HMIS Workflow:
Shelters Module
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Using Shelters Module to Enroll Client

A. Home Dashboard
1. Loginto HMIS
2. Click Enter Data As then click the plus © next to the project for which you are entering data
3. If needed - Set Back Date Mode for the date that the update was completed
4. Click ‘Shelters’ from the left side menu (do not use ‘Clients’!)
a. Once aclient is assigned a bed via ‘Shelters’ workflow, a project entry is automatically
created

e [faclientis also enrolled via ‘Clients’, they will have duplicate enroliments for
the same time period — resulting in reporting errors

A Home

A s
E Resources
@ Shelters

B Reports

@ Admin

[ Logout

B. Select the Bed/Unit to Enroll Client
1. If the project has multiple ‘Unit Lists’, select the appropriate list

Type here for Global Search .; * 0
View Shelter Inventory
o .
-Select-

Shelter Beds A
Shelter Beds B

2. To view available inventory, click either ‘Check Client In’ or ‘View All’

Shelters Dashboard

& & i = L3

Update Confirmation List

Check Client In < Check In Referrs Hold ALL Empty Beds Print ID Cards

& -
Transmit Today's Check Out List | [e——f ey All

3. Identify an empty bed to assign client to & click the =4 on the left to enroll
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Shelter Inventory Information

Unit List - Shelter Beds B

Date In Floor Room Bed Hold
Men's Shelter y

Beds 1 Bed 001 Hold

Men's Shelter d

Beds 1 Bed 002 Hold

Men's Shelter '

Beds 1 Bed 003 Hald

Men's Shelter .

) Beds 1 Bed 004 Hold

Display All Beds ~ Sort By Floor
Client bate ot Gender

v Ascending -

Group ID Conf.

Codaes/Notes

C. Client Search & Enrollment

** Always Begin with Head of Household **

1. Enter Head of Household's Name &/or partial SSN

2. Click Search

a. If a match is found, confirm the details match the client's name, date of birth, and

social security number. If it is the same person, plus © to the left of the client’s name

b. If no matches are found, try at least two other ways to search for the client (partial
name, alias, or full SSN). If still no matches are found, add the additional client
information including full name, name data quality, SSN, SSN data quality, and
veteran status, and click Add New Client with This Information

Shelters > Type here for Global Search .;'.‘ e
Client Search
o Please Search the System before adding a New Client.

Name test

Name Data Quality -Select- v

Alias

Social Security Number

2b. Ifclientis

Social Security Number Data .. v

Quality = NOT found, fill

US. Military Veteran? Select . in all info &

click
Exact Maich
Add New Client With This Information
2a. If correct
o check that Client in.
clientis
found, click m
Soclal § Household
ecurity Number Date of Birth Allas Gender Banned Count
Client, Test 1 123-00-4567 01/01/1976 B 0o Q

3. Confirm that the ‘Date In’ and ‘Unit Name/Number’ is correct (never alter the time!)
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Unit Entry Data - (9) Client, Test 1
batelas 08 ;27 ;2024 [ D [ NN Midnight Check In
Unit Name / Number Meris Shelter Beds / 1 / Bed 001
Supplies Given
Locker number
Codes/Notes ‘
. =3

4. Enrolling a single individual:
a. Complete the Entry assessment
b. Click Save & Exit

[ o] ]

c. Continue to section E. Review Enrollment Information

5. Enrolling additional household members continue to section D. Enrolling Additional
Household Members

D. Enrolling Additional Household Members

NOTE! If the client is presenting as a single individual, skip this section

1. Expand the ‘Households Overview’ section

+ Households Overview

E
\ @ This Client is not currently a member of any Households.
Search Existing Households Start New Household

2. If the household has previously been created, click Manage Household to verify/update
household details

~ Households Overview
~ (15) Female Single Parent

» £y Head of Relationship to Head of Joined Previous
Household  Household Household  Asseclations  Count

52 2, Test Female 44 Yes Self 08/27/2024 0 Q 2 Q
(50) Child, test 2 & No Daughter 08/27/2024 0 Q 2 Q
I Manage Household I

3. If no household appears, click Start New Household

+ Households Overview /

Search Existing Households ‘Start New Household

a. Select appropriate ‘Household Type’

b. Search for each additional household member(s)
e Enter household member’s Name
e Click Search

Shelters Module Workflow



o If amatch is found, confirm the details match the household member’s
name, date of birth, and social security number. Ifit is the same person,
click on the plus © to the left of that client’s name

o If no matches are found, try at least two other ways to search for the
client (partial name, alias or full SSN). If still no matches are found, add the
additional client information including full name, name data quality, SSN,
SSN data quality, and veteran status, and click Add New Client with This
Information

c. Repeat the search until all household members are listed in the ‘Selected Clients’
section

d. Click Continue

e. Select Head of Household: YES/NO and Relationship to Head of Household for each
Household member (NOTE: For the HoH, when YES is selected, the Relationship to
HoH will auto-pop to ‘self’)

Household Infermation - (13) Male Single Parent =
Household Typa * Male Single Parent v
Income uss10000 Q
Client Count
Household Members
Headof  Relationship to Head of | _ Previous Househald
s A% yousehold  Household Jolrwd Household * Assoclations  Count
@ () Chient, Test 1 43 Yes v  Self v 0B 427 ;2024 (MMM Q 1 Q
© (44) child, test 5 No ~ Son ~ 0B ;27 ;2024 MM o Q 1 Q
f. Click Save

g. Starting with the HoH, complete Entry assessment for each HH member

e Click the name of the HH member on the left

Individual Client Assessment

Household Members # Client Record Issue D Cord  [EI]

Narme

Narme Data Quality
Alias
Social Security 123-00-4567

SSN Data Quality Full SSN Reported (HUD)

US. Milltary Veteran?  No (HUD)
Glient 1D 9 Q

Age 2

HMIS HUD Entry 2024 Date: 08/27/2024 10:08:14 AM (3

e Complete assessment

e (Click Save

[ s e

e After completing the Entry assessment for the final HH member, click Save &
Exit

= T e
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4. Assign each addt’| HH member to a Bed/Unit
a. Under ‘Household Members’, click Assign Unit

~ Househald Members

o To inchuge Housshold membars in this Chack In, click the box beside sach name. Then assign sach member a unit. If ne unit is available, willbe used.

selected
(13) Male Single Parest

(9) Chem, Text

:4::{1-5.1:““ _ asion et

b. From the drop down, choose a bed

Unit List X

Shelter Beds B

Bed I -Select- v I

— |

c. Click Select
d. Repeat until each HH member has been assigned a bed
e. Scroll to bottom of page, click Save & Exit

= T e

Shelter Inventory Information

Unit List - Shefter Beds B

Display All Beds v SertBy Floar v Ascending v m

bate In Floar Reom Bed wold. cliant DateofEith  Gender Greup 1D jcont. Codesmotes
& verzimana Meris shotar Bads 1 Bed 001 9) Clent, Test D976 naan (Boy, f child] 22 o

& verzr2aa Meeis Sheller Beds 1 Bed 002 44 Child, test w0208 Msn By, f chitl 22 e

& V8272024 Msris Shettar Beds 1 Bed 003 145} AdUR, test 2 B2ANI9TE Man (Boy,  chil e

S Meris Sheter Beds 1 Bed 002

o Ml Shelter Beds 1 Bed 005

E. Review Enrollment Information
1. You will now be taken back to the ‘Unit List’

a. From the ‘Unit List’ you can easily identify if clients have been entered as a single
client or as part of a household

e Enrolled as part of a HH = Group ID # - this should be the same number for
each member of the household

e Enrolled as a single client = No Group ID #

Shelter Inventory Information

Unit List - Shelter Beds B

Dhplay Al Bads v SertBy Floar v Ascending v m

Data In Floor Room Bed Hold Cliant DatecfBith  Gender Greup 1D jcont. Codesiotes
& 08r27/2024 taseis Shohor Bads 1 Bed oo o, Test ouoeTe Man (8o, i chidl 22 no

@ 0872772024 Meris Sheles Beds 1 Bed 002 4) Child, test t01z019 Man (Boy, if chifl 22 e

@ 08/27/2024 Maeis Shettar Bads 1 Bed 003 35) Adult, te 021976 Man (Boy, f chil no

o Meris shetter Beds 1 Bed 004

o el Shelier Beds 1 Bed 005
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Interim (Update/Annual Assessment)

A. Home Dashboard
1. Loginto HMIS
2. Click Enter Data As then click the plus © next to the project for which you are entering data

B. Client Search
1. Click on Clients
e NOTE! Data entry via Clients is only used when recording an Interim update

2. Enter the head of household’s HMIS ID number or search by the head of household’s name
3. If needed - Set Back Date Mode for the date that the update was completed

C. Entry/Exit
1. Click Entry/Exit tab
2. Click Interim icon listed within your project’s row

Entry / Exit \

T Type Project Start Date Exit Date Interims '_: ;, '“'
W CAN: Shetter Esstside (family) (5) HUD A 0ENE2023 ra B -] QQ (]
3. Click Add Interim Review

Interim Reviews X

Interim Reviews Associated with this Entry / Exit
Review Date Review Type Client Count
Add Interim Review No matches.

4. Complete Interim Review Data
o [f there is more than one household member served in the project, check the box next
to each additional household member that the information applies to.

e Select the Interim Review Type
e Update: completed anytime information has changed since project entry

e Annual Assessment: required assessment for all clients remaining in a project
after one year
o Annual Assessments must be completed within 30-days prior to or 30-days
after the Head of Household’s project start anniversary date (example: if
the HoH entered the project on 3/17/2022, the Annual Assessment would
need to be completed between 2/15/2022 and 4/16/2023)

e Confirm the Review Date
e Click Save & Continue
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Add Interim Review - (10) test, test X

Household Members

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

[ (4) Female Single Parent

(10) test, test (Entry Date: 08/18/2023 3:08 PM)

[ (15) test, child (Entry Date: 08/18/2023 3:08 PM)

Interim Review Data

Entry / Exit Provider CAN: Shelter Eastside (family) (5)

Entry / Exit Type HUD

Interim Review Type * -Select- v

Review Date * 08 719 ;2023 [MO M2 v:51v:19v PMv

5. Update assessment information
6. Click Save & Exit once all assessments for all household members have been complete
Shelters Module Exit

A. Home Dashboard
1. Loginto HMIS

2. Click Enter Data As then click the plus © next to the project for which you are entering data
3. If needed - Set Back Date Mode for the date that the update was completed

4. Click ‘Shelters’ from the left side menu (do not use ‘Clients’!)

e Once aclient is assigned a bed via ‘Shelters’ workflow, a project entry is
automatically created

e Ifaclientis also enrolled via ‘Clients’, they will have duplicate
enrollments for the same time period — resulting in reporting errors

A Home

A C”ts
E Resources
@ Shelters

E Reports

@ Admin

[ Logout

B. Select the Client to Exit
1. If the project has multiple ‘Unit Lists’, select the appropriate list
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Shelters > View o tory Type here for Global Search

»*x O

View Shelter Inventory

-Select-
| Shelter Beds A
| Shelter Beds B

Provider * v Check Unit Availability

2. Locate the client to be exited from project & click the red circle/minus ® to the left

e Always start with the HoH record when exiting a household!

Shelter Inventory Information

Unit Lis? - Shelter Beds B

DateIn Floer Room Bed Hald Client
Merls Shottor Beds 1 EBed 001
Meeris Shelter Beds 1 Bed 002
Men's sheher Beds 1 Bad 003
o Meris Shelter Beds 1 Bed 0oz
5 Mens Sheler Beds 1 Bed 005

Display Al Beds
Date of Birth
oo nsTe
o1/01/2019

QIOV197E

v sensy Floor
Gender Group I
Man (Boy,  child) 22
Msn (Boy, i child) 22

haan (Boy, if child)

v Ascending v

Conf.

No

Cades/Notes

3. Complete Exit Information

a. Ifthere is more than one client exiting, check the box next to each additional

household member that is exiting the project
Confirm the Date Out

Select Reason for Leaving

Select Destination

® oo o

Click Save & Continue

Edit Exit Data - (10) test, test

Household Members

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

O (4) Female Single Parent
(10) test, test
() (15)test, child

Edit Exit Data - (10) test, test

Exit Date* 08 ;19 ;2023 [OM3 v:12v:38v PMv

Reason for Leaving -Select- v

If "Other", Specify

Destination * -Select-

If "Other’, Specify

Notes

Z

4. Complete Exit assessment for each HH member exiting project

Save & Continue

5. Click Save & Exit once all assessments for all household members have been completed
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