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PBSH Community Extension HMIS Data Entry Workflow
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Purpose

The purpose of this document is to instruct participating programs how to correctly enter data in HMIS
ServicePoint for clients who move into a place based supportive housing (PBSH) building, and then move out into
a scattered site supportive housing (SSSH) community space.

Place-based service providers may utilize up to three spaces to support individuals who have moved out of the
building but are still working with the program to secure housing in the community (scattered site). The pilot
program will be 21 months, starting July 1, 2022, and ending March 31, 2024.
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There are two ways in which someone may leave the PBSH building and enter the Community Housing space:

e Planned transition from the building
e Unplanned transition from the building

There are several exit pathways from the Community Housing space:

e Graduation (via Housing First Graduates, Affordable Housing, Independence)
e Re-access to previous PBSH building
e Program transfer to:
o SSSH - client is maintaining housing, however, may require ongoing case management, and/or
benefit from scattered-site program that offers more support than existing PBSH program
o PBSH - client unable to maintain housing in community, however unable to re-access previous
PBSH building
o Other suggested program types as determined appropriate
e Exit (due to other reasons e.g., no contact, client no longer wants services)

Glossary

EDA - Enter Data As: A mechanism in HMIS that allows users to enter and view data from a single program's
point of view

PBSH - Place based supportive housing
SSSH - Scattered site supportive housing

Golden Rule of Data Entry - Enter data in HMIS ServicePoint using the sequential order of the tabs. No data
should be entered in a tab until all data points in the previous tabs are complete (sequentially).

HMIS Steps, Phase 1: Client Moves into PBSH Building
Follow these steps when the client agrees to work with program and moves into the PBSH building.

*Always ensure you are EDA'd correctly.

Step 1.1: ClientPoint - Client Profile Tab

1. From the menu, select ClientPoint.

| b Last Viewed ‘ Favorites

Home

ClientPoint

ResourcePoint

ShelterPoint

» Reports

» Admin

Logout

2. Establish if Client Record already exists in HMIS by ‘less is more’ search.
a. Type first few letters of both first and last name and press ‘Search’. (This will check the system
for possible records that may already exist. If record exists, click on hyperlink to open Client
Profile.)
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o Please Search the System before adding a New Client.

@D Items in Italics are for Data Entry ONLY and will not be used for Search Results.

Name [Char |1 | |[Bro I

3. IFNEW CLIENT:

a. Type full name correctly in First & Last Name search fields (do not enter data in other search

fields)
b. Press‘Add New Client With This Information’

Client Search

0 Please Search the System before adding a New Client.

F ]
Name Charlie o_] l [Brown d l

Alias [ ]

Exact Match 0

Search | Clear | Add New Client With This Information q Add Anonymous Client ‘

c. A warning window will pop up reminding you to check the system for duplicate client profiles.

d. Press‘Ok' to continue.
Add New Client Information

You are about to add a New Client to the system (Be sure to look through
all the possible matches before continuing this process). Continue with
Add New Client?

I Ok | Cancel ‘

4. Under the Client Profile tab, ensure Client Demographics are complete and/or accurate
a. Click pencil next to ‘Client Demographics to edit/update
b. Answer all pertinent questions
c. PressSave

=

~ Client Demographics

/ ‘ F1y Editing the Client Demographic Information could

*Iclient Demographics affect the Unique ID and the Client Search.

What is your date of Client Demographics
birth?

Date of Birth Type ;
yp! z\f‘ptigm your date of // 5000 /3-'-'3 6

Reason Date of Birth e -
not answered Date of Birth Type [ Full DOB Reported v|e
What is your gender? Reason Date of Birth not Select- “e
What is your answered e
ethnicity? 1 What is your gender? [Male vle

What is your ethnicity? [Caucasian V] G

y | Save Cancel

T

5. Under the Client Profile tab, ensure Universal Data Elements are complete
*No data should be entered if FOIP Notification is left unanswered or indicated as ‘no’.
a. Answer and/or validate all pertinent questions.
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Universal Data Elements

The FOIP notification has been read and o

| Save I Save & Exit

discussed with the client (required) = Ve
What is your gender? II |Ma|e v |G
Postal code of your last permanent address? | |G
Reason postal code not answered: |Dec|'|ned to Answer v |G
Neighbourhood of your last permanent address? |Rund|e |G
Reason neighbourhood not answered: [-select- vle
What is your ethnicity? II |Cauca5‘|an v |G
If "Other" ethnicity, please specify: | G
If Aboriginal ethnicity, which group do you belong to? |N0t Applicable v |G
:\::?utsi?s your current citizenship and immigration |Canadian Citizen - |G
If "Other" status, please specify: | |(;
;\:_I;g::;lix?:;gprimary residence prior to ! |Rent'\ng “unsubsidized vle
If "Other" residence, please specify: | |G
Do you rec_]uire_specializ.e_d housing accommeodations [No e
due to a disabling condition?
b. Scroll to bottom of screen, press ‘Save'.
Client Notes
Provider Note Date Note Preview yun
Add New Client Note Print No matches.
File Attachments
Date Added v Name Description Type Provider Adddl From
Add New File Attachment No matches. [
Incidents
Start Date End Date  Incident Incident Code Provider Ban Site Staff
_ Add New Incident | No matches. *

Exit

*Once saved, green history bars will appear next to each answer field.

Step 1.2: ClientPoint - Households Tab (family programs only)

Programs that service youth and/or singles must skip the Households tab. Only those programs servicing families

(with dependents) will complete the Households Tab.

*Detailed documentation (with screenshots) for family-serving programs can be found on the HMIS knowledge base.

1. Ensure there is only ONE Household.

2. Ensure the Head of Household (HoH) has ‘self’ indicated under ‘Relationship to HoH'.
3. Ensure the ‘Relationship to HoH' is complete for remaining Household members.
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Step 1.3: ClientPoint - ROI Tab

1. Under the ROI Tab, press ‘Add Release of Information’

PBSH COMMUNITY EXTENSION PILOT
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Client - (2182) Brown, Charlie i
(2182) Brown, Charlie
Release of Information: None
Client Information Service Transactions
Summary Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments
Release of Information
Provider Start Date End Date
I Add Release of Information ‘I No matches.
Exit

2. Answer pertinent fields:
a. Ensure Correct Provider
Indicate Yes/No to ‘Release Granted'’

Enter Start and End Dates for ROI (length is agency dependent)

b
C
d. Documentation: enter ‘Agency Internal ROI
e. Witness: enter name of witness

f.  Press ‘Save Release of Information’

Release of Information

Release of Information - (2182) Brown, Charlie

Household Members

This Client is not a member of any Households.

Release of Information Data

Provider*

|PBSH Community Extension Training Program (407) v \

08 /o1 /2022 ] 59

[oo /[0 1/[2023 | 5 &
IDocumentation I |Agency Internal ROI v |

Witness [rE

I Save Release of Information m Cancel |

*When ROl is about to expire, add new ROI row rather than editing start/end dates.

Step 1.4: ClientPoint - Entry/Exit Tab

Under the Entry/Exit tab, provide the program entry for the date the client agreed to accept services from

program.
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Client Information Service Transactions

Entry / Exit Case Managers Case Plans Assessments

Summary Client Profile Households ROL

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

Entry / Exit

- Client
Program Type Entry Date Exit Date Count

Add Entry / No matches.

Press ‘Add Entry/Exit’
a. Ensure Correct Provider

b. Indicate Type as ‘Standard’
c. Entry Date will be the date the client agreed to accept services from your program

*Use backdate tool if you are not entering the data on the actual program entry date
d. Press‘Save & Continue’

Entry Data - (2182) Brown, Charlie

Household Members

This Client is not a member of any Households.

Entry Data - (2182) Brown, Charlie

| Provider* l \PBSH Community Extension Training Program (407) v \

Type*
Entry Date * // /j‘,:a syia~ 3: 36 v |PM v

| Save & Continue I‘ Cancel

2. In the Entry/Exit Data window, scroll to the bottom of the window and press ‘Exit’
=)

o Note: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessmant
defaults. Any information saved to the previous Assessment will still be attached to that Assessment record for the Client.

Entry/Exit Data

Provider* (EEEF Community Extension Training Proaram (2071 »)
Type* Standard v
Updats

Household Members Associated with this Entry / Exit

Name Head of Household Entry Date Exit Date Reason for Leaving Destination Notes

¢ | (2182) Brovm, Charlie /" osr0z/z022 |

Include Additional Household Members Showing 1-1 of 1

Entry Assessment

Household Members. Entry Assessment

- Erown, Ty Mo Standard Entry Assessment has been specified for this Provider
| s
Veteran: urknown

I4

Exit

Print Entry/Exit Summary
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Under the Entry/Exit Tab, there will now be an active program entry into your program.
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Client Information Service Transactions
Summary Client Profile Households ROL Entry / Exit Case Managers Case Plans
—

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

Assessments

Entry / Exit
3 Client
Lvne Entry Date IxitDate
PBSH Community Extension Training Program (407) Standard p . 06/02/2022 " (1)
Add Entry / Exit Showing 1-1 of 1

*Active entry is distinguished by an entry date and no exit date

Step 1.5: ClientPoint - Case Managers Tab

Use of this tab is not mandated by CHF; use per Agency policy.

*Selecting the Case Manager will allow you to add Case Managers in the Case Plans Tab.

1.

Under the Case Managers Tab, press ‘Add Case Manager’

2. There are 3 ways to assign a case manager. Use method that works best for you:

P

a. Select ‘ServicePoint User'.

i. Nextto ‘Select User, ensure provider is correct, and then below will be a list of all HMIS

users with your provider
ii. Select appropriate individual from list
b. Select'Me’

i.  This will auto-populate based on the information entered in your HMIS User Profile

c. Select ‘Other’
i. This allows you to manually type in the information
Update additional information as needed
Ensure Provider is correct
Indicate Start Date the Case Manager took client on case load
a. IFthereis an end date (eg. for parental leave), it may be entered in the End Date field
Press ‘Add Case Manager’

Case Manager

Case Manager - (2085) Brown, Charlie

¥ Household Members

This Client is not a member of any Households.

O servicePoint User OMe @ Other
IName"I |Rache| Burton
Title |HMIS Support Specialist

Phone Number |587.327.1533

|
|
|
Email Address [rache\b@ca\garyhomeless.com ]

[Provider*] | oOutreach Training for HMIS (401) v

s as Viasmz |21 2
End Date \:\/D/\:\ 7‘733 )

Add Case Manager ||| Cancel

6/20/2022 7
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*Bold fields with asterisks are mandatory when adding a Case Manager
**Adding a Case Manager is not mandatory, but is highly recommended

Step 1.6: ClientPoint - Case Plans Tab

Use of this tab is not mandated by CHF; use per Agency policy.

If the goal/folder already exists, please do not create a new one. Simply click on the note pad to add a new note.

*Note: Only add notes to goals created by your provider

Goal

Classification Type

ry
Qutreach Case Notes

Add Goal

Date
05/25/2022

Showing 1-1 of 1

1.
Ensure Provider is correct
If applicable, select case manager

a.

Select appropriate Classification
Select appropriate Type

Indicate applicable Overall Status
Press ‘Add Goal'

@ oo o

Goal

&

Goal - (2182) Brown, Charlie

¥ Household Members

This Client is not a member of any Households.

I Provider *l

Case Manager

[PBSH Community Extension Training Program (407) v |

|HM[5 Trainer - Rachel Burton v ‘
Date Goal * - .
(o6 rfoz Vo2 15 &
ICIassl‘ficatian "I | General Case Notes

Daily Case Notes

~

Goal
Description

(/I E
'

Target Date

If Closed,
OQutcome

If Partially
Complete,
Percent

Complete

L a9 a

Projected Follow Up Date \:I/\:If\:l /J,;Q )

Follow Up User

|PBSH Community Extension Training Program (407) ‘

Completed Follow Up Date \:I/\:If\:l JJ,;Q Z

Outcome at Follow Up

Follow Up Made

‘*Selectf v |

I Add Goal I Cancel

6/20/2022
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6. Press‘Add Case Note' to begin adding case notes to the Goal/Folder.
7. Type the case note.
8. Press ‘Save Case Note'.

Follow Up Made
I Case Note

Completed Follow Up Date
Case Note - (2182) Brown, Charlie

Outcome at Follow Up

¥  Household Members

Case Notes

This Client is not a member of any Households.

Provider Case Manac
I Add Case Mote I Provider* |PBSH Community Extension Training Program (407} w |
| Case Manager |—Se|ect— v |
Action Steps Planned Note Date * f'"' 2022 9’-?,:10 i)
Action Step Note* Ensure you are in the correct client profile FIRST. THEN type the

case note. Once you save the note it cannot be deleted. |
Add Action Step

Service Items for this €

Date Set Created By

Add Service | Add Md
y
Print
I Save Case Note I Cancel |

*Ensure you are in the correct client's profile before saving the case note. Case notes cannot be deleted.
If you save the case note to the wrong client profile, make an amendment note in the goal/folder
impacted, and then email the HMIS Team (hmis@calgaryhomeless.com)

Step 1.7: ClientPoint - Assessments Tab

1. Under the Assessments tab, complete the Housing First Move in Assessment
a. The data entry of this assessment should reflect the actual date the client physically moved into
their unit. Please use the backdate tool if applicable.
2. Under the Assessments tab, complete the CHF Housing Assessment
a. The data entry of this assessment should reflect the actual date the client physically moved into
their unit. Please use the backdate tool if applicable.
3. Every three months following the date of move-in, complete the Housing First Quarterly Assessment.
a. The data entry for this assessment should be completed to reflect the month the assessment is
due (every 3 months). Please use the backdate tool if applicable.

To select the appropriate assessment, highlight it from the drop-down menu and press ‘Submit'.
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Client - (2182) Brown, Charlie n
(2182) Brown, Charlie
Release of Information: Ends 06/01/2023
Client Information Service Transactions
Summary Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments
Select an Assessment
Client Contact Information v | Submit
client Contact Information o R gﬂ‘eﬁ?u‘nffffli‘f?ﬁ::?on ad ﬂ
— Housing First Move-in
Address e a - s:fs?nl;u?\:gt Follow-up Quarterly Assessment :ls
Email Address [ Jarsercre appication " ‘ e
Telephone Number 1 o e e e tenton
Program client code /7 PBSH to 555H Details :
] |
Step 1.8: ClientPoint - Service Transactions Tab
Use of this tab is custom to each agency. Use per agency policy.
Step 1.9: ShelterPoint — Check In [to Building (PBSH)]
1. From the menu, select ShelterPoint
[’} Last Viewed ] Favorites
Home
ClientPoint
ResourcePoint
l ShelterPoint
} Reports
» Admin
Logout
2. Ensure the provider is correct (you will see the program you are EDA'd as)
3. Select the appropriate Unit List:
a. Building (PBSH)
*You will see the name of the actual building
b. Press ‘Submit’
View Shelter Inventory
|PBSH Community Extension Training Program (407} w | Check Unit Availability
(Building (PESH) ~] | swomic |
4. Under the ShelterPoint Dashboard, select View All
ShelterPoint Dashboard
) ] i - = LS

Check Client In

Check In Referral

Hold ALL Empty Beds

Cy

Transmit Today's Check oOut List

ii
)

view All

Print ID Cards

Update Confirmation List

6/20/2022
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The Shelter Inventory Information screen will populate. This view is customizable per program and may look
different than the screenshot below.

5. Pressthe ‘Check In' button to select the appropriate ‘spot’ you would like to check the client into

Unit List - Building (PBSH)

Display All Beds ~|  seort By Floor v |[ Ascending v| Sort

Date In Floor Bed Hold Client D_ate of Gender Grop Conf. Codes/Notes
Birth ID
e 06/15/2021 Bed 001 (72) test, test 05/03/2000 Female No

Bed 002 Hold EMPTY
Bed 003  Hold EMPTY

[y
r» > > >

Bed 004 Hold EMPTY

6. Inthe Client Search screen, perform less is more search to pull up client's profile
7. Under Client Results, press the green button with the white plus sign

Client Results

ID Nam D:ate o Alias Gender Banned Aotz iali
Birth Count
E' 182 Brown, Charlie 05/28/2000 Male 0

Showing 1-1 of 1

8. Under the Unit Entry Data section, ensure the ‘Date In’ reflects the date the client agreed to accept
services from the program (this will be the same date as the Program Entry date under the Entry/Exit
Tab).

*NOTE: You cannot not use the backdate tool in ShelterPoint. If you need to enter a previous date for the ‘Date In’ field,
manually type the correct date in the field (use American format: month/day/year).

9. Skip the Household Members section

10. Ensure there is a valid ROl in the Release of Information section. If the ROI needs to be updated, update
it from ClientPoint under the ROI Tab (see steps 1.3)

11. Skip Default Shelter Assessment

12. Press ‘Save & Exit’

6/20/2022 11
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Unit Entry Data - (2182) Brown, Charlie

|DateIn*I [08 |/[0z2 |/[2022 |38y 23 v |02 v [:[35  [PM v

Unit Name / Number 1/ A/ Bed 003

Midnight Check In
Assign Unit

Supplies Given |

Locker number |

Codes/Notes

‘D

Change Clear

4

| Release of Informationl

This Client is not a member of any Households.

Release of Information Ends 06/01/2023

Defauit-Shelter-A

View ROI Details

No Shelter Check In Assessment is specified for this Provider

Save I Save & Exit I Exit

The client will now appear checked into that spot:

View Shelter Inventory

Shelter Inventory Information

Provider* ‘PBSH Community Extension Training Program (407) v ‘ Check Unit Availability
Unit List* [Building (PBSH) v Submit
Type Mixed Singles Shelter/Housing

Unit List - Building (PBSH)

Display Sort By‘ Floor v HAscending v ‘ Sort
Date In Floor Section Bed Hold Client glarttlli of Gender Group ID Conf. Codes/Notes
@ 06/15/2021 1 A Bed 001 (72) test, test 05/03/2000 Female No
) 1 A Bed 002 Hold EMPTY
@ 06/02/2022/1 A Bed 003 (2182) Brown, Charlie 05/28/2000 Male No
) 1 A Bed 004 Hold EMPTY
) 1 A Bed 005 Hold EMPTY

HMIS Steps, Phase 2: Client Moves Out of PBSH Building into SSSH Community Space

Follow these steps when the client moves out of the PBSH building into the SSSH Community Space.

*Always ensure you are EDA'd correctly.

Step 2.1: ClientPoint - Assessments Tab

From the menu, select ClientPoint.

6/20/2022 12
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| » Last Viewed ‘ Favorites

Home

ClientPoint I

ResourcePoint

ShelterPoint

» Reports

» Admin

Logout

2. Open Client Profile (using less is more search)

3. Under the Assessment Tab, complete the Community Extension - Location Change Assessment

*DO NOT PROVIDE PROGRAM EXIT (under Entry/Exit Tab)
**DO NOT COMPLETE HOUSING FIRST EXIT INTERVIEW

Client Information Service Transactions

Select an Assessment

[Community Extension - Location Change Assessment VII Submit |

Summary Client Profile | Households ROI Entry / Exit Case Managers| Case Plans

Assessments
—

Community Extension - Location Change Assessment - ﬂ
What are the reasons for the
participant leaving the program - -
building, and entering the community [ Select vje
extension pilot?
Where is the participant currently [-Select- vl
staying?
Prior to move-out, how long did you
plan for the transition with the G
participant?
Print Assessment Save Cancel

Step 2.2: ShelterPoint — Check Out [of Building (PBSH)]

1. From the menu, select ShelterPoint

[P Last Viewed ] Favorites

Home

ClientPoint

ResourcePoint

I ShelterPoint

» Reports

» Admin

Logout

2. Ensure the provider is correct (you will see the program you are EDA'd as)
3. Select the appropriate Unit List:

a. Building (PBSH)

b. Press ‘Submit’

6/20/2022 13
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View Shelter Inventory

|PBSH Community Extension Training Program (407} w | Check Unit Availability
IUnit List *I (Building (PESH) ~) | suomit |

4. Under the ShelterPoint Dashboard, select ‘View All'

ShelterPoint Dashboard

] o i = Ly

ct ™

5. Press the ‘Check Out’ button of the client who is moving out of the building

Unit List - Building (PBSH)

‘Check Out' button

Display Sort By‘ Floor v HAscending v ‘ Sort
Date In Floor Bed Client [B)?r:::z & Gender Group ID Conf. Codes/Notes|
o 06/15/2021 1 A Bed 001 (72) test, test 05/03/2000 Female No
o A Bed 002 Hold EMPTY
Eoe/oz/zuzz 1 A Bed 003 (2182) Brown, Charlie 05/28/2000 Male No
o 1 A Bed 004 Hold EMPTY

6. Under the Unit Exit Data section, ensure the ‘Date Out’ reflects the date the client moves out of the
building.

*NOTE: You cannot not use the backdate tool in ShelterPoint. If you need to enter a previous date for the ‘Date Out’ field,
manually type the correct date in the field (use American format: month/day/year).

7. Skip the Funding Sources section

8. Skip the Household Members section

9. Skip the Default Shelter Assessment section
10. Press ‘Save & Exit’

6/20/2022 14
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Unit Exit Data - (2182) Brown, Charlie

s oz /2022|239 A3 w5z vliso~ [~
Unit Name / Number Bed 003
Supplies Returned @®ves ONo

Apply Funds for Service

Funding Souyes/

L

Household M ers

Sourc
dd Funding Source ‘ Calculate |Total: $0.00

Amount

;bis’(ﬂﬁs not a member of any Households.
Default Sh Assessment

NMheck Qut Assessment is specified for this Provider

Save | Save & Exit |

Exit

The client is now checked out of the building. Imnmediately check the client into the SSSH Community spot by
following Step 2.3: ShelterPoint Check In to Community Extension (SSSH) Space.

Step 2.3: ShelterPoint — Check In [to Community Extension (SSSH)]

As soon as the checkout from the Building (PBSH) Unit List is complete, check the client in to the Community
Extension (SSSH) Unit List, regardless if the client has moved into the new unit or not. In other words, if the client
is active with the program, they must appear in one of the two ShelterPoint unit lists.

1. From the menu, select ShelterPoint

[P Last Viewed ] Favorites

Home

ClientPoint

ResourcePoint

I ShelterPoint

» Reports

» Admin

Logout

2. Ensure the provider is correct (you will see the program you are EDA'd as)
3. Select the appropriate Unit List:

a. Community Extension (SSSH)

b. Press ‘Submit’
4. Under the ShelterPoint Dashboard, select View All'
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View Shelter Inventory

I Provider*l |PBSH Community Extension Training Program (407) V| Check Unit Availability
Unit List* [ Community Extension (SSSH) ]| Submit
Type Mixed Singles Shelter/Housing

ShelterPoint Dashboard

]

- .

& i T &

The Shelter Inventory Information screen will populate. This view is customizable per program and may look
different than the screenshot below.

5. Press the ‘Check In" button to select the appropriate ‘spot’ you would like to check the client into

Unit List - Community Extension (S55H) Check in button
Display [All Beds v | Sort By|Floor v || Ascending v | Sort
Person . Date of Group
Date In _ Floor Slot Hold Client Birth Gender D Conf. Codes /Notes
Person .
clot ooy Hold EMPTY
& = - SO, Hold  EMPTY
Person ,
a - - clot ooz | Hold EMPTY
Overflow
& (New) EMPTY
Print Unit List | Hold ALL Empty Units |  Release ALL HELD Units
6. Inthe Client Search screen, perform less is more search to pull up client's profile
7. Under Client Results, press the green button with the white plus sign
Client Results
ID Nam D.ate ot Alias Gender Banned Aoz il
Birth Count
E. 182 Brown, Charlie 05/28/2000 Male 0

Showing 1-1 of 1

8. Under the Unit Entry Data section, ensure the ‘Date In’ reflects the date the client moved out of the PBSH
Building

*NOTE: You cannot not use the backdate tool in ShelterPoint. If you need to enter a previous date for the ‘Date In’ field,
manually type the correct date in the field (use American format: month/day/year).

9. Skip the Household Members section
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10. Ensure there is a valid ROl in the Release of Information section. If the ROI needs to be updated, update

it from ClientPoint under the ROI Tab (see steps 1.3)
11. Skip Default Shelter Assessment
12. Press ‘Save & Exit’

Unit Entry Data - (2182) Brown, Charlie

Date In* Jloz]/[2022 |38 25 v]:[20v]:[29v]PM v] Midnight Check
’ v )

In|

Unit Name / Number -/ - / Person Slot 001 Assign Unit

Supplies Given | |

Locker number | |

Codes/Notes ‘

i

¥ T Househuid-Members

Change Clear

This Client is not a member of any Households.

I Release of Information

Release of Information Ends 06/01/2023 View ROI Details

Derauirshetrer-Assessment

No Shelter Check In Assessment is specified for this Provider

Save I Save & Exit I Exit

The client will now appear checked into that spot:

View Shelter Inventory

Provider* |PBSH Community Extension Training Program (407) V| Check Unit Availability
Unit List* [Community Extension (SSSH) ]| Submit
Type Mixed Singles Shelter/Housing

Shelter Inventory Information

Unit List - Community Extension (SSSH)

Display| All Beds v | Sort By|Floor v |[Ascending v Sort
. Person - Date of Group
Date In Floor Section Slot Hold Client Birth Gender D Conf. Codes/Notes
w@ |06/02/2022|- - gf;?%% L E:Zhlafizu)a HIiy 05/28/2000 Male No
Person
Q - - Slot 002 Hold EMPTY
Person
< - - Slot 003 Hold EMPETY
Overflow
) (New) EMPTY
Print Unit List | Hold ALL Empty Units Release ALL HELD Units

Step 2.4: ClientPoint — Assessments Tab
Once the Client has moved into the scattered site unit, the CHF Housing Assessment must be completed.

1. From the menu, select ClientPoint.
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| » Last Viewed ‘ Favorites

Home

ClientPoint

ResourcePoint

ShelterPoint

» Reports

» Admin

Logout
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2. Open Client Profile (using less is more search)
3. Under the Assessment Tab, complete the CHF Housing Assessment
a. The data entry of this assessment should reflect the actual date the client physically moved into
their unit. Please use the backdate tool if applicable.
i. In the Date of Assessment timeframe/sub-assessment, indicate ‘Re-Housed Housing

Assessment’

ii. In the ‘Reason for Housing’ field, be sure to select ‘Rehousing due to... whatever the
circumstances may be
*DO NOT COMPLETE THE HOUSING FIRST MOVE IN ASSESSMENT

Client Information

Select an Assessment

I CHF Housing Assessment hd Submit

Assessments

4. Everythree months following the (original) date of move-in (to the PBSH Building), complete the Housing

First Quarterly Assessment.

a. The data entry for this assessment should be completed to reflect the month the assessment is
due (every 3 months). Please use the backdate tool if applicable.

To select the appropriate assessment, highlight it from the drop-down menu and press ‘Submit’.

HMIS Steps, Phase 3: Client Exits Program

Follow the below steps when the client is exiting the program.

*Always ensure you are EDA'd correctly.

Step 3.1: ClientPoint - Assessment Tab

1. From the menu, select ClientPoint.

6/20/2022
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» Last Viewed Favorites
Home
ClientPoint I

ResourcePoint

ShelterPoint

» Reports

» Admin

Logout

2. Open Client Profile (using less is more search)
3. Under the Assessment Tab, complete the Housing First Exit Interview

a. The data entry of this assessment should reflect the actual date the client exits the program.

Please use the backdate tool if applicable.

Client Information Service Transactions

Summary Client Profile Households ROI Entry / Exit Case Managers| Case Plans

Select an Assessment

| |
| Housing First Exit Interview! ~|  Submit |

Assessments

Step 3.2: ClientPoint — Entry/Exit Tab

Under the Entry/Exit tab, provide the program exit date to reflect the date the client no longer receives services

from the program.

Client Information Service Transactions

Summary Client Profile Households ROI Entry / Exit Case ManagWQgs | Case Plans

“ Reminder: Household members must be established on Households tab before cre®ing Entry / Exits

Assessments

Entry / Exit
. Client
Program Type Entry Date Exit Date Count
' PBESH Community Extension Training Program (407) Standard 4 06/02/2022 O |-
Add Entry / Exit | Showing 1-1 of 1

1. Press the pencil next to the Exit Date
a. Ensure the date reflects the date the client exited the program.
*Use backdate tool if you are not entering the data on the actual program exit date
b. Indicate the Reason for Leaving
c. Indicate the Destination
Press Save & Continue
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Edit Exit Data - (2182) Brown, Charlie

Edit Exit Data - (2182) Brown, Charlie

19 20 vl:[Zov]:[fev]anv]

Reason for Leaving |Prugram Completion ~
If "Other", Specify |
[Renting - Unsubsidized ~

If "Other”, Specify |

Notes

I[ Save & Continue I‘

Cancel ‘

In the Entry/Exit Data window, scroll to the bottom of the window and

Entry/Exit Data g B

0 Note: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessment
defaults. Any information saved to the previous Assessment will still be attached to that Assessment recerd for the Client.

Provider * PBSH Community Extension Training Program (407) v
Type* Standard v

Update

Household Members Associated with this Entry / Exit

Head of
Household

Reason for

(ETOER Leaving

Name Entry Date Destination Notes

N Program Renting -
06/03/2022 Unsubsidized

(2182) Brown, .
ﬂ - #|06/02/2022 Completion

Charlie

Include Additional Household Members Showing 1-1 of 1

Entry Assessment Exit Assessment

Household Members Exit Assessment

No Standard Exit Assessment has been specified for this Provider

Print Entry/Exit Summary

Step 3.3: ShelterPoint — Check Out [of Community Extension (SSSH)]

1.

From the menu, select ShelterPoint

6/20/2022 20
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ResourcePoint
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Logout
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2. Ensure the provider is correct (you will see the program you are EDA'd as)
3. Select the appropriate Unit List:
a. Community Extension (SSSH)
b. Press ‘Submit’
4. Under the ShelterPoint Dashboard, select View All
View Shelter Inventory
Provider * [PESH Community Extension Training Program (407) + | Check Unit Availability
[Community Extension (SSSH) ~] Submit
Type Mixed Singles Shelter/Housing
ShelterPoint Dashboard
e, = T:‘: -
0 o ki SN
e i
LT -
5. Press the ‘Check Out’ button of the client who is exiting the program
Unit List - Community Extension (SSSH) 'Check Qut' button |
Display All Beds ~ ~| Sort By|Floor v |[Ascending v Sort
D Section g:aortson Hold Client g:_:f] of Gender ;;[:OUD Conf. Codes /Notes
Parson (2182) Brown,
Eﬂs;ozfzozz - Slot 001 Charie 05/28/2000 Male Mo
5 - g?;?%%z Hold EMPTY
Person
& - clot ooz Hold EMPTY
Overflow
o (New) EMPTY
6. Under the Unit Exit Data section, ensure the ‘Date Out’ reflects the date the exit date

*NOTE: You cannot not use the backdate tool in ShelterPoint. If you need to enter a previous date for the ‘Date Out’ field,
manually type the correct date in the field (use American format: month/day/year).
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7. Skip the Funding Sources section

8. Skip the Household Members section

9. Skip the Default Shelter Assessment section
10. Press ‘Save & Exit’

PBSH COMMUNITY EXTENSION PILOT
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Unit Exit Data - (2182) Brown, Charlie

Date Out* [06 ]/[03 |/[2022 | 5§ sl v]:[32v]:[4a v[amv]
Unit Name / Number Person Slot 001
Supplies Returned ®Yes O No

Apply Funds for Service

Funding Sources

/:"}"/
dd Funding Source |

Hou sehow

Amount

Calculate |Total: $0.00

Ihisflieﬁis not a member of any Households.
Default SWt

Ne—S‘ITETFe'rFEE;ck Out Assessment is specified for this Provider

Save |I Save & Exit I|

Exit

The client is now checked out of the Community Extension (SSSH) Unit List, and fully exited from the program.

Miscellaneous Scenarios

Client Exits Program from PBSH Building

1. Under the Assessment Tab, complete Exit Assessment (see steps 3.1: ClientPoint - Assessments Tab)

2. Under the Entry/Exit Tab, provide Exit Date (see steps 3.2: ClientPoint - Entry/Exit Tab)
3. In ShelterPoint, Check Client out of Building (PBSH) Unit List (see steps 2.2: ShelterPoint - Check Out of
PBSH Building)

*DO NOT re-check the client into the community extension (SSSH) unit list. Once the client exits the program,
they should not be checked into ANY unit lists.

Client Returns to Previous PBSH Building from Community Extension (SSSH)

Inform System Planner this client wants to return to PBSH building and whether there are open spaces. The
System Planner will communicate with the Adult Placement Committee for transparency.

No need for Program Transfer Application if client wants to re-access the same building as before.

In HMIS, complete the following:

1. Under the Assessment Tab, complete the CHF Housing Assessment (to reflect rehousing) (see steps 2.4:
ClientPoint - Assessments Tab)

6/20/2022
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2. In ShelterPoint, check client out of Community Extension (SSSH) Unit List (see steps 3.3: ShelterPoint -
Check Out of Community Extensions (SSSH))

*Note: Ensure Client remains active in your program (ensure active entry under Entry/Exit Tab).

3. In ShelterPoint, check client into Building (PBSH) Unit List (see steps 1.9: ShelterPoint - Check In to BSH
Building)
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