ClientTrack Coordinated Entry Workflow SOP

First, locate your user icon. Selecting your User Icon will open a menu from which you can
change your Workgroup.

Q Search < Home / Welcome Katrina Panzica ‘ e o [

N . Ci
Katrina Panzica | oo™

[0 Dashboard Polk County HMIS Coordinated Entry
& Quick Services - Multiple Clients Welcome Katrina Panzica L]
19 Recent

= Polk County News .
7= Files on Server

Welcome to ClientTrack. Your administrator can set news items here.
> ¥% My ClientTrack

> 3 Project Descriptors Current Program Enroliments bl

> €X§ Global Administration

ProgramName Cases Clients
HCPC - Coordinated Entry 950 1399
HCPC - Referral Center 7 7
HCPC-WellMed-RRH 1 1
Wilson House - Group Counseling 18 18
My Case Assignments
9 results found.
Client End

Name T3 Begin Date Date Program Enroliment.CaselD

You will want to make sure your workgroup is selected Polk County HMIS Coordinated Entry to
continue with the correct Coordinated Entry workflow.
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Homeless Coalition of Palk County Inc.

Sign Out

ACCOUNT SETTINGS
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You can verify that you are in the correct workgroup also by visiting the Home section on the
blue Main Menu ribbon.

Q, search < Welcome Katrina Panzica @ o - )

Polk County

[0 Dashboard Katrina Panzica ., county s coordinated Entry -
& Quick Services - Multiple Clients Welcome Katrina Panzicd e
1 Recent

Polk County News

7= Files on Server

Welcome to ClientTrack. Your administrator can set news items here
> {¥ My ClientTrack

» O Project Descriptors Current Program Enrollments

> X% Global Administration

ProgramName

C Clients
HCPC - ntry 950 1399
HCPC - Refe 7
HCPC-WellMed-RRH 1 1
Wilson House - Group Counseling 18 18

My Case Assignments

9 results found.

Client End
Name 1% Begin Date Date Program Enroliment.CaselD

Project  Housing

Next, please select the Coordinated Entry section on the blue Main Menu ribbon. After

selecting the coordinate entry section, you will select Triage Assessment. This will then display
the correct Coordinated Entry workflow.

Q search < @ -

; Client Information < B
X
Q, Find Program HMIS T”age
— @ Intake
3 By Name List (BNL) wrch Existing t Search Existing Clients (i}
= Tnagausessmont- tches t plicate entry Ente | identifying
© FProject Informatior
I h af 1 anc t ting
O Family Member . 4 irate matches, click Next again to continue to Step 2 in addir w clier
S RONMTAN DA Last Name
T
Name Quality: * SELECT v 0

-- SELECT --

‘ Full name reported
Partial, street name, or code name reported
Client doesn't know

Client refused
(_ O Case Note Data not collected

M Pause X Cancel
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If the individual is not currently enrolled into the HCPC- Coordinated Entry project but is a client
in ClientTrack then the view below is what you will encounter. Continue to identify and select
the correct client. Once the correct client is selected the workflow will continue to the next
needed section to be completed.

Q search ) -

Client Information < B

Q. Find Program HMIS Triage o

Please address the following:

@ Intake
« Please review the list below for potential duplicates. Click Next if this is not a duplicate.

3 By Name List (BNL) Search Existing Clien
1} Triage Assessment

O Release of Information Search Existing Clients [ ]
o Project Information -

QO Quick Interested The first step in adding @ new client is to search existing client records for possible matches to avoid duplicate entry. Enter partial identifying information

Others on the client, and then click Next to search from existing client records.

If the system finds no potential matches, you will be taken directly to Step 2.
O Family Members If the system finds potential matches, the search resuits will display below. If an accurate match appears, select and open that existing client record

O Enrollment by clicking on that row.

. If there are no accurate matches, click Next again to continue to Step 2 in adding a new client record.
O Universal Data

Assessment First Name:*  Str

O Financial Assessment - Last Name:* Pan

T A t
Q Wiz AR Name Quality:*  Full name reported v 0
QO Housing Score

O Case Notes 1 result found.

First Name Last Name Find Duplicate Client |1

‘ Strawberry Pancake 9977

Il Pause X Cancel

If the individual is not already a HMIS client, then your view will look as it does below. Continue
to complete the Basic Client Demographics.

Q search < @ a &
. Client Information - =
x
Q, Find Program HMIS Triage
® Intake
3 By Name List (BNL) Search Existing Clients Basic Client Information @

3 Triage Assessment sl pR o Complete the client's identifying information. Name and social security number have associated data quality fields. Data quality fields are

Ol o A tion used to indicate the reason full information wasn't collected. Name and social security number data quality fields allow users to indicate
o Project Information when a client doesn't know or refuses to provide information. If the required data is collected then ClientTrack automatically records that
O Quick Interested full data quality was met.
Others

First Name:*  joe
QO Family Members

LastN 2t ki
O Enrollment astName:*  pancake

O Universal Data R
Assessment
Name Quality: * Full name reported v 0
O Financial Assessment
Social Security Number: | | o
O Triage Assessment
SSN Quality:* = -- SELECT -~ v

O Housing Score

O Case Notes
Basic Client Demographics

Ml Pause X Cancel
Date of * MM/DD/YYYY ‘9
Birth:
Date of* -- SELECT -- v
Birth
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Next, you will see the Release of Information section. Always leave the Information Release # as
“1”. Please provide a begin date ONLY and do not put and end date. Leave the select Share
Intake Globaly and select the Release Type.

Q search

Q, Find Prograr

3 By Name List (BNL)
13 Triage Assessment

@ Project Informatior

HMIS Triage , Information Release and Security] <@
Intake
To sh ! ) tior F Jreement fi t )
@ Release of Information Jookup L )t He 3

Assign the client-level Sec

«  Restrict to Organization wil

«  Share Intake to MOU/Info Release allows only the organizations

ess the client record
Share Intake Globally allows all ntake
) - ' a

- Begin Date: 06/29/2023 | (A
End Dat ]

urity Rest Re zatio

Sh ake to MOU/Info Release
© Share Intake Globally
W Pause X Cance - Release Type:*  Verbally Agreed v
@ save
N A e . o ~ - _ - s 324 PM

Next the workflow will bring you to Interested Others. You will utilize this to add any individuals
who are allowed to speak, leave messages with, and provide updates about the head of the
household’s case. If the client does not wish to provide that information or does not allow
anyone to check on their case, then please select the skip button at the bottom of the page.

Q Search

Q, Find Program

13 Triage Assessment

3 By Name List (BNL)

@ Project Information

0 --

HMIS Triage , (Quick Interested Others _ <8
Intak
Below is a list of others who might have an interest in the client's situation. You can edit existing entries, as well as add new entries at the
Rele: f Inf

bottom. When you have completed the form, click Save.

® Quick Interested

Others + 2 results found (+2
Aware of
nroliment Type* Relationship Name I3 Client Situation Office Phon
= W Other v Daughter v Jane Bob Yes v
F W Other v Self v Strawberry Pancake Ye v
SELECT v SELECT v SELECT -- ~
W Pause X Cance
ELECT v ELECT v ELECT - v
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Next, the workflow will bring you to Family Members. Please list all family members who are
planned to be apart of the household.

Q Search < Coordinated Entry @ a (]
. Family Members < 8
HMIS Triage & Y
Q, Find Program
© Intake
The selected client’s family members are displayed below. You may search for existing clients to add to this family or add new clients to
[ By Name List (BNL) © Release of Information the database and associate them with this family.
13 Triage Assessment O Quick Interested § B . .
Oth It's important to note that family members are the people who the client is related to. Family isn't always the same as a client's household.
ers
o Project Information According to HUD "[a] household is a single individual or a group of persons who apply together to a continuum project for assistance and
@ Family Members who live together in one dwelling unit (or, for persons who are not housed, who would live together in one dwelling unit if they were

housed.” (Data Manual)
O Enroliment

This workflow will allow you to enroll all family members or select which family members you want to enroll.
O Universal Data

Assessment
O Financial Assessment —
(+)

QO Triage Assessment S 3 results found (+1)

O Housing Score

O Case Notes First Middle Last
Name* Name Name* Suffix Name Quality* Bil
Il Pause X Cancel Strawberry Pancake Full name reported v q
Raspberry Pancake Full name reported v 1
- Pancake Full name reported v 1

& @Save & Close
hitps://clienttrack.eccovia.com/MainPage.aspxZiniine=top#

Next, the workflow will bring you to the Enrollment section. You will check all of the family
members who will be enrolled with the head of household and select the project HCPC-
Coordinated Entry. If any member of the household is already enrolled into a HCPC-Coordinated
Entry, it will not allow you to select that individual to enroll into the household.

Q search < @ LB o

; HUD Program Enrollment _ )
: HMIS Triage ¥
Q Find Program
Intake « For all other types of Service projects including but not limited to: services only, day shelter, homelessness prevention,
coordinated ¢ ment, health care it is the date the client first began working with the project and generally received the first
O By Name List (BNL Release of Information provision of service
133 Triage Assessment O Quick Interested
Others ‘ Project:* HCPC - Coordinated Entry v
© Project Information 0o
Family Members
‘ @ Envoliment
: ‘ Household
) Universal Data
t Excerpt from the HMIS Data Standards Manual "A household is a single individual or a group of persons who apply together to a
continuum project for z ance and who live together i jwelling unit (or, for persons who are not housed, who would live together
. in one dwelling unit if they were housed)
Tria Y
{ousing
Project Rel.
Case Not @ Name Gender Age Start Date Exit Date Case Manager (i} Hee
Pancake, 3
I Pause X Cancel (] Female 37 07/19/2023 o] ‘ Katrina Panzica Q
Strawberry
I Pancake,
Transgender 22 07/19/2023 (o] ] Katrina Panzica Q D
Raspberry |
ranaca - .

@ save
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Next, the workflow will bring you to Universal Data Assessment. This is HUD data standards and
is needed for reporting purposes to HUD.

Q, search

Q, Find Program

3 By Name List (BNL)
13 Triage Assessment

© Project Information

HMIS Triage
&) Intake
Release of Information

O Quick Interested
Others

Family Members
Enroliment

@ Universal Data
Assessment

O Financial Assessment
Q Triage Assessment

O Housing

Q Case Notes

M Pause X Cancel

@QM@

, Universal Data Assessment - <@

Complete the information below related to the selected client’s housing status and other relevant information.

Mote:

+ Because 3.917 reflects real time data entry as described in the Data Dictionary, the Default Last Assessment buttan will not bring in any 3.917 data.
+ Changing any project setup data with existing enrolimen

may affect or braak the logic for 3917.

» 3917 may not always show as expected because of changed setup data o missing required data links

Assessment Active

Default Clies Last Assessment

Assessment Date:*  07/19/2023 ‘ 3]
Age at Assessment: 37
Assessment Type:  Entry v

Disabling Condition: * SELECT v

Living Situation

Identify the type of residence and length of stay at that residence just prior to (i.e.. the night befare) program admission.

Prior* SELECT v
Living  aw

Next, the workflow will bring you to the Financial Assessment.

Q Search

Q, Find Program

(3 By Name List (BNL)
13 Triage Assessment

e Project Information

Coordinated Entry

HMIS Triage x

@ Intake
© Release of Information

O Quick Interested
Others

© Family Members
) Enrollment

& Universal Data
Assessment

® Financial Assessment
Q Triage Assessment
O Housing Score

O case Notes

MlPause X Cancel

ClientTrack Coordinated Entry Workflow SOP

Income and Sources, Non-Cash Benefits _ <8

* WHITI @ LISHLTIES HILUNIE, UUL UUES HUL RHIUW LIS SAGLEGIIVUIIL @ 163 1 E3UUIISE 31IUUIU UE 1ELUIUSU 101 DU UIE UVEIaH IHILUIIE YUEaUut
and the specific source, and the income amount should be estimated

« Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household,

unless the federal funder in the HMIS Program Specific Manual instructs otherwise. Income should be recorded at the client-level

for heads of household and adult household members. Projects may choose to collect this information for all household members

including minor children, as long as this does not interfere with accurate reporting per funder requirements. Projects collecting

data through client interviews should ask clients whether they receive income from each of the sources listed rather than asking

them to state the sources of income they receive.

Income data should be recorded only for sources of income that are current as of the information date (i.e. have not been

specifically terminated). As an example, if a client’s employment has been terminated and the client has not yet secured additional
employment, the response for Earned income would be “No.” As a further example, if a client’s most recent paycheck was 2 weeks
ago from a job in which the client was working full time for $15.00/hour, but the client is currently working 20 hours per week for
$12.00 an hour, record the income from the job the client has at the time data are collected (i.e. 20 hours at $12.00 an hour).

Default Last Assessmet

Assessment Active

Assessment Date:*  07/19/2023 ‘

Income from Any Source: == SELECT -- v o
Non-Cash Benefits from Any Source:*  -- SELECT -~ o
Expenses: -- SELECT —- v O

@ Save and Close




Next, the workflow will bring you to the Triage Assessment where current living situation,
homelessness category, and domestic violence questions will be asked. Prioritization Status will
be Placed on prioritization list.

Q, Search < Coordinated Entry @ Jal o3

HMIS Triage = HMIS Triage Assessment _ <8
Q, Find Program 9

@ Intake

Assess the clients current situation with the questions below. This data can be used for prioritization of services needed for the client.
3 By Name List (BNL) © Release of Information
13 Triage Assessment O Quick Interested
[Assessment Active
F Others
Project Information

o ) . Assessment Date:*  07/19/2023 ‘

© Family Members

© Enroliment Assessment Level:*  Housing Needs Assessment v

© Universal Data Assessment Location:* -~ SELECT -- v

Assessment
Assessment Contact Type:*  -- SELECT --
© Financial Assessment
N What is your household type:*  Household without children v

® Triage Assessment

O Housing Score Information Date:* 07/19/2023 ‘

O Case Notes Enroliment:*  07/19/2023 - HCPC - Coordinated Entry v

M Pause X Cancel Verified by Project: ~ -- SELECT -~ v

Current Living Situation Information

Current Living* -- SELECT -~
Situation:

@ save
javascript:void(0); -

were staying last night:

Prioritization Status:* | Placed on prioritization list V| -
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Next, the workflow will bring you to Housing Score. This is the housing assessment for
coordinated entry. If the individual is a RRH client, please select CE Assessment. If the individual
is a Prevention client, please utilize Prevention Assessment. This is found just after the 2
paragraphs of the Release of Information titled Assessment Type.

Q Search ¢ Coordinated Entry

Q:--
. HousingScore_ < B

HMIS Triage

@ Intake

Q, Find Program

O By Name List (BNL)

13 Triage Assessment

) Release of Information

O Quick Interested

Default Last Assessment

07/19/2023 ‘

Others Assessment Date:
© Project Information

© Family Members Do you give consent that this agency may share -- SELECT -- w

information with other agencies such as, but

© Enroliment not limited to, your situation, household

@ Universal Data demographics, and any questions asked during

fesssEit this assessment for the purpose of providing a

referral to coordinated entry prioritization list?

@ Financial Assessment (If you would like a copy of the privacy notice or

) your rights we can provide that information at

© Triage Assessment the end of the assessment) :
@ Housing Score I understand that the information contained on --SELECT -- v

this form is provided voluntarily. The
information is true and correct to the best of
my knowledge. If | provide any false

O Case Notes

Bl Pause X Cancel information, | understand that services may be
denied. | understand that the completion of this
form does not guarantee that | will receive

services.:

‘ Assessment* CE Assessment v

Type:

Finally, you will complete a case note. Regarding will be titled: Assessment Note. Please include
individuals’ contact information and living situation along with any additional notes you may
want to include. Example below:

Q search < @ LB o
. Case Note with Services « 9
HMIS Triage ¥
Q, Find Program
e Entry Date:*  07/19/2023 | [
[ By Name List (BNL Release of Information User:*  Katrina Panzica | Q ‘
13 Triage Assessment O Quick Interested Regarding:* Assessment Note
Others
0 Project Information
Note Type SELECT v
Family Members
Enrollment
Universal Data Supervisor Review
Assessment If a supervisor review is required, please check the box and select the name of the individual to make the assignment
Financial Assessment
Review Required:
Triage Assessment
Housing Score
Template SELECT -~ v
@ Case Notes
WM Pause X Cancel 07/19/2023 Single female staying outside. MH yes. Income no. Explained CE process. KP/HCPC
SA:N
MH: N
Income: N
Children: N
Vet: N

PoC: 863-123-4567 email: first last@yahoo.com
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This will be your view once the Coordinate Entry workflow is successfully completed. Select
Finish and you are done!

Q search < @ Al e

Q, Find Program HMIS Triage L]

¥ Intake

[0 By Name List (BNL) © Release of Information

‘13 Triage Assessment O Quick Interested

Others
@ Project Information

¥ Family Members
@ Enroliment
2 Universal Data
Assessment
9 Financial Assessment You're donel

@ Triage Assessment All required steps have been completed.

@ Housing Score

Case Notes

W Pause X Cance
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