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Warming Centre Data Entry in HMIS ServicePoint     
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HMIS Steps  

Step 1: ClientPoint – Client Search 

1. Ensure you are EDA’d correctly. 

2. From the menu, select ClientPoint. 

 
 

3. 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.) 

 
b. At bottom of screen, check ‘Client Results’ for search results 

i. If client appears, press the hyperlink        

4. IF NEW CLIENT: 

a. Type full name correctly in First & Last Name search fields  

b. Press ‘Add New Client With This Information’ 

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

d. Press ‘Ok’ to continue. 
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Step 2: Summary Tab - ROI 

5. If edits to Client’s name are needed, proceed to ‘Editing an Existing Outreach Client Profile’ later in this 

document 

6. Under the Summary Tab (a sub-tab of the Client Information Tab), navigate to Release of Information box 

 
 

7. Press ‘Add ROI’ 

a. Ensure Correct Provider 

b. Indicate Yes/No to ‘Release Granted’ 

c. Enter Start and End Dates for ROI (custom per agency) 

d. Documentation: enter ‘Agency Internal ROI’ 

e. Witness: enter name of witness 

f. Press ‘Save Release of Information’ 
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Step 2: Summary Tab – Warming Centre Assessment  

8. Under the Summary Tab, navigate to ‘Warming Centre Assessment’ 

a. Update FOIP Notification  

 

9. Enter the client-centric Basic Demographics: 

 
 

10. Answer the remaining client-centric Housing Status questions: 
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*Once saved, the green history bars will appear. 

**Questions are client centric; please record what the client reports to you. 

Step 3: Summary Tab – Services  

11. Under the Summary Tab, navigate to ‘Services’ 

a. Press ‘Add Multiple Services’ 

 
 

12. You will be directed to the ‘Add Service’ Tab (a sub-tab of the Service Transactions Tab). 

a. Ensure correct Provider 

b. Indicate Service Type 

c. Update ‘Need Status’ to Closed 

d. If applicable, indicate Provider Specific Service  

e. If applicable, indicate Service Location 

f. To add further services press, ‘Add Another’ until all services provided are entered 

g. Press ‘Save & Exit’ to end service entry 
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13. Once saved, you will be directed the ‘Service Transactions’ Tab, sub-tab: Services: 

 

 
 

14. Press the ‘Pencil’ icon to Indicate any ‘Service Notes’ that may apply.  

15. Under the ‘Edit Service’ Tab, enter relevant notes 



  WARMING CENTRE DATA ENTRY  
HMIS: Data Entry for Warming Centres | F23/24

 

 
10/23/20233 6 

 
16. Scroll to bottom of screen and press ‘Save & Exit’ 

Warming Centre Services should include the following: 

HMIS Service: Use When: 

Extreme Cold Warming Centres Use each time client accesses warming centre 

Health Care Referrals Health Care required 

Housing Related Coordinated Entry NSQ/Update completed 

Mental Health Support Services Mental health support services required 

Substance Use Disorder Referrals Referral to treat alcohol/drug use 

 

Step 4: Client Profile Tab – Client Notes 

To support knowledge transfer between case managers, there is a tool available for generic client notes to be 

recorded (e.g. ‘Client left encampment’).  

17. Under the Client Profile Tab, navigate to ‘Client Notes’. 
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18. Press ‘Add New Client Note’. 

a. Indicate date 

b. Enter generic note 

c. Press Save 

 

 
19. Once note is saved, a sunbeam will appear next to it: 

 
 

20. The sunbeam ensures the note pop ups for all HMIS Users who access the Client Profile. To deactivate 

the pop-up (in other words, resolve the note), press the sunbeam. This will remove the pop-up from all 

HMIS Users accessing the Client Profile.  
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Editing an Existing Client Profile 

1. If edits are required to the Client’s Name or Alias, navigate to the Client Profile Tab.  

2. Press pencil next to Client Record. 

 
3. In the ‘Client Record’ window, manually type edits in the required fields as needed. 

4. Press Save. 

 

Follow Steps 2 through 6 as applicable. (e.g., If a client already has a valid ROI from your program, there is no need 

to add a new ROI each time you open the client profile.) 

 

 

 

 

 

 

 

 



  WARMING CENTRE DATA ENTRY  
HMIS: Data Entry for Warming Centres | F23/24

 

 
10/23/20233 9 

Using Anonymous Clients 

After explaining the value of collecting personal information in HMIS, if the individual still does not wish to share 

their personal information, the Warming Centre may record the services provided using their Warming Centre’s 

designated Anonymous Client Profile as follows: 

Warming Centre: Use Client ID (CID) #: 

Distress Centre – Journey Church 156030 

Distress Centre – Parachutes for Pets 156032 

Mustard Seed – Warming Centre 156033 

Salvation Army – Warming Centre 156035 

Wood’s Homes – Warming Centre 156037 

 

Step 1: Search for your Warming Centre’s Anonymous Client ID # (or search for ‘Anonymous’ in the first name 

field) 

Step 2: Skip the ROI  

Step 3: Skip the Assessment 

Step 4: Enter the appropriate service(s)  


