HMIS Workftlow:
Coordinated Entry / SSM's
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Coordinated Entry + HMIS 101

To appear on an LHC's By-Name-List (BNL) the client who is the HoH must be enrolled into the LHC's specific HMIS
Coordinated Entry project (see chart below). To do this the HMIS End User will:

1) Select ‘Enter Data As’ (EDA) for the LHC’s specific HMIS Coordinated Entry project
2) Complete these HMIS assessments

o MD-514 Coordinated Entry Project: ENTRY Assessment (FY24)

o Self-Sufficiency Matrix Assessment

HMIS Coordinated Entry Names & ID #'s

** If you do not see your LHC’s CE project in your EDA list — contact the HMIS Help Desk & request access**

LHC HMIS Provider ID Coordinated Entry Project Name
Allegany County 1466 AC: Coordinated Entry (CE)

Cecil County 1621 CC: Coordinated Entry (CE)
Frederick County 1681 FC: Coordinated Entry (CE)
Garrett County 1465 GC: Coordinated Entry (CE)
Harford County 1437 HC: Coordinated Entry (CE)
Southern Maryland 1630 SM: Coordinated Entry (CE)
Washington County 319 WC: Coordinated Entry (CE)
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Enrolling Client into the HMIS Coordinated Entry Project

A. Home Dashboard
1. Loginto HMIS

2. Click Enter Data As then click the pIuso next to the specific LHC Coordinated Entry project for which you

are entering data

3. If needed —Set Back Date Mode for the date that the update was completed

B. Client Search
1. Click on Clients

2. Enter Head of Household (HoH) Name &/or partial SSN

3. Click Search

a. If amatch is found, confirm the details match the client’s name, date of birth, and social security
number. Ifitis the same person, click on the pencil 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

) Last Viewed

v Favorites

A Home

A clients

R, Calls

B Resources

A Shelters
=¥ Activities
£ Scans
B Reports

@ Admin

[ Logout

Collapse <<

3a. If correct
client is found,
click the pencil

» Clients > Client Search Type here for Global Search ‘ o
g @ Flease Search the System before adding a New Client
Name test test
Neme Data Quality “Select-
Alias
Social Security Number
Social Security Number Data Quality “Select-
U.S. Military Veteran? -Select- - 3b. If client is
et ah 0 NOT found, fill
Search ACTIVE Clients in all info &
Search INACTIVE / DELETED Clients :
click
Search ALL Clients
’ Clear 'Add New Client With This Information

Client Number

Enter or scan a Client ID number to ga directly to that Client's profile.

oo

Client Results

D Name Social Security Number Date of Birth Alias Gender Banned Household
Count

'hn 0 06/23/1980 B Q
L] Te 06/13/2000 0 Q
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C. Households Tab

o NOTE:

s Although only the person designated in HMIS as the HoH is enrolled into the HMIS CE project,
ALL members of the household need to be included on the *‘Households’ tab!
o This way when reviewing clients on the BNL, if needed, EUs can view all HH members in
HMIS that need to be housed with the HoH

s Ifthe clientis presenting as a single client, skip this section

1. Click on Households tab
2. If no household appears, click Start New Household
a. Select appropriate Household Type
b. Search for additional household member(s)
e Enter another household member’s Name
e Click Search
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

Repeat the search until all household members are listed in the “Selected Clients” section
Click Continue

e. Select Head of Household and Relationship to Head of Household for each Household member
from the table at the top

f. Click Save & Exit
3. If a household does show on this tab, verify/update household details by clicking Manage Household

Client Information

I Households I

¥ (4) Female Single Parent

Head of Relationship to Head  Joined Previous Household

Name Age Lousehold  of Household Household Associations Count

(10) test, test 43 Yes Self 04/25/2023 0 Q 1 Q

No Daughter 04/25/2023 0 Q 1 Q

(15) test, child

Manage Household

a. Verify Household Type
> NOTE! Do this for every HH member

b. Remove household member(s) by clicking the red circle next to their name
> NOTE! Do NOT remove clients by clicking Add/Delete Household Members

c. Addhousehold member(s) by clicking Add/Delete Household Members
e C(Click the arrow to expand Add Clients to the Household section
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e Search for additional household member(s)

o Enter another household member’s Name
e Click Search (NOTE! Same steps as done above in Step B)

If a match is found, confirm the details match the household member’s name,

o
date of birth, and social security number. If it 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

Household Information - (4) Female Single Parent =
B (4) Female Single Parent m m
Income Us$0.00 Q
Client Count 2
Household Members
hame Age :1;”(3'3 ey 39 Joined Household * . :’jlva“‘”
@mnw test 43 Yes v  Self v 04 ;25 ;2023 (Mo Q 1 Q
@ (15)test, child No v Daughter v 0425 j203 [E0 Q 1T Q
oo e

e Repeat until all household members are listed in the “Select Clients” section

e Click Continue
d. Select Head of Household and Relationship to Head of Household for each Household member
from the table at the top.

e. Click Save & Exit once complete

D. Measurements Tab / Self-Sufficiency Matrix (SSM)

o If aclient has had previous SSM assessments completed by a different LHC Coordinated Entry project, you
will see them listed separately by each CE projects name — click the arrow to see each individual SSM
completed by the CE project.

Client - (367738) HMIS, MD-514

[367738) HMIS, MD-514

Release of Information: Momne

Client Information

&

-Switch to Another Household Member- + m

Measurements

b Self-Sufficiency Matrix - (1466) AC: Coordinated Entry (CE) @
» Self-Sufficiency Matrix - (1717) TRAINING Project for MD BoS HMIS Team: CE (Using Clients Module) &
s

e The SSM for Coordinated Projects will have ‘CE’ next to each individual ‘Domain’ name
o If youdo NOT see ‘CE’ that indicates that you have not selected an HMIS Coordinated Entry project for

‘Enter Data As’

HMIS Coordinated Entry Workflow



1]
X

Measurement

View Point of Measurement - (367738) HMIS, MD-514

Provider TRAINING Project for MD BoS HMIS Team: CE (Using Clients Module) (1717)
Measurement Tool Self-Sufficiency Matrix

Point of Measurement Initial

Date 07/01/2025

Information Reported To

Select User MD-514 HMIS (8)
HMIS Team (1960)
r—
Domains|
q CE - hdult Education H
£
Q CE - fhild Care H
&
Q_ CE- phild Education H
£
Q CE - [ransportation H

To create an initial measurement, go to the Measurements tab
Click Add New Measurement
a. By default the Point of Measurement will be ‘Initial

3. Click Continue

Measurement %

Add New Measurement - {466) Jetson, Jane

Provider * m

Measurement Tool * m

Paint of Measurement Initial

Date* E 13 |/|z023 /J,',a /_:"

Information Reported To ® Community Services User ' Other
=ooeler XBOS_CE Test (1452) v

| Tast CE User (1478) »

Continue Exit
» |

4. Click the magnifying glass on the first measurement to see the expanded information for each domain

Measurement ey
L5

Add Mew Measureament - (466) Jetson, Jane

Provider xBoS_CE Test (1452)

Measurement Tool Self-Sufficiency Matrix

Point of Measuremeant Imitial

Dote+ (04 /(3 Y2025 | 23D 2

Information Reported To ® Community Services User (. Other
Selact User

xBoS_CE Test (1452) v

Test CE Usar (14787 w

- DumninEL’
4 - Adult Education
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5. Click Submit & Move to Next as you complete entering the measurement

CE - Adult Education - Details

Score

1 - Has completed education/training needed to become employable. No literacy
problems.

2 - Needs additional education/training to improve employment situation and/or
to resolved literacy problems to where they are able to function effectively in
society.,

3 - Has high school diploma/GED.,

4 - Enrolled in literacy and/or GED program and/or has sufficient command of
English to where language is not a barrier to employment.,

5 - Literacy problems and/or no high school diploma/GED are serious barriers to
employment.,

Comments

———’ Submit & Move to Next Submit & Close

E. Entry Assessment
6. Click on the Entry/Exit tab
7. Click Add Entry/Exit

Client Information

I Entry / Exit I

@ Reminder: Household members must be established on Households tab before creating Entry / Exits

Entry / Exit

- . ~ . Follow Client
Program ype Project Start Date Exit Date Interims "{) o © S
Nomatches.

8. Confirm Project Start Data
a. Only the HoH’s name should be selected
b. Confirm the Provider listed is correct

e This should be the LHC Coordinated Entry projects selected for Enter Data As when first logging
into HMIS. If the provider is not correct, click Cancel. Set the Enter Data As and re-search for the
head of household

c. Type:
e Select ‘HUD’ for the Type

d. Confirm the Project Start Date
e Do NOT change the time fields

e. Click Save & Continue
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Project Start Data - (367738) HMIS, MD-514 X
Household Members
o To inclyde Household members for this Entry / Exit, click the box beside each name. Only members from the SAME Household may
be selected.

[y ) Single Adult Female

(267738) HMIS, MD-514
(371077) HMIS, MD-514 Child

Project Start Data - (367738) HMIS, MD-514

| Provider = LHC CE Project Selected for ‘Enter Data As’ bl
HUD v

ProjectStart Date* 07 ,24 ;2025 [M O 4 v ISV _PM v

9. Complete the MD-514 Coordinated Entry Project: ENTRY Assessment
To ensure that information is accurate on the BNL, ENTER the:

a. SSM score that you just completed on the Measurements tab

b. Family Composition information

MD-514 Coordinated Entry Project: ENTRY Assessment (FY24)

»> ONLY Complete CE Assessments for the HoH

>> Completed Assessment = Placement on BNL

Self Sufficiency Matrix Score (Found on the Measurements Tab)
From the Measurements Tab - Enter the MOST CURRENT SSM Score

Current SSM Score * I G

Date of SSM Score Entered * I / / 1) m G
Family Type * I -Select- v G
Total Adults * I -Select-v ¢

Total Children * I 00 v G

Total Unaccompanied *

Youth: 18-24 foo v

Total Unaccompanied *

Youth: Under 18 I e M ©

Household Size * I 00 v e

c. Complete the rest of the assessment for the HoH — updating any information previously entered

d. These data elements must be completed in order to identify the appropriate next steps & verify
housing needs

e BoS CE Housing Needs & Preferences
e BoS CE Housing Barriers

e BoS CE Critical Documents Uploads
HMIS Coordinated Entry Workflow



e Coordinated Entry Assessment
e Coordinated Entry Event
e Contact Details

C, BoS CE Housing Needs & Preferences
Would being
closer/funther Pet
Change in HH ADA Unit : I35 your pet &
StartDme® Max Bedrooms Min Bedrooms: expectedinnext 12 Accesaibiity _ Friendly  If Yes, what fype of i _
Needed Meeded Mos? Needed? geographic  Unit pet? amal?
: : area promote Needed? B
stability?
Q, BoS CE Housing Barriers
L . . Criminal Criminal Poor credit
Criminal Criminal Criminal 3 =
Start Date s History  History  History Sex :::” HF istory Other e iction History Type  Eviction Number of Times " "‘I" &
Felony Arson Offender _ - 1z
| Production Misdemeanors history?
O, BoS CE Critical Documents Uploads
Start Date Doc Type s
3, coordinated Entry Asszessment
Daie of Assessment * End Date + Assessment Location * Assessment Type * Assessment Level * Prioritization Status *
C, Eoordinated Entry Event
Start Date> Date of Event* Event* Referral Result Date of Result
Contact Details: This information Will Help to Ensure Client Can be Contacted When Needed
Client Phone 4
Client Email [
Case Manager Nome [
Case Manager Provider G
Case Manager Phone [
Case Manager Email (]
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Client Interim (Update/Annual Assessment)

o NOTE:

At minimum an Interim / Update assessment must be completed once EVERY 90-Days for HoH
to remain active on the BNL

¢ [fyou are completing an Interim CE assessment — you will likely need to also do an Interim Self-
Sufficiency Matrix assessment to update the HoH score on the BNL

A. Home Dashboard
1. Loginto HMIS

2. Click Enter Data As then click the pIuso next to the specific LHC Coordinated Entry project for which you
are entering data

3. If needed - Set Back Date Mode for the date that the update was completed

B. Client Search
1. Click on Client
2. Enter the head of household’s HMIS ID number or search by the head of household’s name

C. Interim Assessment
1. Click Entry/Exit tab
2. Click Interim icon on the LHC’s CE project’s row

Client Infarmation
) Reminder: Housshold mambsers must be established on Households tab before creating Entry / Exits
Entry / Exit
_ ; Follow Client
Program Type Project Start Date: Exit Dlate Interime 0Nt
B TRARANG Project for MID BoS HMIS Team: CE (Using Clems Madui) (1717) HUD # viraarEs Fa % ] G‘o 1]
3. Click Add Interim Review
Interim Reviews X

Interim Reviews Associated with this Entry / Exit

Review Date Review Typ: Client Count

Add Interim Review No matches.

4. Complete the Interim MD-514 Coordinated Entry Project Update/Annual Assessment
a. Select the Interim Review Type

o Update: completed anytime information has changed since project entry

e Annual Assessment: required assessment for all clients remaining in a project after one year;
Annual Assessments must be completed within 30 days before or 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
1C
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4/16/2023)
b. Confirm the Review Date
c. Click Save & Continue
5. Update assessment information as necessary
a. At minimum, the ‘Current Housing Status’ data element must have response recorded once EVERY
90-days in order for the HoH to remain active on the BNL
b. If applicable, based on changes to the client situation/circumstances, update other data elements,
such as the:
e  Self-Sufficiency Matrix Score
e Family Composition
e Total # of Months Homeless

** To Ensure Proper Placement on the BNL Make Sure to Update Information as Needed **
== CE Assessments ONLY Need Completed for the HoH

Current Housing Status (CHS)
Add a CHS entry EVERYTIME an Update Assessment is Completed
== End Date = Start Date
**AT MINIMUM** Enter a CHS Once EVERY 90-Days for HoH to Remain Active on the BNL

Q, CE Update: Current Housing Status

Start Date * End Date

CE Update: Have | Entered *

a CHS for Today's Date? Select-v &

Self Sufficiency Matrix Score (Found on the Measurements Tab)
**Complete these felds if the SSM Score has CHANGED**
From the Measurements Tab - Enter the MOST CURRENT S5M Score

Current SSM Score * I ]

Date of SSM Score Entered % I ;o MOM™e

CE Update: Family Composition
**Complete if the Family Composition has CHANGED Since Project Entry

Family Type * I -Select- v G
Total Adults * l -Select-v G

Total Children * l -Select-v G

Total Unaccompanied Youth: * Select-v @

18-24

Total Unaccompanied Youth: * N

Under 18 -Select-w ©

Household Size * I -Select-v ©

CE Update: Total # of Months Homeless
“*Complete if the HoH # of Months Homeless has INCREASED Since Project Eniry

CE Update: Total # of
MONTHS Homeless in Past3-  -Select- v G
Years

6. Click Save & Exit

11
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Client Exit

A. Home Dashboard
1. Loginto HMIS

2. Click Enter Data As then click the plus © next to the specific LHC Coordinated Entry project for which

you are entering data

3. If needed - Set Back Date Mode for the date that the client exited the CE project

B. Client Search
1. Click on Client
2. Search for the client that is exiting the project (name search or HMIS ID search)

C. Measurements Tab / FINAL Self-Sufficiency Matrix (SSM)

o NOTE:

e When aclient EXITS the LHC's Coordinated Entry project — you must also complete a FINAL Self-
Sufficiency Matrix assessment

Measurement = X
Add New Point of Measurement - (367738) HMIS, MD-514
Provider TRAINING Project for MD BoS HMIS Team: CE (Using Clients Module) (1717)
Measurement Tool Self-Sufficiency Matrix
Point of Measurement * | Fino! (GG
Date * 07 j24 ;2025 oM™
Information Reported To @ community Services User ) Qther
Select User
MD-514 HMIS (8) v
HMIS Team (1960) v
[ coninve Jl £t

D. Exit Assessment
1. Click Entry/Exit tab
2. Click the pencil next to the Exit Date column within the LHC’s CE project’s row

Elient information
) Reminder: Housshold membsers miest be estabilished on Households tab before creating Entry / Exits
Enfry [ Exit
. - Follow Client
Program Type Project Start Date Exit Date: L e
I TRAMING Project for MD BaS HMIS Team: CE (Using Cliemts Modua) (1717) HUD Ll rFa % B o b
c p (1747 = o

3. Complete Exit Data
a. Confirm the Exit Date
b. Select Reason for Leaving

HMIS Coordinated Entry Workflow
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c. Select Destination
d. Click Save & Continue

4. Complete the MD-514 Coordinated Entry Project: EXIT Assessment
5. Click Save & Exit

Edit Exit Data - (367738) HMIS, MD-514

Edit Exit Data - (367738) HMIS, MD-514

Exit Date * 07 ;24 ;2025 MOMe v:3av: 37v PMv

Reason for Leaving | -Select- b4

If "Other”, Specify

I Destination * I -Select-

If "Other”, Specify
Notes

Save & Continue

HMIS Coordinated Entry Workflow
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