income | Showing 1-5 of 15 ‘ First H Previous || Next || Last |

Non-cash benefit from any

o [ves (HUD) v|e

. Non-Cash Benefits HUD Verification g ‘

Source of Non-Cash Benefit Start Date * End Date
" @ TANF Transportation Services (HUD)  01/16/2018
y 4 ‘ Other TANF-Funded Services (HUD) 01/16/2018
" '@ oOther Source (HUD) 01/16/2018
* w4 Special Supplemental Nutrition
& ' Program for WIC (HUD) 01/16/3018
" ' TANF child care Services (HUD) 01/16/2018
| add Showing 1-5 of 6 First H Previous || Mext || Last |
Covered by Health |Ye5 (HUD) V|G
Insurance ’
. Health Insurance HUD Verification l"ﬂ
Start Date * Health Insurance Type Covered? End Date
#| &= State Health Insurance for
~ § 01/16/2018 i Mo
" | oi16/2018 Other No
y o ' 01/16/2018 Indian Health Services No
Program
4 ! 01/16/2018 Private Pay Health Insurance No
’ ' 01/16/2018 Employer - Provided Health No
Insurance
Add Showing 1-5 of 10 ‘ First H Previous || Mext || Last |
. Disabilities HUD Verification |74 ,
Disability Type

/" @ physical (HUD)

@
L BT S S PR T

Finishing the Intake Form

After thoroughly completing the sub-assessments according to the HUD requirements, you can finish entering
the data from your Intake form. There are a few questions specific to Domestic Violence and Coordinated Entry.

You will also see a sub-assessment for Optional Intake Questions. If you have collected this information from
the client, you can enter it here. (These questions are optional and this is notated on both the Intake form and
the NorCal Advanced Entry (2020) HMIS assessment this way. The information can be helpful, but it is not
required.)

(If you are entering multiple Intake forms for a Household, save you’re the Assessment for the current client and

then move onto the other Household members by clicking their name in the Household Members box on the
left. Complete until every Household member has been entered.)
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At the bottom of the Intake assessment, you will see a reminder to enter the VI-SPDAT form. If you have not
entered a VI-SPDAT for the client, please save your Intake assessment and input it at this time. You can select it
at the top of the assessment.

<, Optional Intake Questions .

Do you have a cell Do you have Do you have a valid ID

Ssta *
rt Date phone? transportation? card?

Housing Move-in Date I ;" f ?};O 28 G

4

l Please do not forget to fill out the VI-SPDAT form! Click on Save and then select it at the top of the assessment.

| Save || Save & Exit ” Exit |

Select an Assessment

[ VI-SPDAT 2.0 } VI-FSPDAT 2.0 Biurtiol Falvamend Eniny

(2017)
~

Entering a VI-SPDAT

After you have completed Intake form(s) for your client(s), you will need to enter the VI-SPDAT (or VI-FSPDAT for
families). Select VI-SPDAT 2.0 at the Entry Assessment section. Click on the “Add” button.

Entry Assessment

Select an Assessment

[ | VI-SPDAT 2.0 J VI-FSPDAT 2.0 4 NorcCal Advanced Entry

(2017)
~

Household Members VI-SPDAT 2.0 Entry Date: 01/16/2018 12:00:00 PM jﬂ

Veteran: No (HUD)
(32) Weasley, Ron

‘., VI-SPDAT v2.0

f o =
Age: 37 A. HISTORY OF
PRE- SOCIALIZATION D. GRAND
Veteran: Yes (HUD) Start Date * HOUSING AND B. RISKS
SURVEY oo & DAILY WELLNESS TOTAL

FUNCTIONS

! No matches.

15|Page



The VI-SPDAT v2.0 assessment will pop up on your screen. Please fill it out the form completely. There are four
main sections that will contribute to the score. Once you have completed the form, click on the “Calculate”
button at the bottom. Then click on the “Save” button.

PRE-SURVEY 1]
A. HISTORY OF HOUSING 2
AND HOMELESSMNESS

B. RISKS 2
C. SOCIALIZATION & 3

DAILY FUNCTIONS

D. WELLNESS

4 ,
11 Calculate

GRAND TOTAL

(8+) Recommendation: an assessment for Permanent

Supportive Housing/Housing First

| Save || Save and Add Another ||

Cancel |

&

After saving the VI-SPDAT score, you will be returned to the main “Entry/Exit Data” page. Now that you have
completely entered the Intake form and the VI-SPDAT form, you can click on the “Save & Exit” button. This will
return you to the “Entry / Exit” tab where you can see your entry.

Household Members

VI-SPDAT 2.0

Entry Date: 01/16/2018 12:00:00 PM jﬂ

Veteran: No (HUD)
(32) weasley, Ron
Age: 37

<, VI-SPDAT v2.0

A. HISTORY OF

{15
SOCIALIZATION D.

PRE- B. GRAND
Veteran: Yes (HUD *
Gy Starlfrate SURVEY :g:ﬁt‘:‘;s‘:‘l[és RISKS & DAILY WELLNESS TOTAL
FUNCTIONS
ol am
| @ o01/16/2018 0 2 2 3 11
\ Showing 1-1 of 1
| Save || Save & Exit H Exit
Client - (30) Polter, Harry Ft)
{30) Pulter, Harry
Release of Infarmation: None [“Switeh to Another 1 Member V|| Submit
Client Information Service 1 s ¥
Sumimany Client Frofile Households RUOT Entry / Exit Case Managers Casa Plans Assessments
0 Reminder: Household members must be established on Households tab before creating Entry [/ Exits
Entry / Exit
Program Type Project Start Date Exit Date Interims ":'n'::"-'"""‘f
W SCHE Street Outreach {CH) (1) - HUD o 01162018 7 iz = .8 |~
| addEntry st | Showing 1-1 of 1

16 |Page



Updates via Interim Review

Any update to a client’s basic information can be done via the “Client Profile” tab. The Interim and Follow Up
reviews should be used to update Monthly Income, Non-Cash Benefits, Health Insurance, Disabilities, and the
Housing Move-In Date. The difference in which review to use depends on your “Exit Date.” If your client is still
in a program, you would use the Interim review. After the client has exited the program, any updates must be
done via the Follow Up review.

To the right of the “Project State Date” and “Exit Date” you will see the column named “Interims.” Click on the
“Interim” icon next to the entry you wish to add an Update for.

Client - (30) Potter, Harry ‘a
{30} Patter, Harry
Rebease of Information: None -Switch to Another Household Member- ~i _ Submit |
client Information srvice Transactions
Entry / Exit
P ramindar: hold bare must be i an holds tab bafora creating Entry / Gxits
Entry [ Exit ~
Proqram Typa Project Start Date Fxit Date ["Mm‘ﬂlnswgzx
W SCHC Street Outreach (CM) (11) HUD #" oueiz01s ' i | o =

Add Entry [ Exit |

Showing 1-1 of 1

This will bring up the “Interim Reviews” pop up window. To add a new update, click on the “Add Interim
Review” button.

Interim Reviews

Interim Reviews Associated with this Entry / Exit

Review Date Review Type

Add Interim Review | No matches.

S

Client
Count

Exit

At the “Add Interim Review” window, select “Update” from the “Interim Review Type” drop down menu. Click

on the “Save

& Continue” button.
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Add Interim Review - (30) Potter, Harry

Household Members

o To include Household members associated with the Entry / Exit for this Interim Review, click the
box beside each name.

[[1 (105) Other

| (30) Potter, Harry (Entry Date: 01/16/2018 12:00 PM)

[¥1(32) Weasley, Ron (Entry Date: 01/16/2018 12:00 PM)

Interim Review Data

Entry / Exit Provider SCHC Street Qutreach (CM) (11)
Entry / Exit Type HUD
N Interim Review Type*
Review Date* [0a |/[o1 |/[2018 | Zfuy Zf 12 V]:[00 V¥]:[00 V[pm V]

Save & Continue | Cancel |

Under Household Members, you have the option to add this update to multiple clients. (Typically the update
will only be for the Head of Household.) Select “Update” from the “Interim Review Type” drop down menu. (If
the client has moved into housing, update the Interim Review date so that it reflects the same date the client
moved into housing.) Click “Save & Continue.”

This will bring up the NorCal Update (2020) Assessment. Scroll through the assessment and make any updates
as needed. You can make updates to any of the four sub-assessments Monthly Income, Non-Cash Benefits,
Health Insurance, or Disabilities. In addition you can update the questions on Domestic Violence and
Coordinated Entry. If the client has moved into housing, you will notate this by entering the “Housing Move-in
Date” at the very bottom of the Assessment.

Housing Move-in Date | |a"| |;"| | /_;‘,3 2;:_;(;

Clicking on the First, Previous, Next or Last buttons allows you to scroll through the records to find the specific
record you are updating. To update a record in one of the four sub-assessments, first find the specific record.
Click on the Pencil Icon on the left hand side of the record open the “Edit Recordset” window.
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NorCal Update (2017) Interim Review Date: 03/01/2018 12:00:00 PM ‘ﬁ

Income from Any Source I |‘|"es (HUD) V| G
<, Monthly Income HUD Verification "fﬂ
Monthly Amount Source of Income
/o Other (HUD)
4 i @ General Assistance (HUD)
il Child Support (HUD)
# i %-' Alimony or Other Spousal Support (HUD)
N /" ¥ us$100.00 SSI (HUD)

| Showing 11-15 of

15 | First || Previous || Next || Last|

| Add || View Gross Income

The “Edit Recordset” pop up screen will appear. It will show the information that was entered when the client
was entered into the Project. (This information would come from the HMIS Intake form.) We will need to
update the “End Date” to show that the client’s old income amount was valid from the Start Date to now.

Edit Recordset - (30) Potter, Harry
Monthly Income w i)
Monthly Amount I G
Source of Income I |SSI (HUD) v G

If Other, Please Specify

Receiving Income Source? || G
Start Date * lox J/[ze )/ Gy & e
EEE) end oate o3 [/ox V2ot |4 & e
|  printRecordset | | save || saveandAdd Another || cancel |

=y

In our example, the client has had an SSI income of $100 from 01/16/2018 until the update on 03/01/2018.

Click on the “Save and Add Another” button to save this record and start a new Income record from 03/01/2018.
The “Add Recordset” pop up box will now appear. You can enter in the new monthly amount here. You will
need to select the same “Source of Income” from the drop down menu. (In our example, the client’s SSI amount
is increasing to $400.) You will also need to update the “Receiving Income Source?” to Yes. The Start Date
should automatically filled in to the same date as your Update. Click on the “Save” button to update the record.
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Add Recordset - (30) Potter, Harry

Monthly Income

Monthly Amount m G
Source of Income |SSI (HUD) ’ V|G

If Other, Please Specify

Receiving Income Source? |Yes v G
) start Date /o Ve 5D &
End Date LV 180 &«

| Save H Save and Add Another || Cancel |

~

The NorCal Update (2020) Assessment will now reflect the history with both the old record and the new record.
You will have to scroll through the various records, but you will be able to see separate records for the two
different Income amounts. One for the amount (with the date range of 01/16/2018 to 03/01/2018) and a new
record for the new amount going forward (for the date range 03/01/2018 forward).

NorcCal Update (2017) Interim Review Date: 03/01/2018 12:00:00 PM ‘ﬂ
Income from Any Source I ‘Yes (HUD) V‘ G
<, Monthly Income HUD Verification Lﬂ
NorCal Update (2017) Interim Review Date: 03/01/2018 12:00:00 PM ﬂ
Monthly Amount Source of Income
" @ |uss400.00 SSI (HUD)
S Income from Any Source I ‘Yes (HUD) VlG
FaL | Worker's Compensation {(HUD)
7 i VA Non-Service Connected Disability Pension (HUD) <, Monthly Income HUD Verification ﬂ
s = |
| Unemployment Insurance (HUD) Monthly Amount Source of Income
AR | VA Service Connected Disability Compensation (HUD) /" '@ |us$100.00 SSI (HUD)

‘ Add H View Gross Income ‘ IR 175;’; ‘ First “ Previous ” Next || Last‘

Add H View Gross Income | Shoving 16_1610; First || Previous Next | Last

Click on “Save & Exit” at the bottom of the screen. This will take you back to the “Interim Reviews” pop up
window. You can now see the record of the Update you just made.

Interim Reviews ®

Interim Reviews Associated with this Entry / Exit

Review Date Review Type g:;ﬁ:'_.:
/" @ o3/01/2018  Update o

| Add Interim Review Showing 1-1 of 1

Exit
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Click on the “Exit button” to return to the Entry / Exit tab. You will see a “1” has been added to the Interim icon.
This number corresponds to the number of updates added in the system.

Exit Date et Follow Client
Ups Count

; N E ElSl&

Adding a Follow Up Review

Adding a Follow Up Review is exactly the same as adding an Interim Review. The only major difference is that
the Interim Review Date must be between the “Project Start Date” and “Exit Date” while the Follow Up Review

has to be dated after the “Exit Date.”

Exit Date Interme Follow Client
’ Ups Count

* =

4/ | 04/02/2018 1“ £:; o &

After clicking on the Follow Ups icon, the “Follow Up Reviews” pop screen will appear. Click on the “Add Follow

up Review” button.

-

.

Follow Up Reviews

Follow Up Reviews Associated with this Entry / Exit

c - Client
Review Date Review Type Conmnik

Add Follow Up ’
Review No matches.

| Exit

From the Add Follow Up Review pop up screen, select Update as your Review Type. (Note that the project Exit
Date is displayed in the Household Members section.) Click on the “Save & Continue” button.
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-
Add Follow Up Review - (30) Potter, Harry

Household Members

o To include H hold r bers associated with the Entry / Exit for this Follow Up Review, click
the box beside each name.

[] (105) Other
+|{30) Potter, Harry (Exit Date: 04/02/2018 12:00 PM) ’

[J{22) Weasley, Ron (Exit Date: 04/02/2018 12:00 PM)

Follow Up Review Data

Entry / Exit Provider SCHC Street Outreach (CM) (11)
Entry / Exit Type HUD
N Follow Up Review Type*
Review Date * [06 |/[o1 |/[2018 | Zjey 512 V|:[00 v|:[00 v[PM V]

~

Save & Continue || Cancel |

You will now be able to update any information in the Monthly Income, Non-Cash Benefits, Health Insurance, or
Disabilities sub-assessments. This is the same process as the Interim Review.

After you have made all your updates, click on “Save & Exit” at the bottom of the screen. This will take you back
to the “Follow Up Reviews” pop up window. You will see the Follow Up update you just added.

r |

Follow Up Reviews =a

Follow Up Reviews Associated with this Entry / Exit

Review Date Review Type g:;ﬁ::

—
/@ o6/01/2018  update ’ )

AddRFol!ow Up Showing 1-1 of 1
eview
Exit
: . Follow Client
Exit Date Intw Ups Count
r et = ¥
/| 04/02/2018 ‘D 0 .0 =
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Document Services Provided

If you provide the client with a service, you will need to make sure that you document this service in the HMIS
system. Start by clicking on the Service Transactions tab located right behind the Entry / Exit tab. You will now
be at the Service Transaction Dashboard. To add a service, you will want to want to click on the “Add Service”
box. (Note: When you add a Service, the system will automatically add a Need to correspond the Service you

are adding.)
Client - (30) Potter, Harry &
W (30) Potter, Harry
Release of Information: Nome Switch to Ancther Household Member- hed Submit
lent Tnformation Service Transactions
Service Transaction Dashboard
o o] 2 5+

N

Once on the “Add Service” screen, you will need to select any household members that you want to include in
the service (if applicable). You will then fill in information about the service you are providing:

Service Provider — This defaults to your “Enter Data As” project. You can change this to a different
project/program depending who is providing the service.

Creating User — This defaults to your name.

Start Date — Defaults to today’s date.

End Date — Select the date the service ends. Usually this is the same date as the start date.

Service Type — Select a service from the picklist values available. If you do not see the service from the picklist,
please contact your HMIS Administrator to have it added for your Project.

Provider Specific Service — Leave blank

Add Service

* Household Members

0 To include Household members for this Service, click the box beside each name. Only members from the SAME Household may be selected.

{105) Other

¥ [30) Potter, Harry (Primary Client)

(321 Weasley, Ron
Service Provider® | SCHC Steeet Outreach (CM) (1] v
Creating User Albus Dumbledore
start Date * o1 /16 Jrfzoe ] 43 422 |00 v]:[oo v]em v
End Date o1 |/16 |/[2018 |33 &2 v: 00 o0 ~[pm ]
Servica Type * Magic Shows [TA-1850.5000) ~| | Look up

Provider Specfic

e
o -Select- v

N

Once complete, click on the “Save & Continue” button in the lower right hand area of the screen. This will take
you to the Edit Service screen where you can notate specific information about the service.

Save & Continue Cancel
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There are several areas you will want to review. First is the space for “Service Notes” where you can notate
specific information about this service. Second, there is a “Service Costs” section where you can track the cost
associated for the service. Third, there is section called “Apply Funds for Service” where you can add a specific
funding source that covered the cost of the service.

: '|Service Costs \ .
Apply Funds for Service
Mumber of Units

Unit Type Funding Sources
Cost per Unit $ Source
Total Cost of Units $ 50.00| ' Add Funding Source

You will also see a section where you can set a follow up. In the “Follow Up Information” section, you can set a
follow up date for yourself that will show on your Follow up dashlet on your Home screen. When you set the
date, it will automatically populate yourself as the Follow Up User. (Leave the Follow Up Made and Completed
Follow Up Date fields blank. Those will be for when you close the follow up.)

Needs Status

Follow Up Information Closed = if service is completed. There should be an end date
projeced PN VD 55/ Ti5 /aons ] 0 A for the service. (l.e. rent or utility assistance, case
; management, etc.
Follow i e | SCHC street Outreach (CM) (11) v, 3 z )

Albus Dumbledore v

In Progress = If the service is an ongoing. There should NOT

Follow Up Made be an end date for the service.

Completed Follow Up
Date

Need Information

‘. Identified = This should only be used when identifying needs
, and you are unable to provide services for the client. (If only
identifying a need, add a Need through the Services

Quteome of Heed [Fully #et v s dashboard.)

It Need is Not Met, s v
Reason . B

Need Status* Closed

Save Save & Exit Exit

>

Be sure to indicate the appropriate Need Status and Outcome of Need. (This should be “Closed” and “Fully Met”
if we are providing a Service.) Once completed, click the “Save & Exit” button to save your service record.
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Exit the Client from a Project

A client should be exited from the project when they are no longer receiving services. Before exiting a client

from your project, you want to update the need status to “Closed” for any needs that may still be open and list
the end date for any assigned case manager.

Go to the client’s profile, click on the “Entry / Exit” tab at the top of the profile under the “Client Information”
tab. This will bring up a summary of entry/exits that the client has had. To exit a client, select the desired entry
by clicking on the pencil next to the blank exit date of the program.

Client - (30) Poller, Harry

(30) Polter, Harry
Helease of Information: Nane Switeh to Ancther Household Member. V| Submit
client Information Service Transactions
Summary Entry / Exil
0 Reminder: Household members must be established on Households tab before creating Entry [ Exits
Enlry / Exil
P T Project Start Date Exit Dat, sient
rogram ype raject e P

' SCHC Street Outreach (CM) (11)

Rasic /" ozne 7 0 =
Add Entry / Exit | Showing 1-1 of 1 &

This will bring up the “Edit Exit Data” pop up window. (If the client was initially entered in the project as part of
a household, you will see the option to select the other household members for exit as well.) You will need to
select the appropriate option from the “Reason for Leaving” and “Destination” drop down menus. If “Other” is
chosen for either one, an explanation must be specified in the text box directly below it. Click on the “Save &
Continue” button when you are done to move on to the NorCal Advanced Exit (2020) Assessment.

e

-
Edit Exit Data - (30) Potter, Harry |

Household Members

0 To update Household members for this Exit Data, click the box beside each name.

(105) Other

1{30) Potter, Hari p
(32) Weasley, Ron

32) Weasley, Ron

Edit Exit Data - (30) Potter, Harry

[0+ oz oot |4 &)@ ) > [m Y]

‘ Reason for Leaving ‘Completed program Vl

If "Other", Specify ‘ |

Destination * ‘Rental by client, no ongoing housing subsidy (HUD) ‘ el

If "Other", Specify ‘ |

MNotes

i Save & Continue || Cancel

From the “Entry/Exit Data” screen, you will verify the any records and update them if necessary. You can update
information on Monthly Income, Non-Cash Benefits, Health Insurance or Disabilities. There is also an Optional
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Exit Questions sub-assessment where you can notate supportive services the client received while in the
program.

. Optional Exit Questions

Start Date * End Date

add

You'll also see a space to record the housing move in date. (If the client is exiting the program due to
completion this will probably already be filled in. If not, please ensure you have the housing move in date
entered.)

Housing Move-in Date |/ | | J.?',;J iy 6

Once finished, please click on the “Save & Exit” button to update the exit from the program.

Last Updated: 1/8/2020
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