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

change your Workgroup. 

 

 

 

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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You can verify that you are in the correct workgroup also by visiting the Home section on the 

blue Main Menu ribbon. 

 

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.  
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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. 

 

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. 
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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. 

 

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. 

 



5 
 

ClientTrack Coordinated Entry Workflow SOP 

 

Next, the workflow will bring you to Family Members. Please list all family members who are 

planned to be apart of the household.  

 

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. 
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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. 

 

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

 

 

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: 
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This will be your view once the Coordinate Entry workflow is successfully completed. Select 

Finish and you are done! 

 


