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Introduction

Online Resources

A general overview of Changing Homelessness and its management of ClientTrack’s HMIS for the FL-510 region is at

www.changinghomelessness.org/hmis/

A list of updated FL-510 resources can be found online under Changing Homelessness’s NE FL CoC at

https://www.changinghomelessness.org/coc-resources-2/

HUD Exchange’s FY 2024 HMIS Data Standards can be found at

https://www.hudexchange.info/programs/hmis/hmis-data-standards/

This ClientTrack HMIS User Guide corresponds with Changing Homelessness’s Learning Management Software (LMS) hosted on Moodle at
chiedconnect.net. It is strongly encouraged for any user referencing this document to sign up on chiedconnect.net and register for the “How To”

tutorial course. To have a profile created or for any ClientTrack related question, send an email to hmis@changinghomelessness.org. Please
note, it can take 1-3 business days for an account to be created. You will receive an email confirmation as well as instructions and videos on
how to log in and navigate the LMS platform.

Below is a QR code (quick response code). The example below will lead you to the chiedconnect.net website. To utilize the QR code, use your
phone camera and scan the code. If you don’t have a camera, below the QR code will be a label and a link corresponding with the QR code.


http://www.changinghomelessness.org/hmis/
https://www.changinghomelessness.org/coc-resources-2/
https://www.hudexchange.info/programs/hmis/hmis-data-standards/
https://chiedconnect.net/
https://chiedconnect.net/
mailto:hmis@changinghomelessness.org

QR 1 - chiedconnect.net



Client Rights and Responsibilities

* For information regarding online resources, see Introduction/Online Resources in the “HMIS Basic User 2025 Manual

** Best practice is to provide a copy of the Privacy Notice and verbally explain it in plain language to all participants



Chapter 1 : Introduction

Two Environments: Training and Live

Our HMIS has two separate environments/databases that are used for different purposes. The “Training Environment” is used for practice and
training only. The “Production (Live) Environment” is the actual HMIS and all data captured in this environment is what is pulled for reporting
and analyzation.

The Training environment can be found here: https://www.clienttrack.net/eshc train. All users are activated here first, before they are given
access to the live environment. You may use it at any time and may enter any data for testing and practice purposes. No live data should be
added to the Training Environment and periodically, the data may be wiped from the Training Environment to ensure this remains the case.

The Production, or Live, environment can be found here: https://clienttrack.eccovia.com/login/ESHC. All users must complete New User
Training to have their live account activated. All data collected here must be treated as confidential and with the utmost privacy. The data
stored in the Production (Live) environment is the data used for grant reporting, etc. so Users should be as accurate as possible when inputting
any data or taking any actions that may influence data integrity.

Changing Homelessness HMIS administration maintains the practice of making your username the same as your given work email in your New
User form (filled out by your agency and returned to us before you are entered into our system).


https://www.clienttrack.net/eshc_train
https://clienttrack.eccovia.com/login/ESHC

Key terminology and Navigation

Icons and Buttons

Figure 1-1 — Icons and Buttons
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General Navigation

This section will go over basic general navigation of the ClientTrack HMIS system.

General Page Anatomy, Functions, and Page Terminology

Basic ClientTrack Page Anatomy
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Figure 1-2- Basic ClientTrack Page Anatomy
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Collapsing and Expanding Secondar Sidebar

The secondary sidebar can be expanded or collapsed by clicking on the left/right arrow.

Figure 1-3- Collapsing and Expanding Secondary Sidebar
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Expanding Dropdown Folders

Folders and subfolders can be expanded and collapsed by clicking on a dropdown arrow or text horizontal to a dropdown arrow.

Figure 1-4 — Expanding Dropdown Folders
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Figure 1-5 — Tips and Tricks — Selecting Folders and Dropdown Menus

Home Workspace Entity Bar and Content Header

Figure 1-6 — Home Workspace Entity Bar and Content Header
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Client Workspace Entity Bar and Content Header

Figure 1-7 — Client Workspace Entity Bar and Content Header
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HMIS Training Procedures
To gain access to the Production/Live environment, an individual must:

e Agree to and complete the HMIS New User Agreement
e Successfully complete the HMIS New User Training

HMIS Trainings: Basic Training Information

HMIS New User Training Information: The HMIS Systems Team at Changing Homelessness has several “HMIS New User Training” methods to
accommodate organizations and individuals’ needs and preferences. Standard training practice included completing an online New User course
found at https://chiedconnect.net/. Please contact us at hmis@changinghomelessness.org to register for a training or if you have any
additional questions.

For information regarding online resources, see Introduction/Online Resources in the “HMIS Basic User 2025 Manual”.

HMIS Report Training Information: The HMIS Systems Team at Changing Homelessness holds “HMIS Report Trainings” by user/group request.
“HMIS Report Trainings” are also available online at chiedconnect.net. This training is aimed at providing users the opportunity to learn more
advanced tools in ClientTrack, especially around reporting, data clean-up for reporting, and pulling data on their own. Please contact us at
hmis@changinghomelessness.org to register for a training or if you have any additional questions.

Training Processes and Procedures

Once a new user training is requested, new users will receive an email and complete a new user agreement form by filling out an HMIS User
Agreement by going to https://www.changinghomelessness.org/hmis-user-agreement/

17
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There are two main types of New User Trainings. However, if you have any questions or concerns, or need specific accommodations such as, but
not limited to, live — online training, or live — in-person group or individual training, please contact Changing Homelessness’s HMIS team at

hmis@changinghomelessness.org and an instructor will reach out to communicate preferences and discuss available options.

New User Training types are chosen by availability, user preference, and other factors. The two main types of New User trainings are:

A. HMIS New User Training - Online

B.

HMIS New User Training - Hybrid

HMIS New User Training - Online

The steps to completing the HMIS New User Training — Online are as follows:

1.

2.

User or Supervisor initiates contact with HMIS team by sending an email to hmis@changinghomelessness.org

User receives a reply email from hmis@changinghomelessness.org with a link and instructions to fill out an HMIS User Agreements.
User fills out HMIS User agreement.

After receiving HMIS User agreements submission, HMIS team member emails user a welcome email with instructions on how to start
the appropriate New User training course.

User completes course, and per the instructions of the course, sends an email to hmis@changinghomelessness.org to communicate
course completion.

HMIS team checks course submissions.
a. If the course is completed fully, login instructions to log into the “live” environment are sent to new user.

b. If the course is not completed, HMIS team emails new user applicable correction/submission requirements to user. Once the user
corrects and communicates the completion of corrections, “live” environment login instructions are sent to new user.

HMIS team reaches out to new user after two weeks requesting any feedback/follow up questions the new user may have
encountered.

18
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HMIS New User Training — Hybrid

The steps to completing the HMIS New User Training — Hybrid are as follows:

1. User initiates contact with HMIS team by sending an email to hmis@changinghomelessness.org

2. User fills out HMIS User agreement.

3. After receiving HMIS User agreements submission, HMIS team member emails user a welcome email requesting 3 available times in the
time slots of Tuesday-Thursday at either 10:30am or 1 pm to complete a 1-hour introduction live training before the user begins online
training.

4. HMIS team member receives available times and sends invite to new for live training.
5. Live training is completed with HMIS team member and new user.

6. After completing live training, HMIS team member emails users a welcome email with instructions on how to start the appropriate
Hybrid New User training course online.

7. User completes course, and per the instructions of the course, sends an email to hmis@changinghomelessness.org to communicate
course completion.

8. HMIIS team checks course submissions.
a. Ifthe course is completed fully, login instructions to log into the “live” environment are sent to new user.

b. If the course is not completed, HMIS team emails new user applicable corrections/submission requirements to user. Once the user
corrects and communicates the completion of corrections, “live” environment login instructions are sent to new user.

9. Two weeks after completing training, HMIS team reaches out to new user requesting any feedback/follow up questions the new user
may have encountered.

19
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HMIS Troubleshooting and Issue Reporting

Reporting Issues

The most common way to get help with ClientTrack is to contact the HMIS Systems Team at hmis@changinghomelessness.org. However,
submitting an issue via ClientTrack’s Help Center* is also an option for all users.

*For general information regarding the the Help Center navigate to Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Help
Center in the “HMIS Basic User 2025 Manual”.

Password Troubleshooting and Resets

For instructions on how to log into ClientTrack for the first time, see Chapter 2: Navigating in ClientTrack/General Navigation/How to Log in to
ClientTrack

Passwords must be reset every 90 days. Users will be prompted at the login screen to update/change passwords before they expire. Users
must create at least 6 consecutive unique passwords before reusing a previous password.

Users who have not logged into the ClientTrack system for 8 or more days automatically will have accounts locked by default. To have an
account unlocked, send a request to hmis@changinghomelessness.org.

For password resets or login questions, please send all requests to the main HMIS email: hmis@changinghomelessness.org

20
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Chapter 2 : Navigating in ClientTrack

The sections that follow covers basic navigation through ClientTrack and the multiple functions it has. Many of the items covered in this section
were introduced in the HMIS New User Training.
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General Navigation

How to Log in to ClientTrack

Steps to Logging into ClientTrack

Step 1: Navigate to the Client Track environment you wish to sign into:

e LIVE: https://www.clienttrack.net/eshc
e TRAINING: https://www.clienttrack.net/eshc train

Step 2: Enter your username. It is standard that a username is the email submitted with the HMIS User Agreement. It is standard for the
submitted HMIS User Agreement email to be an official organization’s e-mail domain. Enter your password and click “Sign In”.

For password troubleshooting, navigate to Chapter 1: HMIS ClientTrack Basics/General Navigation/Password Troubleshooting and Resets in the
“HMIS Basic User 2025 Manual”.
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Figure 2-1 — Logging into ClientTrack
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Setting Recovery Information

For existing users, navigate in the “HMIS Basic User 2025 Manual” to Chapter 3: Home Workspace: Menu Options, Folders, and Subfolders/My
User Configuration: Subfolder/My User Configuration- Change My Password: Subfolder, or Chapter 2: Navigation in ClientTrack/General
Navigation/User Profile Settings Menu and select “Security Settings”.

Steps to Complete New User Recovery Information Pop-up Window

Step 1: For new Users logging in for the first time, a pop-up window will be visible on the top right portion of the screen. To complete the
recovery Information prompt — Click “Review it now”. Please note that until the recovery information is completed, the pop-up will continue
each time a user logs in to ClientTrack.
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Figure 2-2 — Setting Recovery Information

Step 2: Type in current password
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Figure 2-3 — Security Settings

Step 3: Set a recovery question and answer and click, “Update”.

Figure 2-4 — Tips and Tricks — Creating Security Questions
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Figure 2-5 — Security Settings Pop-out Window
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Figure 2-6 — Tips and Tricks — Password, Security, and Recovery
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General Workspace Screen Anatomy

The “Home”* and “Client”* “Workspace” landing screen include the default items that is displayed when navigating across workspaces.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Figure 2-7 — Home Screen Basic Anatomy
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The “Home Workspace” screen has the following sections:

Profile Settings
Notifications
Calendar
Workspace screen

User Profile Settings Menu

Quick Search

Workspace Menu
Home Workspace
Client Workspace

Favorites Menu
Help and support icon

Figure 2-8 — Profile Settings Button Navigation

The following settings should already be entered by default. However, verify that these are the settings you are signing in with as a precaution.

Workgroup - ESHC HMIS Programs

Organization — *Your Organization

31



Location — *Preset Location

Figure 2-9 — Prolife Settings Pop Out Anatomy
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Quick Search

“Quick Search” is a dynamic search tool that can help navigate in ClientTrack.
“Quick Search” is located permanently at the top of the secondary sidebar*.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Figure 2-10 — Quick Search
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Utilizing and executing a search with “Quick Search”

Step 1: To utilize “Quick Search”, click within the box. A call-out window will appear with the past 10 executed searches for Client #s and the 5
most recently accessed client profile names.

Figure 2-11 — Quick Search Call-out Window

Step 2: Type in search criteria. ClientTrack will automatically populate results after the first unit is entered.
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Figure 2-12 — Quick Search Populated List

Step 3: Click applicable choice. ClientTrack will navigate to the selection.
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Figure 2-13 — Tips and Tricks — Dynamic Quick Search

User and Client Schedule/Calendar
ClientTrack’s schedule options allow users to create individual schedules for the user or specific clients.

User schedules are always viewable on the “Navigation Profile Menu”*. Client schedules are viewable on a client’s dashboard in the “Entity

)

Bar”.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Figure 2-14 — User and Client Schedules

Figure 2-15 — Tips and Tricks — ClientTrack Schedule Usability Limitations
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(User) Notifications

User Notifications

The (User)* “Notifications” icon** is located on the “Navigation Profile Menu"”***,

*For (Client) “Notifications”, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Edit Client: Folder/(Client) Notifications: Subfolder in the
“HMIS Basic User 2025 Manual”

**To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in
the “HMIS Basic User 2025 Manual”.

***For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Viewing/Editing User Notifications through the Notification Bell Icon

Step 1: Click on the (User) “Notifications” icon* is located on the “Navigation Profile Menu”**,

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

**To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

38



Figure 2-16 — User Notification Bell

Step 2: A call-out window will display any notifications created by clicking on the bell. To view a notification, click on the view notification icon in
the call-out window. ClientTrack will navigate to the “Notification / Alerts” workspace container.

Figure 2-17 — User Notification Call-out Window Anatomy

Step 3: All user notifications will be viewable. To edit a notification, select the edit icon next to the applicable notification.
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Step 4: Edit notification as applicable. Click “Save” to save, or “Cancel” if no changes were made. Click “Cancel” from the “Notification / Alerts”
menu to be navigated back to the “User Profile” workspace container.

Adding User Notifications through the Notification Bell Icon

Step 1: Click on the (User) “Notifications” icon* is located on the “Navigation Profile Menu”**,

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

**To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Figure 2-18 — User Notification Bell

Step 2: A call-out window will display any notifications created by clicking on the bell. To add a notification, click on the add notification icon in
the call-out window. An “Add Notification” pop-up window will appear.
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Figure 2-19 — User Notification Call-out Window Anatomy
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Figure 2-20 — Adding Client Notifications

Step 4: Complete the form as applicable. Required elements are marked with a (*).
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Step 5: Click “Save”. ClientTrack will navigate to the “Notifications / Alerts” page. The notification bell in the entity bar will update.
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Workspaces

There are two Workspaces* in ClientTrack. They are separated by tasks and what functions you need to access in ClientTrack. The Workspaces
can be accessed by clicking on the icon** from the Sidebar*. Each workspace corresponds with a specific Secondary Sidebar located directly to
the right of the Sidebar.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

**To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in
the “HMIS Basic User 2025 Manual”.
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Sidebar and Secondary Sidebar General Anatomy —Home Workspace and Client Workspace

Home Workspace

Figure 2-21 - Home Workspace Anatomy
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Client Workspace

Figure 2-22 — Client Workspace Anatomy

46



Chapter 3 : Home Workspace: Menu Options, Folders, and Subfolders

This section goes over many of the menu options available in the “Home Workspace”.

To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the
“HMIS Basic User 2025 Manual”.

e User Dashboard: Folder e My ClientTrack: Folder
e Standard Reports: Folder e HMIS Reports: Folder
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User Dashboard: Folder

The “User Dashboard” provides snapshots of specific information.

The “User Dashboard” displays:

e Bulletin Board e  Current Program Enrollments e My Case Assignments

When selecting the “Home” workspace for the first time after logging in, ClientTrack defaults to “User Dashboard” workspace container. The
entity bar will display basic user information.

Steps to Navigate to the “My ClientTrack” Folder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “User Dashboard” secondary sidebar* menu option.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Bulletin Board

48



The Bulletin Board is the first section below the Home Workspace entity bar. The Bulletin Board acts as a general communication tool from HMIS
admins to HMIS users.
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Figure 3-1 — User Dashboard Basic Anatomy

User Dashboard - Current Program Enroliments

Below the Bulletin Board in the User Dashboard is Current Program Enrollments. Current Program Enrollments provides a snapshot* of a total
user’s clients across programs. This User Dashboard — Current Program Enrollments is a quick view version.

*To access the full version of Current Program Enrollments, navigate to “My ClientTrack” under the “Current Enrollments” submenu. See Home Workspace:
Menu Options, Folders, and Subfolders/Current Enrollments: Subfolder the “HMIS Basic User 2025 Manual” for more detailed information.
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Figure 3-2 - User Dashboard - Current Program Enrollments

User Dashboard — My Case Assignments

Below the Current Program Enrollments is My Case Assignments. My Case Assignments provides a snapshot* of a total user’s clients across
programs. This User Dashboard - My Case Assignments is a quick view version.
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*To access the full version of My Case Assignments, navigate to “My ClientTrack” under the “Active Cases” submenu. See Chapter 3: Home Workspace: Menu
Options, Folders, and Subfolders/Active Cases: Subfolder the “HMIS Basic User 2025 Manual”.
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Figure 3-3 — User Dashboard — My Case Assignments
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Figure 3-4.z — User Dashboard — My Case Assignments
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Standard Reports: Folder

Standard Reports allows users to run basic HMIS reports regarding a variety of data elements. Standard Reports training, as well as HMIS
reports training, is offered to users on an individual basis requested by the user/supervisor. To request a reports training, reach out to
hmis@changinghomelessness.org for more information.

Tutorials on how to run various HMIS reports can be found at chiedconnect.net in the Reports course found in the Self-Enroll Courses section.
For more information on how to register for chiedconnect.net as well as other online resources, go to Introduction/Online Resources in the
“HMIS Basic User 2025 Manual”

Figure 3-5 — chiedconnect.edu Reports training QR Code
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Figure 3-6 — Standard Reports
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My ClientTrack: Folder

Figure 3-7.z — Standard Reports
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My ClientTrack contains the following subfolders:

e Active Cases: Subfolder e Chronic Homeless Status: e My User Configuration: Subfolder
e Recent: Subfolder Subfolder e Paused Operations: Subfolder
e Current Enrollments: Subfolder e My Submitted Issues: Subfolder

Steps to Navigate to the “My ClientTrack” Folder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 3-8 — My ClientTrack

Active Cases: Subfolder

The “Active Cases” subfolder displays a user’s active case assignments.

Steps to Navigate to the “Active Cases” Subfolder Menu and Managing Active Cases

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “My ClientTrack” secondary sidebar menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3.1 Selecting Clients: Select the “Active Cases” secondary sidebar menu option. ClientTrack will navigate to the “Active Case Assignments”
workspace container.

To select a client, click the select icon* next to the appropriate client. ClientTrack will navigate to the client’s dashboard and switch from the
Home Workspace to the Client Workspace.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Step 3.2: Managing Active and Inactive Cases — 2 Methods

Method #1 of 2

Select the “View Inactive Cases” button* on the top right corner of the “Active Case Assignments” workspace container. Client Track will
navigate to the “Inactive Case Assignments” workspace container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Step 4: Click the edit icon next to the appropriate client. ClientTrack will navigate to the “Client Case Assignment” workspace container form.
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Step 5: Select the “Status” box and select the “active” to change the client’s status.

Step 6: Click “Save” to close. Click “Cancel” to exit without saving. ClientTrack will navigate to the “Client Case” Assignment” workspace
container and the newly activated client will be removed from the populated list.

Method #2 of 2

Managing Active and Inactive Cases through “Case Manager Assignments”* in the Edit Client subfolder.

* For information and instructions on managing case assignments through the “Case Manager Assignment” subfolder, see Chapter 4: Client Workspace: Menu
Options, Folder, and Subfolders/Edit Client: Folder/Case Managers: Subfolder
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Figure 3-9 — Active Cases
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Figure 3-10.z — Active Cases

Active Cases — Reassigning Case Managers

To reassign cases via the “Case Load Reassignment”* tool, a user will need access to “HMIS Reports.” To request access, email
hmis@changinghomelessness.org.

*For information and instructions on the Case Load Reassignment subfolder, see Chapter 3: Home Workspace: Menu Options, Folders, and Subfolders/HMIS
Reports: Folder/Case Load Reassignment: Subfolder in the “HMIS Basic User 2025 Manual”.
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Recent: Subfolder

The “Recent” subfolder is a quick way to access any of the last 5 clients profiles accessed by the user in the system.

Steps to Navigate to the “Recent” Subfolder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” folder secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Recent” secondary sidebar menu option. ClientTrack will navigate to the “Choose a recent entity” workspace container.
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Figure 3-11 — Recent Clients
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Figure 3-12 — Tips and Tricks — Recent Clients

Chronic Homeless Status: Subfolder
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Chronic Homeless Status is a search menu in which clients that fit HUD’s definition of “Chronically Homeless”. The definition of Chronic
Homelessness can be found on the HUD Exchange website https://www.hudexchange.info/homelessness-assistance/coc-esg-virtual-
binders/coc-esg-homeless-eligibility/definition-of-chronic-homelessness/

Steps to Navigate to the “Chronic Homeless Status” Subfolder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Select the “Chronic Homeless Status” secondary sidebar menu option. ClientTrack will navigate to the “Search Chronic Homeless Status”
workspace container.
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Figure 3-13 — Chronic Homeless Status

Steps to Populate “Chronic Homeless Status” Subfolder Menu

Step 1: Select the Project by clicking in the “Project” box and selecting the appropriate program from the drop-down list.

Step 2: Enter the appropriate From Date and To Date.

Step 3: Click Search button to populate results.

69



Figure 3-14 — Chronic Homeless Status Populated Results
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Current Enrollments: Subfolder

The “Current Enrollments” menu option will display all open enroliments filtered by program. It may list more than just a singles user’s clients if
there are multiple Case Managers that are working under the same Program. Viewing “Current Enrollments” may be helpful in the case that
there are limits on how many clients can be enrolled in a program.

This list only shows open enrollments so any client who was enrolled in the program selected that has been exited will not show up on this list.

Steps to Navigate to the “Current Enrollments” Subfolder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Current Enrollments” secondary sidebar menu option. ClientTrack will navigate to the “Current Enrollments for Programs
with VI-SPDAT Score” workspace container. A dropdown menu will appear under the “Current Enroliments” subfolder.
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Figure 3-15 — Current Enrollments

Current Enroliments w/ Most Recent Assessment: Subfolder

The “Current Enrollments w/ Most Recent Assessment” allows users to populate a list of clients and sort clients in a caseload by their last
assessment date.

The Current Enrollments w/ Most Recent Assessment doesn’t run on for a specific user. The search will display all open enrollments filtered by
program for all users.

Steps to Navigate to the “Current Enrollments w/ Most Recent Assessment” Folder Menu and Populate a list of Clients

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page
Terminology in the “HMIS Basic User 2025 Manual”.

Step 3: Select the “Current Enrollments” secondary sidebar menu option. A dropdown menu will appear under the “Current Enrollments”
subfolder.

Step 4: Select the “Current Enrollments w/ Most Recent Assessment” secondary sidebar menu option. ClientTrack will navigate to the “Current
Enrollments w/ Most Recent Assessment” workspace container.

Figure 3-16 - Current Enrollments with Most Recent Assessment
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Step 4: Select “Grant” type from the dropdown menu if applicable. Select “Program” type from the dropdown menu if applicable. Enter search
criteria for “Last Assessment Older Than #of Days:”

Figure 3-17 — Current Enrollments with Most Recent Assessment — Days Search Critieria

Figure 3-18 - Current Enrollments with Most Recent Assessment — Days Search Critieria Information
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Step 5: Click “Search” button. Open enrollments in the program selected will populate, including some statistics such as VISPDAT Score Total,
Enroll Date, Number of Days Enrolled, and Case Members (number of family members enrolled in that program).

My User Configuration: Subfolder

“My user Configuration” is a folder and subfolders of viewable and updateable user’s profile information as well as an option to update/change
login passwords.

Steps to Navigate to the “My User Configuration” Folder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select “My User Configuration” secondary sidebar menu option. A dropdown menu will appear under the “My User Configuration”
subfolder.
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Figure 3-19 — My User Configuration

My User Configuration- My Information: Subfolder

“My Information” is a subfolder of “My User Configuration”. This subfolder has viewable and updateable user’s profile information, such as, but
not limited to, “Name” and “email address”.

Steps to Navigate to/Edit “My User Information” in the “My information” Folder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “My User Configuration” secondary sidebar menu option. A dropdown menu will appear under the “My User Configuration”
subfolder.

Step 4: Select the “My Information” secondary sidebar menu option. ClientTrack will navigate to the “My User Information” workspace
container. If no changes are intended to be made, click the “Cancel” button, and ClientTrack will navigate to the “Client Dashboard” workspace
container. For instructions on how to make changes, continue to Step 5.

Step 5: Make any applicable changes. Required elements are marked with a (*).

Step 6: Click the “Save” button to save changes. A pop-out window will appear confirming the successful save. Click “OK”. Click the “Cancel”
button to exit without saving. Whether the “OK” or “Cancel” button is selected, ClientTrack will navigate to “Client Dashboard” workspace
container.
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Figure 3-20 — My Information

My User Configuration- My Team: Subfolder
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The “My Team” subfolder is a tool for supervisors to manage appropriate HMIS team members. For more information on the “My Team”
subfolder, please reach out to your supervisor or email hmis@changinghomelessness.org.

My User Configuration- Change My Password: Subfolder

“Change My Password” is a subfolder of “My User Configuration”. This subfolder has viewable and updateable user’s security information.

Steps to Navigate to the “Change My Password” Folder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Navigate to “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “My User Configuration” secondary sidebar menu option. A dropdown menu will appear under the “My User Configuration”
subfolder.

Step 4: Select “Change My Password” secondary sidebar menu option. A pop-up window will appear.
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Step 5: Type in your current password into the “Your Current password” box. Type in a new password in the “New Password” box. Confirm the
“New Password” entry by typing it identically in the “Confirm New Password” box. Required elements are marked with a (*).

Step 6: Click the “Change Password” button to save changes. Select the “Cancel” button to exit without saving.
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Figure 3-21 — Change My Password
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Figure 3-22 — Tips and Tricks — Updating Security Information 1
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Figure 3-23 - Tips and Tricks — Updating Security Information 2
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Paused Operations: Subfolder

This menu option allows you to see which operations (Workflows) you have paused. Errors occur easily when a new Workflow is started when
an existing paused Workflow for that client exists.

To learn more about Pausing a workflow, refer to - Chapter 5: Basics of Entering Data into ClientTrack/Pausing a Workflow

Steps to Navigate to the “Paused Operations” Subfolder Menu

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select “Paused Operations” secondary sidebar menu option. ClientTrack will navigate to the “Paused Operations” workspace container.
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Figure 3-24 — Paused Operations

My Submitted Issues: Subfolder

The “My Submitted Issues” section allows you to view all submitted tickets* that have been sent to the HMIS System Administrators. In addition
to receiving e-mails from ClientTrack that include any updates from the System Administrators on addressing your Issue Ticket, you can track
how your issue is being addressed using this menu option.

*See Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Help Center for information on how to submit requests in HMIS)

Steps to Navigate to the “My Submitted Issues” Subfolder Menu and Respond to Existing Tickets
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If the HMIS System Administration Team needs further clarification on an Issue Ticket, a user may need to view or respond to what the HMIS
Systems Team has updated on the Issue Ticket. Use the “My Submitted Issues” function to respond to these updates.

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “My Submitted Issues” secondary sidebar menu option. ClientTrack will navigate to the “My Submitted Issues” workspace
container. This will display unresolved issues.
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Figure 3-25 — My Submitted Issues
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Step 3: To view all submitted tickets, select all filters in the “Issue Status” box. All Issue Tickets submitted will display. It will also display which
HMIS team member has been assigned the Issue Ticket.

Step 4: To view any information updated by the System Administrators, click the edit icon* next to the applicable issue ticket. This will show

details from the Issue Ticket such as who addressed it, follow-up notes on how it was addressed, and if it was closed. To respond to an existing
ticket, continue to Step 5.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Figure 3-26 — My Submitted Issues — View and Edit

Step 5: Click on “New Note” at the bottom left of the Issue Ticket workspace container.
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Figure 3-27 — Adding a new note in My Submitted Issues

Step 8: Type note into the “Add a new note” text box.
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Figure 3-28 — Add a new note text box

Step 9: Click the “Save the note” button. This will notify the HMIS Systems Team that the Issue Ticket has been responded to via e-mail alert.
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HMIS Reports: Folder

HMIS Reports allows users to run basic HMIS reports regarding a variety of data elements. HMIS Reports training, as well as Standard reports
training, is offered to users on an individual basis requested by the user/supervisor. To request a reports training, reach out to
hmis@changinghomelessness.org for more information.

Tutorials on how to run various HMIS reports can be found at chiedconnect.net in the “Reports” course found in the Self-Enroll Courses section.
For more information on how to register for chiedconnect.net as well as other online resources, go to Introduction/Online Resources in the
“HMIS Basic User 2025 Manual”

Figure 3-29 — chiedconnect.edu Reports training QR Code
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List and Locations of HMIS Reports

0 Case Assignment Report
0 HUD/HMIS Reports

Exports

Exports 2024
0 CEAPR2024
0 CSV Caper 2024
O CSV APR 2024

O PATH?2024

0 CSV Export 2024

O APR/CAPER Preview
HUD Data Quality Report
PATH 2022 Annual Report
APR_ESG & DQ Detail Export
HMIS Active Client List

O VISPDAT and SPDAT Assessments
- SPDAT
- F-SPDAT
- VISPDAT
- VI-F-SPDAT
O Files on Server
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Figure 3-30 — HMIS Reports Folder Locations
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Figure 3-31 — HMIS Reports Folder Locations Dropdown Menu 1 — HUD/HMIS Reports
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Figure 3-32 — HMIS Reports Folder Locations Dropdown Menu 2 — VISPDAT and SPDAT Assessments

Case Load Reassignment: Subfolder

To reassign cases via the “Case Load Reassignment” tool, a user will need access to “HMIS Reports.” To request access, email
hmis@changinghomelessness.org.

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “HMIS Reports” folder secondary sidebar* menu option. A dropdown menu will appear under the “HMIS Reports” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Figure 3-33 — Case Load Reassignment Anatomy
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Figure 3-34 — Tips and Tricks — Updating Security Information 1
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Chapter 4 : Client Workspace: Menu Options, Folders, and Subfolders

This section goes over many of the “Menu Options” available to you while you are in the “Client Workspace”*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Client Workspace Folders:

e Find Client: Folder e (Client Files: Folder

e HMIS Intake: Folder e Document Check: Folder
e C(Client Dashboard: Folder e Referrals: Folder

e Edit Client: Folder e Services: Folder

e Case Notes: Folder e Enrollments: Folder

e Assessments: Folder e Family Members: Folder




Figure 4-1 — Client Workspace
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Figure 4-2.a.z - Client Workspace Secondary Sidebar Folders
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Find Client: Folder

The “Find Client” menu option in the “Client Workspace” allows users to search for any existing client in the HMIS system. Understanding how
to search for a client is extremely important because it is the best way to prevent creating multiple records, also known as duplicates, of
individual clients.

Best Practices to Search for Clients in HMIS

*For instructions on the mechanics of how to perform a Find Client search, see Chapter 2: Navigating in ClientTrack/Client Workspace: Menu options, Folders,
and Subfolders/Find Client: Folder/Search for Client Using “Find Client” in the “HMIS Basic User 2025 Manual”.

When searching for a client in ClientTrack/HMIS, follow these simple guidelines to prevent creating multiple records.

Step 1: Cast a wider net than needed. When starting a search, it is better for you to get too many records returned rather than too few. You can
always look at the list of potential matches and select the correct record.

0 Start by entering the first 2 letters of the client’s first and last. This will ensure that if a record already exists for this client with
the name slightly misspelled, the search will return that record.

Step 2: Use all available information available. Any personal identifiable information such as a social security number, a birthday, etc., may be
useful information to search for or verify a client’s identity. Search multiple times using different information.

0 Aclient may have had an existing profile in HMIS that has incorrect information such as a misspelled name or incorrect social.
Therefore, step 2 can help compliment the search process that started with Step 1. Searching in multiple scenarios, for example,
entering simply a first letter of a first and last name, a birthday, and a partial social may locate a previously entered client’s
incorrect data. Next, for example, enter the first two letters, no birthday, and a couple of different social digits.

0 The effectiveness of a search increases with logical and strategic search criteria. Once an effective search strategy is obtained,
searching for and preventing multiple client records is effective and sustainable.
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Step 3: Verify information. If a potential record has been found, make sure that other data matches. If any doubt exists, such as missing or
inconsistent information, reach out to a supervisor and/or email hmis@changinghomelessness.org to gain assistance on verifying a client’s
profile.

0 HMIS records are confidential as outlined by the rules and regulations. Therefore, if a potential record shows, for example, the
client has a daughter, avoid saying, “Do you have a daughter named -------- ?”. Instead, ask an open-ended question such as,
“Have you had any family or friends associated with you that may already be in our HMIS system?”

Search for Clients Using “Find Client”

Steps to Navigate to the “Find Client” Folder Menu

Step 1: Navigate to the Client Workspace.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Find Client” secondary sidebar* menu option. ClientTrack will navigate to the “Find Client” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-3 — Find Client
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Figure 4-4 Find Client Form
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Best Practices to Search for Clients in HMIS.

Figure 4-5 — Tips and Tricks — Preventing Multiple Client Entries
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Figure 4-6 - Dynamic Find Client Searches

Steps to execute a search in the “Find Client” Folder Menu

Step 1: Enter information in the search criteria, click the “Search” button at the bottom right of the workspace container.

Figure 4-7 — Find Client Form

Step 2: The system will perform the search and return all clients that fit the search criteria. Look through the list of client records that return
from using the search criteria in Step 4. Select the correct client record by clicking on the row with the client’s name. ClientTrack will navigate
to the Client Dashboard: Folder.
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Figure 4-8 — Find Client Search Results

If there are duplicate records, please send an email to HMIS@changinghomelessness.org or submit a ticket through ClientTrack’s Help Center.
When reporting duplicate records, in the note section, confirm which record should be kept using the client ID.
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HMIS Intake: Folder

This section will overview basic navigation and anatomy of intake workflows*. For details about specific programs, reach out to your
supervisor(s) or email hmis@changinghomelessness.org.

The “HMIS Intake” function will start a new program enrollment workflow**. Use this function to enroll a client into a new program.

* For basics regarding general data input for workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack Workflows in the “HMIS Basic User
2025 Manual”.

** For online tutorials on general intake enrollments, scan the QR code*** in this section or visit chiedconnect.net and navigate to the HMIS How-To self-
enrolled course, and select “Enrollment Tutorials”.

*** For information regarding online resources, see Introduction/Online Resources in the “HMIS Basic User 2025 Manual”.

Figure 4-9.QR — Enrollment Tutorials
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Steps to Navigate to the “HMIS Intake” Folder Menu

Step 1: Navigate to the Client Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “HMIS Intake” secondary sidebar* menu option. ClientTrack will navigate to the “Intake” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

HMIS Intake Workflow Anatomy

110



Figure 4-10 — HMIS Intake Workflow Anatomy
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Figure 4-11.a - HMIS Intake Workflow Anatomy

Figure 4-12.b - HMIS Intake Workflow Anatomy
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HMIS Intake Workflow Methodology

Figure 4-13 — HMIS Intake Workflow Navigation
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Client Files: Folder

Figure 4-14 — Tips and Tricks — Client Files and Document Check

Steps to Navigate to the “Client Files” Folder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Client Files” secondary sidebar* menu option. ClientTrack will navigate back to the “Client Files” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page
Terminology in the “HMIS Basic User 2025 Manual”.
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Download, Edit Document Names, and Preview in Client Files

Option 1: Click on the action button* and select “Download File”, “Edit Document Name”, or “Preview File”.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Option 2: Click on the Icon - To open a Client File, click on the icon of the document. This will download the file.

Upload Files in Client Files

Step 1: On the Client Files Page, click the “Add Files” button. For instructions on how to navigate to Client Files, see Client Files: Folder.

Step 2: On the following page, click the “Add File” button.
Step 3: Label the document in the “Document Name” box.

Step 4: Click the save button. ClientTrack will navigate back to the “Client Files” workspace container.

File Views in Client Files

Document views can be changed by clicking on “Ilcons” or “Grid”.
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Figure 4-15 - Client Files
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Document Check: Folder

The “Document Check” folder stores client files. Document check files are stored in a client’s individual profile. “Document Check” allows for
detailed information to be captured about the type of documentation uploaded to the client record. As of the publishing of this user manual,
“Document Check” is the standard for uploading documents instead of the Client Files: Folder option.

Accessing “Document Check” — Method #1 (of 2)

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-16 — Document Check

Accessing “Document Check” — Edit Client Menu Option — Method #2 (of 2)
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* dropdown menu option. ClientTrack will navigate to the “Client Information” workspace
container, and a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Document Check” secondary sidebar menu option. ClientTrack will navigate to the “Document Check History” page.
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Figure 4-17 — Document Check via Edit Client Folder
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Document Check — File Categorization Methodology in “Document Check”

Document Checklist Item Requiring Verification Acceptable Document

Letter
Housing Status
Mortgage Statement

Rental Contract

Drlver s License
Identity § Military Identlflcatlon

Permanent Resident Card
School ID Card

Release of Information pemes Release of Information

Referral Packet | Referral Packet

Figure 4-18 — File Categorization Methodology
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Adding Documentation in “Document Check”

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click “Add New Document Check” button.
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Figure 4-19 — Adding a Document to “Document Check”

Step 4: This will bring you to the “Document Check”* form where supplemental information is added regarding the documentation you are
uploading. Check with your supervisor on your program'’s requirements. Required elements are marked with a (*).

*For Document Check general file categoration, see Chapter 4: Client Workspace: Menu Optoins, Folders, and Subfolder/Document Check: Folder/Document
Check — File Categorization Methodology.
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Figure 4-20 — Document Check Form

Step 5: Next, select the “Verification Date” by either typing the date in MMDDYYYY format or by clicking on the calendar and clicking on the date
you wish to select.
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Figure 4-21 — Document Check Form Verification Date

Step 6: Click on the “Choose File” link to upload the file from your computer to the client’s record.
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Figure 4-22 — Choosing a File in “Document Check”
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Step 7: When completed, click “Save”. ClientTrack will navigate to the “Document Check History” workspace container.

Figure 4-23 — Save Document in “Document Check”
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Adding Multiple Documents Using Quick Document Check

You can add multiple documents into “Document Check” at the same time using Quick Document Check.

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click the “Quick Document Check” button.
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Figure 4-24 — Quick Document Check

Step 4: ClientTrack will navigate to the “Quick Document Check” form where multiple documents may be uploaded simultaneously. Required
elements are marked with a (*).

Step 5: Add supplemental information regarding the documentation you are uploading. The form provides a blank “template” row for each
“Verification Item”.

129



Figure 4-25 — Tips and Tricks — Quick Document Check vs. Document Check

Figure 4-26 — Quick Document Check Form

130



Step 6: Add documents as applicable to one or more rows. At least one file must be uploaded for each checked row. Click on the “Choose file”
and choose a file from a locally stored document.
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Figure 4-27 — Quick Document Check - Anatomy

Step 8: An icon of the uploaded document can be found in the “Upload File” column. Click the “Save & Close” button. ClientTrack will navigate
to the “Document Check History” workspace container. All uploaded documents will be listed.

Figure 4-28 — Save Quick Document Check
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Editing Documents Uploaded in “Document Check”

Uploaded documents cannot be edited. Document Check details can be edited. Uploaded documents can be deleted and replaced.

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click on the action button next to the document to edit. Select “Edit Document Check”

134



Figure 4-29 — Editing Entries in Document Check
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Step 4: This will bring you to the “Document Check”* form where supplemental information is added regarding the documentation you are
uploading. Required elements are marked with a (*).

*For Document Check general file categoration, see Chapter 4: Client Workspace: Menu Optoins, Folders, and Subfolder/Document Check: Folder/Document
Check — File Categorization Methodology.

Figure 4-30 — Document Check Form

Step 5: After edits are completed, click “Save”. ClientTrack will navigate to the “Document Check History” workspace container.

Downloading Documents in “Document Check”
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Downloading a Single Document in “Document Check”

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: To download, click the action button next to the appropriate file.

Step 4: Select “Download File” to start the downloading the file.
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Figure 4-31 — Download Files in Document Check

Downloading Multiple Files at Once in “Document Check”

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: To download, click on the corresponding box under the “Download File” column.

Step 4: Select “Multi File Download” to start the files to be downloaded in a zipped folder.
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Figure 4-32 Download Multiple Files in Document Check

Step 5: Multiple files will download as a zipped folder. Extract the zipped folder to access downloaded files.

Previewing a Document in “Document Check”

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.
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** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: To preview a file, click the action button next to the appropriate file.

Step 4: Select “Preview File”. A pop-up window will appear with the file preview.

Printing Documents in “Document Check”

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Document Check” secondary sidebar* menu option. ClientTrack will navigate to the “Document Check History” workspace
container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: To print a file, click the action button next to the appropriate file and select “Download file”* or use the Multi File Download button.

*For instructions on how download documents in document check, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Document Check:
Folder/Downloading Documents in “Document Check” in the “HMIS Basic User 2025 Manual”.

142



Figure 4-33 — Download Files in Document Check

Figure 4-34 — Download Multiple Files in Document Check

Step 4: A single file download will download as a PDF. Multiple file downloads will be downloaded as a zipped file.

Step 5: Use local print procedures to print out downloaded documents.
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Client Dashboard: Folder

The “Client Dashboard” menu option on the Client Workspace provides a limited functionality* summary of a Client’s profile.  ClientTrack
defaults to the “Client Dashboard” when the “Client Workspace” is initially selected. The “Client Dashboard” includes the following categories.

e C(Client Information** e Client Enrollments*** e C(Client Services****

*Full versions of client information, enrollments, and client services are available in the Edit Client: Folder, Enrollments: Folder, and Services: Folder folders in the
Client Workspace.

**Client Information: To learn how to navigate to the “Edit Client” folder, see Chapter 4: Client Workspace Menu Options, Folders, and Subfolders/Edit Client:
Folder in the “HMIS Basic User 2025 Manual”.

***Client Enrollments: To learn how to navigate to the “Enrollments” folder, see Chapter 4: Client Workspace Menu Options, Folders, and Subfolders
/Enrollments: Folder in the “HMIS Basic User 2025 Manual”.

****Client Services: To learn how to navigate to the “Services” folder, see Chapter 4: Client Workspace Menu Options, Folders, and Subfolders /Services: Folder
in the “HMIS Basic User 2025 Manual”.

Steps to Navigate to the “Client Dashboard” Folder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Client Dashboard” secondary sidebar* menu option. ClientTrack will navigate to the client’s dashboard workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-35 — Client Dashboard
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Edit Client: Folder

The “Edit Client” folder menu option on the “Client Workspace” provides in-depth non-program related historical information that pertains to
the client such as past addresses, any emergency contacts, past case managers, etc.

Figure 4-36.T9 — Editing Client Information

Client Information

A client’s “Universal Identifier Elements” is shared by all organizations participating in HMIS. It is collected in the “Basic Client Information” form
(see below), and includes the following:

Basic Client Information and Demographics

First Name e Social Security Number e DOB Quality
Last Name e SSN Quality e Ethnicity
Name Quality e Birth Date e Race
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Gender e Veteran Status e Relationship to Head of Household

Steps to Navigate to the “Edit Client” Folder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-37 — Edit Client — Client Information

Accessing/Editing Client’s Basic Information

Figure 4-38 — Tips and Tricks — Viewing/Not Editing Information in ClientTrack
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Figure 4-39 — Tips and Tricks — Editing Clients — Multiple Methods
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

151



Figure 4-40.QR — Tips and Tricks — Editing Client Addresses and Client Information
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Figure 4-41.QR — Tips and Tricks — Editing Client Addresses and Client Information

Step 3: Edit information as applicable. Click “Finish” to save changes. Click Cancel to exit without saving. ClientTrack will navigate to the “Client
Dashboard” workspace container.
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Address History: Subfolder

The “Address History” page will keep track of each address associated with the client. It pulls this data from the “Basic Client Information” form
(to access, click on the “Edit Client” menu option), and the “Universal Data Assessment”.

The information captured in the “Address History” section is the following:

Address e Zip e End Date (will automatically populate)
City e Home Phone
State e Begin Date (will automatically populate)

Steps to Navigate to the “Address History” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Step 3: Select the “Address History” secondary sidebar menu option. ClientTrack will navigate to the “Address History” workspace container.

Adding an Address to the “Address History” Subfolder Menu

Figure 4-42 — Tips and Tricks — — Editing/Adding Addresses through “Edit Client” vs. “Address History”

Adding/Editing Current Addresses using the “Edit Client” folder

To edit/add current addresses using the “Edit Client” folder instead of the “Address History” folder, navigate to Chapter 4: Client Workspace:
Menu Options, Folders, and Subfolders/Edit Client/Accessing/Editing Client’s Basic Information in the “HMIS Basic User 2025 Manual”.

Each time this information is changed or edited; a new record will appear on this page with the most recent address entered becoming the
“Current Mailing” address. Any older addresses entered will be labeled “Previous Mailing” by default.

Steps to Adding an Address to the “Address History” Subfolder Menu
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Address History” from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the “Address
History” workspace container.

To view addresses, stop at Step 3. To add/edit addresses, continue to Step 4.

Figure 4-43 — Tips and Tricks — Using Address History to Add New Address(es)
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Step 4: To add/edit addresses, click the “Add New Address” button.

Figure 4-44 — Add New Address History
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Figure 4-45.z - — Add New Address History

Step 5: Complete the applicable information. Required elements are marked with a (*).
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Figure 4-46 — Add New Address History Form

Step 6: Click “Save” at the bottom right side of the page when all applicable information is completed. ClientTrack will navigate to the “Address
History” workspace container where the recorded address will be visible.

Client Photo : Subfolder

The “Client Photo” subfolder menu option gives users the ability to add a picture of the client to their client record to assist in identifying the
correct client record. ClientTrack puts a limit on adding one photo to the client’s record at any time. This means that if a new photo is uploaded
to a client’s record and there is an existing photo already, the new photo will replace the old one. Since these photos are sometimes used to
generate the Client ID Cards for meal lines, etc., it is best to change the photo only when necessary.

Steps to Navigate to the “Client Photo” Subfolder Menu
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Client Photo” subfolder from the dropdown on the secondary sidebar menu option. A “Photo” pop-up window will appear.

Adding a Client Photo

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.
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*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Client Photo” subfolder from the dropdown on the secondary sidebar menu option. A “Photo” pop-up window will appear.

Step 4: Click on the “Choose file” to add a file or click the camera icon* to use device to capture an image.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-47 — Uploading a Client Photo

Step 5: Click “Save” to save/update photo or click cancel or the exit icon in the top right to close the screen without saving.
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Interested Others: Subfolder

The “Interested Others” menu option provides a way to document emergency contacts or other people that the client has agreed that agencies
may contact in specific cases. This could be a guardian, a friend, a spouse or another service provider not in HMIS (the VA for example). Best
practice is to make sure written consent is uploaded/on file of the client to connect with any interested others to communicate any information
regarding the client. Please consult with your supervisor and/or program rules or reach out to hmis@changinghomelessness.org for further
information.

Steps to Navigate to the “Interested Others” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Step 3: Select the “Interested Others” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the
“Interested Other” workspace container.

Adding an Interested Others

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Interested Others” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the
“Interested Other” workspace container.

Step 4: Click “Add New Interested Others”. ClientTrack will navigate to the “Interested Others”
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Figure 4-48 - Add New Interested Other

Step 4: Complete all applicable fields. Required elements are marked with a (*).
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Figure 4-49 — Add New Interested Other Form
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Step 5: Click “Save” to save applicable information. Click “Cancel” to exit without saving.

Case Managers: Subfolder

The “Case Managers” menu option lists any Case Managers that are currently working with or previously worked with the client. When enrolled,
the workflow only allows for one case manager assignment per enrollment.

Steps to Navigate to the “Case Managers” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Step 3: Select the “Case Managers” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the “Case
Manager Assignment” workspace container.

Figure 4-50 — Case Managers Folder

Updating or Transferring Case Manager Assignments
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Use the “Edit Case Assignment” to edit/update case management assignments. This will have the effect of transferring the case assignment to
the new Case Manager.

* For information regarding the Case Manager subfolder, go to Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Edit Client/Case Managers:
Subfolder in the “HMIS Basic User 2025 Manual”.

Steps to Transfer Case Managers in the “Case Managers” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Case Managers” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the “Case
Manager Assignment” workspace container.
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Figure 4-51 — Case Managers Folder

Step 4: Find the Case Manager Assignment that needs to be updated and click the edit button*.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-52 — Edit Case Manager Assignment

Step 5: On the “Case Manager Assignment” workspace container form, edit the box after “and Ending on” to reflect the end date of the current
case manager’s assignment with the client. Select the “Status” to “Inactive”. Click “Save” to save or click “Exit” to exit without saving.
ClientTrack will navigate to the “Case Manager Assignments” workspace container. An updated list with any edits/changes will be visible.

Figure 4-53 — Case Manager Assignment Form

Step 6: To add a new case manager assignment, click the “Add Case Assignment” button. ClientTrack will navigate to the “Case Manager
Assignment” workspace container form. ClientTrack will default the case assignment begin date as the current date, but this date is editable if
applicable by selecting and typing/replacing the text in the box.
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Step 7: Client Track will default the “Case Manager” assignment to the currently signed in user. To edit when applicable, click in the “Case
Manager” field and start typing the new case manager’s name or click on the magnifying glass. A pop-up window will allow a search for existing
case managers in the system. Select or type in the new case manager’s name into the “Case Manager” field. Select “Save” to save changes or
select “Cancel” to exit without saving. ClientTrack will navigate to the “Case Managers Assignments” workspace container.

(Client) Notifications: Subfolder

Client notifications in ClientTrack allows important information to be featured on a notification bell icon* visible on the client’s “Client
Workspace” entity bar**.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

**For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Figure 4-54 — Tips and Tricks — Notification Icon and Priorities
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Steps to Navigate to the “Notifications” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Notifications” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the
“Notifications / Alerts” page.

Viewing Client Notifications

There are two ways to view existing Notifications in a client’s record.

Method #1: Viewing Client Notifications through the Notification Bell Icon

Method #2: Viewing Client Notifications through the Edit Client Menu
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Viewing Client Notifications through the Notification Bell Icon

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Click on the notification bell icon* visible on the client’s “Client Workspace” entity bar**.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

**For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-55 — Entity Bar Notification Bell

Step 3: A call-out window will display any notifications created by clicking on the bell. To view all notifications, click on the notification bell icon
in the call-out window.
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Figure 4-56 — Client Notification Call-Out Window
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Figure 4-57.z - Client Notification Call-Out Window Anatomy

Viewing Client Notifications through the Edit Client Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.
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** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Notifications” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the
“Notification / Alerts” page.
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Figure 4-58 — Viewing Client Notifications
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Figure 4-59.z — Viewing Client Notifications

Step 4: ClientTrack will navigate to the “Notifications/Alerts” form*. Use the filtering options on this page to view any “Notifications/Alerts”
within a search criteria**.

*To view all current notifications (notifications that have no end date), check the “Only show current Notifications” box.

**To filter by “Status”: 1) New/Pending, 2) Acknowledged, 3) Complete or 4) Canceled, click on the status filter you wish to apply. To apply all
filters, click the select all icon*.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and
Buttons in the “HMIS Basic User 2025 Manual”.

After a new filter or search criteria is applied, the workspace container will automatically update, and the filters will apply to the list displayed.

Adding Client Notifications
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There are two ways to add existing Notifications in a client’s record.

Method #1: Adding Client Notifications through the Notification Bell Icon

Method #2: Adding Client Notifications through the Edit Client Menu

Adding Client Notifications through the Notification Bell Icon

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Click on the notification bell icon* visible on the client’s “Client Workspace” entity bar**.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

** For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-60 — Entity Bar Notification Bell

Step 3: A call-out window will display any notifications created by clicking on the bell icon*. To add a notification, click on the add notification
icon in the call-out window. An “Add Notification” pop-up window will appear.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-61 — Client Notification Call-Out Window
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Figure 4-62.z - Client Notification Call-Out Window Anatomy
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Figure 4-63 — Adding Client Notifications

Step 4: Complete the form as applicable. Required elements are marked with a (*).
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Step 5: Click “Save”. ClientTrack will navigate to the “Notifications / Alerts” workspace container. The notification bell in the entity bar will
update.

Adding Client Notifications through the Edit Client Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Notifications” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the
“Notification / Alerts” workspace container.

Step 4: Click the “Add New Notification / Alert” button*.
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*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Figure 4-64 — Add New Notification through the Edit Client Folder

Step 6: A blank “Notification/Alert” form will appear. Complete the form as applicable. Required elements are marked with a (*).

Step 7: Click “Save”. ClientTrack will navigate to the “Notifications / Alerts” workspace container. The notification bell in the entity bar will
update.

Optional/Other Client Notification Settings
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Figure 4-65 — Optional/Other Client Notification Settings
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Alias History: Subfolder

The “Alias History” is a convenient way to catalog and keep track of any additional client names.

Steps to Navigate to the “Alias History” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container, and
a dropdown menu will appear under the “Edit Client” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Alias History” subfolder from the dropdown on the secondary sidebar menu option. ClientTrack will navigate to the “Alias
History” workspace container.

Steps to Add/Edit an Alias in the “Alias History” Subfolder Menu
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Step 1: To view/edit/delete — Click on the edit icon next to the alias you’d like to view/edit/delete. To add a new alias — click the “Add New
Alias” button at the top right side of the screen.

Figure 4-66 — Editing and/or Adding New Alias
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Step 2: Complete the form as applicable. Required elements are marked with a (*).

Figure 4-67 - Editing and/or Adding New Alias Form

Step 3: Click “Save” to save any changes. Click “Cancel” to not save changes. ClientTrack will navigate back to the “Alias History” page.
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Document Check: Subfolder

The “Document Check” subfolder can also be accessed through the “Document Check” folder* option in the Client Workspace’s secondary
sidebar* menu.

*For instructions on the “Document Check” folder, view Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Document Check: Folder in the
“HMIS Basic User 2025 Manual” for more detailed information.

**For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Client Files: Subfolder

The “Client Files” subfolder can also be accessed through the “Client Files” folder* option in the Client Workspace’s secondary sidebar** menu.

*For instructions on the “Client Files” folder, view Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Client Files: Folder in the “HMIS Basic
User 2025 Manual”.

**For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

ID Card: Subfolder

For information on Client ID Cards, please email the HMIS Administration team at hmis@changinghomelessness.org .
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Print Out Temporary Client ID

Temporary Client ID cards that will be recognized by the scanners used in shelters are available to print.

Steps to Navigate to the “ID Card” Subfolder Menu

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Edit Client” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “ID Card” secondary sidebar menu option from the “Edit Client” dropdown menu. ClientTrack will navigate to the “Client ID
Card” page.

Step 4: Click “Report” without changing any default settings.
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Figure 4-68 — Client ID Card - Report

Step 5: A pop-up window that generates the temporary Client ID card will appear. Click the save icon and choose your export format.

Step 6: Print the Client ID out from exported destination program.
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Figure 4-69 — Client ID Card - Print

Case Notes: Folder

The “Case Notes” folder is where case notes are added to a client’s record. Please keep in mind that multiple agencies may be adding case notes
to any client’s record, so labeling them with a clear and concise title helps in identifying correct case notes.

Case notes are accessible to all agencies. The information entered in a case note must fall within HIPAA guidelines. In general, each time a
service* is added to the Client’s Record, there should be a case note to accompany it.

*For instructions on the “Services” folder, view Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Services: Folder in the “HMIS Basic User
2025 Manual” for more detailed information.

Steps to Navigate to the “Case Notes” Folder Menu
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Case Notes” secondary sidebar* menu option. ClientTrack will navigate to the “Client Case Notes” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page
Terminology in the “HMIS Basic User 2025 Manual”.
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Figure 4-70 — Case Notes Folder

Viewing Existing Case Notes

Steps to View Existing Case Notes

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***
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* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Case Notes” secondary sidebar* menu option. ClientTrack will navigate to the “Client Case Notes” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: View the contents of a case note by clicking the search icon* next to the appropriate case note.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Figure 4-71 -View/Edit Case Note
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Figure 4-72 — Tips and Tricks — View Multiple Case Notes at Once Through Print Selected

Adding New Case Notes

Steps to Adding New Case Notes

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Case Notes” secondary sidebar* menu option. ClientTrack will navigate to the “Client Information” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Add New Case Note” button. A blank “Case Note” form will populate.

Step 4: Verify the “Entry Date” field. It will default with today’s date. To change this date, click in the “Entry Date” field, delete the contents,
and add the Entry Date in MM/DD/YYYY format, or click on the calendar icon and select the correct date.
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Step 5: The “User” field will default to the logged in user and should not be changed. In the “Regarding” field, type a clear and concise
descriptor/summary of your note for easy retrieval in the future. Optionally, you can select a category for “Note Type” and “Enrollment” from
the drop down.

Step 6: Type a case note in the Case Note body.

Step 7: Check the “Read Only” box. This will ensure the case note cannot be edited/deleted by another user.
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Figure 4-73 — Case Note Form Anatomy

Figure 4-74 — Case Note Body Menu Options
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Step 8: Click “Save”. ClientTrack will navigate to the “Client Case Notes” workspace container. The case note will be viewable.

203



Figure 4-75 — Tips and Tricks — Checking “Read Only” on Case Notes
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Editing Case Notes

For best practices, case notes shouldn’t be edited. However, where a mistake was made and needs to be corrected, editing case notes is an
option.

Steps to Editing Existing Case Notes

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Case Notes” secondary sidebar* menu option. ClientTrack will navigate to the “Client Case Notes” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page
Terminology in the “HMIS Basic User 2025 Manual”.

Step 3: On the list displayed, click on the “edit” icon next to the case note to be edited. Select “Edit Case Note”.
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Figure 4-76 - View/Edit Case Note

Step 4: Uncheck the “Read Only” box

Step 5: The page will reload and become editable. Update fields as applicable*, recheck the “Read Only” box.

*For instructions on how to add a new case note, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Case Notes: Folder/Adding New Case
Notes in the “HMIS Basic User 2025 Manual”.

Step 6: Click “Save” or “Cancel”. To save changes, click “Save.” If no changes were made, or to cancel any changes made, click “Cancel”.
“Save” or “Cancel” is selected, ClientTrack will navigate to the “Client Case Notes” page.

Deleting Case Notes

Steps to Deleting Case Notes

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***
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* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Case Notes” secondary sidebar* menu option. ClientTrack will navigate to the “Client Case Notes” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: On the list displayed, click on the “edit” icon next to the case note to be edited. Select “Edit Case Note”.

Figure 4-77 - View/Edit Case Note

Step 4: Uncheck the “Read Only” box

Step 5: Send a detailed email, including the client # and case note date, to hmis@changinghomelessness.org.
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Printing Case Notes

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Case Notes” secondary sidebar* menu option. ClientTrack will navigate to the “Client Case Notes” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: To print a case note, click the “Select” icon in the print column next to the appropriate file(s) and click “Print Selected”. A pop-up window
will appear.
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Figure 4-78 — Select Case Notes to Print

Step 4: Click the “Print” button. Use your local print procedures to print.
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Figure 4-79 — Print Case Notes
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Assessments: Folder

Assessments* in ClientTrack is a data collection tool designed to accommodate data collection needs by both HUD (Universal Data Elements) and
specific program requirements (Program Specific Data Elements).

* For more information on how data is captured and managed in assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Assessments

Figure 4-80 — Assessments

Master Assessments

A “Master Assessment”* form creates an “Assessment ID” which ties Universal Data Element Assessments (Universal Data Assessments) with
Program Specific Data Element Assessments (Program Specific Assessments).

* For more information on how data is captured and managed in assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Assessments
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Figure 4-81— Assessments in ClientTrack

Steps to Navigating to Client Assessments Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder*, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the Client Workspace***.
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* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Assessments” secondary sidebar* menu option. ClientTrack will navigate to the “Master Assessments” workspace container,
and a dropdown menu will appear under the “Assessments” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-82 — Client Assessments Folder

Viewing Client Master Assessments

Viewing Client Assessments
There are two ways to view assessments.
Method 1 of 2 - Through the “Assessments” folder (Master Assessments workspace container)

* For information and instructions on how to view a client’s master assessment through a particular enrollment, see Chapter 4: Client Workspace: Menu
options, Folders, and Subfolders/Assessments: Folder/Master Assessments/Viewing List of all Client’s Master Assessments for all Client Program Enrollments
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Method 2 of 2 - Through the “Enroliments” folder.

* For information and instructions on how to view a client’s master assessment through a particular enrollment, see Chapter 4: Client Workspace: Menu
options, Folders, and Subfolders/Assessments: Folder/Master Assessments/Viewing Master Assessments for Particular Enrollments

Viewing List of all Client’s Master Assessments for all Client Program Enrollments

Steps to View all Master Assessments via the Assessments Folder

This is method 1* of 2 to viewing Master Assessments**.

* For information and instructions on how to view a client’s master assessment through a particular enrollment, see Chapter 4: Client Workspace: Menu
options, Folders, and Subfolders/Assessments: Folder/Master Assessments/Viewing Master Assessments for Particular Enrollments

**For information on Editing Assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Editing an Existing Enrollment: Editing Assessments

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Assessments” secondary sidebar menu option. ClientTrack will navigate to the “Master Assessments” workspace container*,

and a dropdown menu will appear under the “Assessments” folder. This will display a list of all “Master Assessment” workflows (Entry, Annual,
During Program Enrollment, Exit).

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Figure 4-83 - — Client Assessments Folder

Viewing Master Assessments for Particular Enrollments
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Steps to View Master Assessments for Particular Enrollments (Entry and Exit*)

This is method 2* of 2 to viewing Master Assessments.**

* For information and instructions on how to view a client’s master assessment through a particular enrollment, see Chapter 4: Client Workspace: Menu
options, Folders, and Subfolders/Assessments: Folder/Master Assessments/Viewing List of all Client’s Master Assessments for all Client Program Enrollments

**For information on Editing Assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Editing an Existing Enrollment: Editing Assessments

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enroliments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the action button* next to the appropriate enroliment. Select “Review Entry Assessments.” If a client has been exited from the
program, there will be an additional option to select “Review Exit Assessments.” ClientTrack will navigate to the “Assessment Status” workspace
container of the applicable selection.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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This will display all the individual assessments that were completed as part of the Intake/Enrollment Workflow for that client. For minors (under
18), fewer assessments are required.

Figure 4-84 — Review Client Entry Assessments
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Step 4: Click the “Edit Assessment” box in the top right corner of the screen. Once the box has been selected, ClientTrack will navigate to the
“Master Assessment” form in the workspace container.

Figure 4-85 — Editing/Completing Entry Assessments

Viewing List of Client’s Related Assessments
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Assessments” secondary sidebar* menu option. ClientTrack will navigate to the “Master Assessments” workspace container,
and a dropdown menu will appear under the “Assessments” folder. This will display a list of all “Master Assessment” workflows (Entry, Annual,
During Program Enrollment, Exit).

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click on the action button* next to the Master Assessment. Select “View Related Assessments” from the dropdown menu to see a list of
which individual assessments within the “Master Assessment” have been completed. The assessments with a green have been
completed.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-86 — View Related Assessments
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Figure 4-87 — Related Assessments

Step 6: Click anywhere in box of an assessment to have the window pop open the assessment.
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Figure 4-88 — Click to Open a Related Assessment

Annual Assessments
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“Annual Assessment(s)” is a “Master Assessment”* that is required for clients who have been enrolled in a Coordinated Entry** program every
365 days or longer. Annual assessments are performed +/- 30 days of anniversary of the client’s project entry date. For more information on
Annual Assessments for program specific requirements, reach out to a supervisor or to hmis@changinghomelessness.org.

* For instructions on how to view a list of “Master Assessments”, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Assessments: Folder/
View List of Client’s Master Assessments

** For information regarding online resources, as well as where to find specific Federal HUD programs, see Introduction/Online Resources in the “HMIS Basic
User 2025 Manual”.

Initiating Annual Assessments via the Enrollments Folder

This is method 1* of 2 on initiating Annual Assessments**.

* For information and instructions on how to initiate an Annual Assessment via the Current Enrollment w/Most Recent Assessment subfolder, see Chapter 4:
Client Workspace: Menu options, Folders, and Subfolders/Assessments: Folder/Annual Assessments/Initiating Annual Assessments via the Current Enrollment
w/Most Recent Assessment Subfolder

** For information on editing assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Editing an Existing Enrollment: Editing Assessments

Steps to Initiate Annual Assessments via the Enrollments Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.
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*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enroliments” secondary sidebar menu option. ClientTrack will navigate to the “Enrollments” workspace container.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click the action button*. Click “Update/Annual Assessment”. ClientTrack will navigate to the “HUD Program Enrollment” workflow step
in the “Assessment For Enrollment” workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-89 — Annual Assessment via Enrollments Folder

Step 4: Verify the household enrollment members. Click “No Changes” if no enrollment changes were made. If any information is updated, click
the “Save” button. After clicking “No Changes” or “Save”, ClientTrack will navigate to the “Type of Assessment” workflow step in the
“Assessment For Enrollment” workspace container.
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Figure 4-90 — Annual Assessment — HUD Program Enrollment
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Step 5: Click “New Annual Assessment”. ClientTrack will navigate to the “Universal Data Assessment” workflow step in the “Assessment For
Enrollment” workspace container.

Figure 4-91 — Type of Assessment Annual Assessment Workflow Step

Step 6: Complete the assessment as applicable per the program’s requirements.
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Initiating Annual Assessments via the Current Enrollment w/Most Recent Assessment Subfolder

This is method 2* of 2 on initiating Annual Assessments**.

* For information and instructions on how to initiate an Annual Assessment via the Current Enrollment w/Most Recent Assessment subfolder, see Chapter 4:
Client Workspace: Menu options, Folders, and Subfolders/Assessments: Folder/Annual Assessments/Initiating Annual Assessments via the Enrollments Folder

** For information on editing assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Editing an Existing Enrollment: Editing Assessments

Steps to Initiate Annual Assessments via the Current Enroliment w/Most Recent Assessment subfolder

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Current Enrollments” secondary sidebar menu option. A dropdown menu will appear under the “Current Enrollments”
subfolder.

Step 4: Select the “Current Enrollments w/ Most Recent Assessment” secondary sidebar menu option. ClientTrack will navigate to the “Current
Enrollments w/ Most Recent Assessment” workspace container.
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Step 5: Navigate to the applicable client(s) by scrolling or using the search criteria*.

* For information on using the Current Enrollment w/Most Recent Assessment Subfolder, see Chapter 4: Client Workspace: Menu options, Folders, and
Subfolders/My ClientTrack: Folder/Current Enrollments: Subfolder/Current Enrollments w/ Most Recent Assessment: Subfolder.

Step 6: Select the “Perform Annual Assessment” copy icon. * ClientTrack will navigate to the “HUD Program Enrollment” workflow step in the
“Assessment For Enrollment” workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Step 7: Verify the household enrollment members. Click “No Changes” if no enrollment changes were made. If any information is updated, click
the “Save” button. After clicking “No Changes” or “Save”, ClientTrack will navigate to the “Type of Assessment” workflow step in the
“Assessment For Enrollment” workspace container.
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Figure 4-92 — Annual Assessment — HUD Program Enrollment
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Step 8: Click “New Annual Assessment”. ClientTrack will navigate to the “Universal Data Assessment” workflow step in the “Assessment For
Enrollment” workspace container.

Figure 4-93 — Type of Assessment Annual Assessment Workflow Step

Step 6: Complete the assessment as applicable per the program’s requirements. For more information on how to perform annual assessments,
reach out to hmis@changinghomelessness.net.
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Figure 4-94 — Perform Annual Assessment Icon

Referrals: Folder

Referrals in ClientTrack allow users to refer and track referrals for clients to applicable agencies/organizations. Referrals include creating new
referrals*, accepting referrals**, and recording accepted referrals***.
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* For instructions on creating new referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals — Referrer —
Creating New Referrals in the “HMIS Basic User 2025 Manual”.

** For instructions on accepting referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals - Service Provider
— Accepting Referrals in the “HMIS Basic User 2025 Manual”.

*** For instructions on recording referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals — Referrer -
Recording Accepted Referral in the “HMIS Basic User 2025 Manual”.

Referrals — Referrer — Creating New Referrals

This section is section 1 of 3 regarding creating referrals, accepting referrals*, and recording accepted referrals™**.

* For instructions on accepting referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals - Service Provider —
Accepting Referrals in the “HMIS Basic User 2025 Manual”.

** For instructions on recording accepted referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals —
Referrer - Recording Accepted Referral in the “HMIS Basic User 2025 Manual”.

Steps to Creating New Referrals via the Referrals Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Referrals” secondary sidebar menu option. ClientTrack will navigate to the “Client Referrals” workspace container, and a
dropdown menu will appear under the “Referrals” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click, “Add New Referral” from the referral container space. ClientTrack will navigate to the “Referral” workspace container.

Figure 4-95 — Add New Referral
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Step 4: Select a Referral Date, Referral Service.

Step 5: Search and select a “Refer to Provider”

Figure 4-96 — Adding New Referrals — Search “Refer to Provider”
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Figure 4-97 — Find Referral Provider

Step 6: Select a “Refer from Provider” and a “Status”
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Step 7: Fill out any additional information if applicable. Required elements are marked with a (*). Click “Next” if the information is complete
and correct or click “Cancel” to exit without saving. ClientTrack will navigate to the “Voucher and Information Release” step in the “Referral”
workspace container.
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Figure 4-98 — Filling Referral Form
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Step 8: “Voucher and Information Release”. Fill out any additional information if applicable. Select the “Previous” button to make changes on
previous pages if applicable. Click “Next” to proceed to the next page or click “Cancel” to exit without saving. ClientTrack will navigate to the
“Referral Outcome” step in the “Referral” workspace container.
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Figure 4-99 — Tips and Tricks — Referrals — Emailing Authorized Clients to Referring Agency
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Step 9: “Referral”. Fill out any additional information if applicable. Select the “Previous” button to make changes on previous pages if
applicable. Click “Finish” if the information is complete and correct or click “Cancel” to exit without saving. ClientTrack will navigate to the
“Client Referrals” workspace container. The created referral will be visible in the “Client Referrals” workspace container.

Referrals - Service Provider — Accepting Referrals

This section is section 2 of 3 regarding creating referrals*, accepting referrals, and recording accepted referrals™**.

* For instructions on creating new referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals — Referrer —
Creating New Referrals in the “HMIS Basic User 2025 Manual”.

** For instructions on recording accepted referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals —
Referrer - Recording Accepted Referral in the “HMIS Basic User 2025 Manual”.

Steps to Accepting Referrals via the Referrals Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Referrals” secondary sidebar menu option. ClientTrack will navigate to the “Client Referrals” workspace container, and a
dropdown menu will appear under the “Referrals” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click the “Referral Outcome” check mark icon next to appropriate referral. ClientTrack will navigate to the “Voucher and Information
Release” step in the “Referral” workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-100 — Selecting Referral Outcome

Step 4: Select the date acknowledged (usually the current date) and select a result (Ex. “Service Provided”).

Step 5: Fill out any additional information if applicable. Click “Previous” to return and edit/verify information from the previous page. Click
“Finish” if the information is correct or click “Cancel” to exit without saving. ClientTrack will navigate to the “Client Referrals” workspace
container.

244



Figure 4-101 — Referral Outcome Page

Referrals — Referrer - Recording Accepted Referral

This section is section 3 of 3 regarding creating referrals*, accepting referrals**, and recording accepted referrals.
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* For instructions on creating new referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals — Referrer —
Creating New Referrals in the “HMIS Basic User 2025 Manual”.

** For instructions on accepting referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals - Service Provider
— Accepting Referrals in the “HMIS Basic User 2025 Manual”.

Steps to Recording Accepted Referrals via the Referrals Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Referrals” secondary sidebar menu option. ClientTrack will navigate to the “Client Referrals” workspace container, and a
dropdown menu will appear under the “Referrals” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click the edit icon next to appropriate referral. ClientTrack will navigate to the “Referral” workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-102 — Recording Accepted Referrals - Edit Referral

Step 4: Under Referral Source, select “Accepted” as the status, fill any additional information. Required elements are marked with a (*). Click
“Next” to proceed to the next page or click “Cancel” to exit without saving. ClientTrack will navigate to the “Voucher and Information Release”
step in the “Referral” workspace container.
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Figure 4-103 — Recording Accepted Referrals - Referral Status Accepted
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Step 5: Fill out any additional information if applicable. Select the “Previous” button to make changes on previous pages if applicable. Click
“Next” to proceed to the next page or click “Cancel” to exit without saving. ClientTrack will navigate to the “Referral Outcome” step in the
“Referral” workspace container.

Step 6: Select the “Previous” button to make changes on previous pages if applicable. Click “Finish” if the information is correct or click “Cancel”
to exit without saving. ClientTrack will navigate to the “Client Referrals” workspace container.

Figure 4-104 — Recording Accepted Referrals - Finish
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Figure 4-105 — Recording Accepted Referrals - Accepted Referral

Housing Program Eligibility and Availability: Subfolder

The Housing Program Eligibility and Availability: Subfolder is not used in ClientTrack as of the publishing of this manual.

Services: Folder

A service is a task performed for or on behalf of a client or a tangible item provided to a client. Each service has a name, a unit of measure
(dollars, hours or minutes, count), a value, and an associated date. Services can be grouped together in a service group. Services are associated
with grants which means that by selecting a grant when adding a service, only services “allowed” by that grant will populate in the dropdown
menu.

Steps to Navigate to the “Services” Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.
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** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Services” secondary sidebar* menu option. ClientTrack will navigate to the “Client Services” workspace container, and a
dropdown menu will appear under the “Services” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-106 — Navigating to the “Services” Folder
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Viewing and Editing Services through the “Services” folder

Steps to Edit or View Services via the “Services” Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Services” secondary sidebar menu option. ClientTrack will navigate to the “Client Services” workspace container*, and a
dropdown menu will appear under the “Services” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the edit icon* next to the appropriate service entry to view or edit. ClientTrack will navigate to the “Service” workspace container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-107 — Client Services Page Anatomy

Step 4: View or edit entries as applicable. Required elements are marked with a (*). Click “Cancel” to exit without saving. Click “Save” to save
changes. ClientTrack will navigate to the “Client Services” workspace container.
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Figure 4-108 — Client Services “Service” Form
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Adding Services through the “Services” folder

Steps to Add Services via the “Services” Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Services” secondary sidebar menu option. ClientTrack will navigate to the “Client Services” workspace container*, and a
dropdown menu will appear under the “Services” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Add New” button at the top right section of the “Client Services” workspace container. ClientTrack will navigate to the
“Service” workspace container.
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Figure 4-109 - Client Services Page Anatomy

Step 4 - The Service form will ask to enter information about the service being provided to this client. Please refer to your organization’s
program guide and/or speak with your supervisor regarding how to best record service units for a client’s specific program. Required elements
are marked with a (*).
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Figure 4-110 - Client Services “Service” Form

Step 5: Select the “Enrollment” from the enroliment field dropdown menu.
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Figure 4-111 — Tips and Tricks — Choosing Correct Enrollments in Services

Step 6: Select the “Grant” from the grant field dropdown menu. The Grant field is used to link the service to the grant for APR purposes.

Figure 4-112 — Tips and Tricks — Choosing Correct Grants in Services

Step 7: Select the “Service” from the service field dropdown menu.
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Step 8: Verify the “Date” field is correct. Services may be backdated by changing the date here, however, the service must occur on or after the
enrollment date to tie properly for reporting.

Step 9: Verify the “Units of Measure” and enter the number of “Units” into the unit field.

Step 10: Type a brief/descriptive comment in the “Comment” box*. This is especially necessary if providing a monthly service that should not be
duplicated (ex. Rental assistance). Adding keywords will clarify any ambiguity around the details of the service.

* Each Service entered should have a Case Note* entered for that day as well that provides further documentation/details about the Service provided.

* For instructions on managing and entering Case Notes, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Case Notes: Folder in the
“HMIS Basic User 2025 Manual”.
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Figure 4-113 — Example of a Completed Service Unit Form
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Step 10: Click “Save” to save changes or click “Cancel” to exit without saving. ClientTrack will navigate to the “Client Services” workspace
container. The service entered is viewable from the “Client Services” workspace container.

Quick Services

Quick Services is a feature designed to help specific programs that need to record a high rate of services in a short timeframe. For more
information regarding quick services, contact hmis@changinghomelessness.org

Current Living Situation: Subfolder

Coordinated Entry and ESG outreach recipients are required to record a current living situation each time contact is made with a client.

Steps to Add a New Current Living Situation

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Services” secondary sidebar* menu option. ClientTrack will navigate to the “Client Services” workspace container, and a
dropdown menu will appear under the “Services” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Current Living Situation” secondary sidebar dropdown menu option. ClientTrack will navigate to the “Current Living
Situation” workspace container.

Figure 4-114 — Coordinated Entry — Current Living Situation
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Step 4: Click the “Add New Current Living Situation” button on the top right part of the Current Living Situation workspace container.
ClientTrack will navigate to the “Current Living Situation” workspace container. ClientTrack will navigate to the Current Living Situation form.

Figure 4-115 — Coordinated Entry — Current Living Situation Form

Step 4: Fill out the Current Living Situation form as applicable. Required elements are marked with a (*).

Step 5: Click “Save” to save changes or click “Cancel” to exit without saving. ClientTrack will navigate to the “Current Living Situation” workspace
container.
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CE Event: Subfolder

This section is for Coordinated Entry staff. For referrals for and from all other users, see Chapter 4: Client Workspace: Menu options, Folders,
and Subfolders/Referrals: Folder

CE Event in ClientTrack allows Coordinated Entry users to refer and track referrals for clients to applicable agencies/organizations. All referrals
from Coordinated Entry will be recorded in ClientTrack through the CE Event CE Event Referrals include recording new CE Events*, accepting
referrals**, and updating CE Events***,

* For instructions on recording new CE Events, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/CE Event/Recording New CE Event in the
“HMIS Basic User 2025 Manual”.

** For instructions on accepting referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals - Service Provider
—Accepting Referrals in the “HMIS Basic User 2025 Manual”.

*** For instructions on updating new CE events, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/CE Events/Updating New CE Events in
the “HMIS Basic User 2025 Manual”.

Steps to Navigate to the CE Event Subfolder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.
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Step 2: Select the “Services” secondary sidebar* menu option. ClientTrack will navigate to the “Client Services” workspace container, and a
dropdown menu will appear under the “Services” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “CE Event” secondary sidebar dropdown menu option. ClientTrack will navigate to the “Coordinated Entry Events” workspace
container.

Figure 4-116 — Coordinated Entry (CE) Events
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Recording New CE Event

This section is section 1 of 2 regarding CE (Coordinated Entry) Events*, Recording New CE Events, and Updating New CE Events**.

* This section is for Coordinated Entry staff. For referrals for and from all other users, see Chapter 4: Client Workspace: Menu options, Folders, and
Subfolders/Referrals: Folder in the “HMIS Basic User 2025 Manual”.

** For instructions on updating new CE events, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/CE Events/Updating New CE Events in
the “HMIS Basic User 2025 Manual”.

Steps to Recording New CE Events via the CE Event Subfolder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Services” secondary sidebar* menu option. ClientTrack will navigate to the “Client Services” workspace container, and a
dropdown menu will appear under the “Services” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Step 3: Select the “CE Event” secondary sidebar dropdown menu option. ClientTrack will navigate to the “Coordinated Entry Events” workspace
container.

Figure 4-117 — Coordinated Entry (CE) Events

Step 4: Click, “Add New” at the top right in the referral container space. ClientTrack will navigate to the “Coordinated Entry Events” workspace
container.
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Figure 4-118 — Coordinated Entry Event Form

Step 5: Fill out the Coordinated Entry Event Data Collection form as applicable*. Required elements are marked with a (*).

*If a housing project** is selected as the “Event Type”, the Coordinated Entry Event Data Collection form will populate a “Referral Result” and “Result Date”.
Referral Result and Result dates will be recorded when updating CE Events***,

**Housing Project examples include Emergency Shelters (ES), Rapid Rehousing projects (RRH), Permanent Housing (PH), Permanent Supportive Housing (PSH),
and Housing Stability Vouchers.

*** For instructions on updating new CE events, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/CE Events/Updating New CE Events in
the “HMIS Basic User 2025 Manual”.

Step 6: Click the “Save” button. ClientTrack will navigate to the Coordinated Entry Events workspace container. The created CE event will be
visible in the “Coordinated Entry Events” workspace container. An identical non-duplicated referral will be visible in the “Client Referrals”*
workspace container.
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Figure 4-119 — Tips and Tricks — CE Event — Email Authorized Client to Referring Agency

* For instructions on how service providers accept referrals, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Referrals: Folder/Referrals
- Service Provider — Accepting Referrals in the “HMIS Basic User 2025 Manual”.

Figure 4-120 — Tips and Tricks — Backdating CE Events — Preventing Duplicate Referrals

Updating New CE Events

This section is section 2 of 2 regarding CE (Coordinated Entry) Events*, Recording New CE Events**, and Updating New CE Events.
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* This section is for Coordinated Entry staff. For referrals for and from all other users, see Chapter 4: Client Workspace: Menu options, Folders, and
Subfolders/Referrals: Folder in the “HMIS Basic User 2025 Manual”.

** For instructions on recording new CE events, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/CE Events/Recording New CE Event in
the “HMIS Basic User 2025 Manual”.

Steps to Recording Accepted Referrals via the Referrals Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Services” secondary sidebar* menu option. ClientTrack will navigate to the “Client Services” workspace container, and a
dropdown menu will appear under the “Services” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “CE Event” secondary sidebar dropdown menu option. ClientTrack will navigate to the “Coordinated Entry Events” workspace
container.
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Figure 4-121 — Coordinated Entry (CE) Events

Step 4: Click the edit icon next to the appropriate CE Event. ClientTrack will navigate to the “Coordinated Entry Event” workspace container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 4-122 — Editing/Updating Existing CE Events

Step 5: Under Referral Result, select “Successful referral: client accepted” as the status.

273



Figure 4-123 — Coordinated Entry Event — Selecting Referral Result

Step 6: Under “Result Date”, select the date the referral was accepted.

Step 7: Under “Resulting Enrollment”, select the appropriate enrollment if applicable.

Step 8: Click “Save” to save or click “Cancel” to exit without saving. ClientTrack will navigate to the “Coordinated Entry Events” in the “Referral”
workspace container.
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Enrollments: Folder

The “Enrollments” folder menu option provides a list of all previous and current program enrollments for a selected client. This “Enrollments”
folder differs from the enrollments section on the “Client Dashboard”* in that it displays a complete list of all current and past enrollments in a
single workspace container.

* To view enrollments through the “Client Dashboard, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Client Dashboard: Folder in the
“HMIS Basic User 2025 Manual”

Adding a new enrollment through the Enrollment Client Workspace container is the same as selecting the “Use the current client” option found
in the “HMIS Intake”* secondary sidebar menu option.

* For instruction on how to start an enrollment through the “HMIS Intake” folder, see Chapter 4: Client Workspace: Menu Options, Folders, and
Subfolders/HMIS Intake: Folder in the “HMIS Basic User 2025 Manual”.

For information regarding editing existing enrollments, please reach out the hmis@changinghomelessness.org and/or navigate to Chapter 5 :
Basics of Entering Data into ClientTrack/Editing an Existing Enrollment

Steps to Navigate to the “Enrollments” Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.
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*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

276



Figure 4-124 — Navigating to Enrollments Folder

277



Family Members: Folder

Any client(s) relationship to other clients within an enrollment are often entered in the ClientTrack database as families. ClientTrack uses the
term “family” to refer to a household. HUD’s Data Manual* defines a household as, “[a] household is a single individual or a group of persons
who apply together to a continuum project for assistance and 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."

*For information regarding online resources, see Introduction/Online Resources in the “HMIS Basic User 2025 Manual”.

A client may be a member of multiple households but always has a “primary household” identified. The “Family Members” menu option allows
the Client’s family/household members to be managed.

Figure 4-125 — Tips and Tricks — Correctly Editing Family Members in Existing Enrollments
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Steps to Navigate to the “Family Members” Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Family Members” secondary sidebar* menu option. ClientTrack will navigate to the “Family Members” workspace container,
and a dropdown menu will appear under the “Family Members” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-126 — Navigate to Family Members Folder
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Family Member Information Anatomy

Figure 4-127 — Family Member Information Anatomy

Figure 4-128.za — Family Member Information Anatomy
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Figure 4-129.zb — Family Member Information Anatomy

Adding a New Family Member without An Enrollment

Adding a new family member through the “Family Members” folder adds a new family member without adding them to an enroliment*.

*For instructions on how to add a new family member to a family and add the family member to a family’s existing enrollment, please see Chapter 5 : Basics of
Entering Data into ClientTrack/Editing an Existing Enrollment/Editing an Existing Enrollment: Adding A Family Member.

Figure 4-130 - — Tips and Tricks — Enrolling New Family Members with Existing Enrollments
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Steps to Adding A New Family Member without An Enrollment

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Family Members” secondary sidebar* menu option. ClientTrack will navigate to the “Family Members” workspace container,
and a dropdown menu will appear under the “Family Members” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Add a Record” plus sign icon in the “Family Members” workspace container or scroll down and select inside an empty box
below the last family member. Fill out information as applicable. Required elements are marked with a (*).
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Figure 4-131 — Add a New Family Member without an Adding to An Enrollment

Family History: Subfolder

The “Family History” subfolder menu option is a record of a client’s family/household history. It will indicate the client’s current

family/household.

Steps to Navigate to the “Family History” Subfolder
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Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Family Members” secondary sidebar* menu option. ClientTrack will navigate to the “Family Members” workspace container,
and a dropdown menu will appear under the “Family Members” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the “Family History” subfolder from the dropdown menu on the secondary sidebar* menu option.
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Favorites Menu

The Favorites Menu allows users to pin preferred menu options. Favorited menu options can be managed and customized.

Steps to Navigate to the “Family History” Subfolder

Step 1: Select the Favorites icon* sidebar** menu option***,

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

** For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: A pop-out screen will appear.

286



Figure 4-132 — Tips and Tricks — Adding Folders to Favorites Call Out Menu
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Figure 4-133 — Tips and Tricks — Customizing Favorite Items
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Help Center

The most common way to get help with ClientTrack is the contact the HMIS Systems Team at hmis@changinghomelessness.org. No Personally

Identifiable Information (Pll) is allowed to be sent via email. However, submitting an issue via ClientTrack’s Help Center* is also an option for all
users.

* See Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/How to Submit an Issue Ticket for instructions on how to submit Issues tickets.

When requesting changes in the HMIS inbox or via ClientTrack’s Help Center, please be sure to include fundamental information.
For example, a request for an enrollment change can include,
1. The client number, aka, HMIS/ClientTrack ID # (do not include any Pll {personal identifiable information} in unencrypted emails).
2. Original enrollment type - Example - “CoC FL-510 Coordinated Entry”
3. Enrollment change request name - Example - “HP FL 510 SSVF Intake Navigation Prevention”
4. Enrollment start date

5. Change requested and why

Including information in the example above helps prevent accidental mistakes such as, but not limited to:
e Typosinan HMIS # resulting in the wrong client being referenced.

e Enrollments change requests that are requested for incorrect reasons.

Requests are typically acknowledged within 72 hours.

It is important for users to follow up on any issues submitted* in a timely manner.
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* See Chapter 3: Home Workspace: Menu Options, Folders and subfolders/My Submitted Issues: Subfolder/Steps to Respond to Tickets in My Submitted Issues
for instructions on how to respond to My Submitted Issues tickets.

How to Submit an Issue Ticket

Figure 4-134 — Submitting Tickets and Pl (Personally Identifiable Information)

Steps to submit a new Issue Ticket via ClientTrack

Step 1: Click on the “Help” icon* at the bottom of the sidebar**. If an issue is regarding a ClientTrack feature, click the “Help” icon on the page
that you are having an issue with.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

** For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 4-135 — Help — Submitting Tickets in ClientTrack
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Step 2: In the pop-up box that appears, click on “Report an Issue”.

Figure 4-136 - Help — Report an Issue Pop-Out Window
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Step 3: A “Report an Issue” pop-up window will appear. Fill out the “Report an Issue” form as applicable. If the issue concerns a client(s), use
only the client ID as an identifier. Required elements are marked with a (*).
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Figure 4-137 — Report an Issue Format Buttons
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Step 5: (Optional but recommended for more complex issues) Attach a file or screenshot to the issue ticket by clicking on the “Click here to
attach a file or drag-and-drop” link. When clicking “Click here to attach or drag-and-drop”, a dialogue box will open to select a previously
captured image from a local source (computer). The file name of the picture you selected should appear in the “File Name” field. Then click
Ilopenll

A file can be dragged-and-dropped to any location within the “Report an Issue” container
space.

More than one file can be added by clicking “Attach another file” and repeating Step 4.

Step 6: The user’s HMIS registered e-mail and phone number will automatically populate in the “How can we reach you” section. Verify this
information is correct or edit as needed.

Step 7: If applicable, add other people that need to be included on progress on this Issue Ticket by clicking on “Notify Additional People”.
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Figure 4-138 — Report an Issue Additional Anatomy

Step 8: When ready to submit an issue ticket, click “Submit”. To view submitted issues, navigate to the “My Submitted Issues”* subfolder.

* See Chapter 3: Home Workspace: Menu Options, Folders and subfolders/My Submitted Issues: Subfolder/
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Chapter 5 : Basics of Entering Data into ClientTrack

Client data is collected at three main points in the client’s participation in a program: intake, case management, exit. ClientTrack* has functions
to prevent incorrect or incomplete data from being entered. Familiarizing with how these functions work (and how they do not work) will help
in keeping these errors to a minimum.

HUD* mandates inputting data into HMIS within 24 hours from the interaction with the client(s). Data input timeframes are monitored by
ClientTrack and HUD.

* For online resources related to ClientTrack, see Introduction/Online Resources in the “HMIS Basic User 2025 Manual”.

Data Entry Points

Record .
Intake/ Updates/ Exit From

Complete

Enrollment Recertificatio Program
n

Record

Figure 5-1 — Data Entry Points

297



ClientTrack Workflows

ClientTrack utilizes built “Workflows”* for a given data collection process. Using “Workflows” ensures that important steps in a process are
taken, and that resulting reports can populate correct data.

*For basic anatomy and methodology on “Intake Workflows”, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/HMIS Intake: Folder

Navigating through a Workflow

Best Practices to Search for Clients in HMIS.

Figure 5-2. T6 — Preventing Multiple Client Entries
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A “Workflow”* is a series of forms that constitute a data gathering process. Each time a Workflow in ClientTrack is initiated, a “Workflow
Navigation Pane” will open to the right of the secondary sidebar**.

*For basic anatomy and methodology on “Intake Workflows”, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/HMIS Intake: Folder

**For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Figure 5-3 — Workflow Navigation Pane Anatomy
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Figure 5-4 — Workflow Anatomy

ClientTrack is designed to accommodate data collection needs for unique programs. A workflow adjusts dynamically based on a variety of
criteria. As a workflow progresses, workflow form workspace containers change and dynamic progress is distinguishable via bold font in the
workflow navigation pane.
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Figure 5-5 — Workflow Navigation Pane Progress

Figure 5-6 — Workflow Navigation Pane Progress
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Figure 5-7 - Workflow Navigation Pane Progress

Figure 5-8 — Tips and Tricks — Navigating to Previous Workflow Forms in Workflows
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Figure 5-9 — HMIS Intake Workflow Navigation

Initiating a Workflow (Entry/Exit)
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Initiating Entry Workflows (Enrolling Clients in Programs)

Entry workflows are initiated through a “Client Intake.” Client Intakes are initiated through the “Client Intake” folder* in the Client
Workspace.**

*For information and instructions on the Client Intake folder, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders

** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Initiating Exit Workflows (Exiting Clients from Programs)

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Step 3: Select the action button* next to the appropriate existing enrollment. Select “Exit the Enrollment.” ClientTrack will navigate to the
Enrollment Exit workflow step in the HUD Program Exit workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Figure 5-10 — Initiating Client Enrollment Exit

Step 4: Navigate through the workflow*
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** For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.

Pausing and Managing Paused Workflows

Pausing a workflow can be helpful but use this with caution. If paused workflows aren’t completed, partial enrollments may cause data errors,
and/or two enrollments for the same program may be created.

Pausing a workflow will save all the data you have entered up until the Workflow is paused.

Steps to Pause a Workflow

Open workflows* can be paused using the following steps:

*For information and instructions on navigating through a workflow, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack Workflows/Navigating
through a Workflow in the “HMIS Basic User 2025 Manual”.

Step 1: Press the pause button to pause the workflow.
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Figure 5-11 — Workflow Navigation Pane Anatomy

Step 2: ClientTrack will confirm you have paused the workflow by presenting a pop-up window. Click OK.

Steps to Resume or Restart a Paused Workflow.

Pause workflows can be viewed and resumed in the “Paused Operations” subfolder.

Step 1: Navigate to the Home Workspace*.
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*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Under the “My ClientTrack” folder dropdown menu, select the “Paused Operations” subfolder.

Step 4: Select the resume icon* next to the appropriate paused workflow. To restart the enrollment from the beginning of the workflow, select
the restart icon. ClientTrack will navigate to the “Client Workspace” and navigate to the workflow navigation pane and workflow workspace
container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 5-12 — Paused Operations Basic Page Anatomy

Step 5: Complete the workflow*.

*For instructions on how to navigate through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack Workflows/Navigating
through a Workflow in the “HMIS Basic User 2025 Manual”.

Steps to Cancel a Paused Workflow
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Figure 5-13 — Tips and Tricks — Cancelling Workflow After “Program Enrollment” Step

Paused operations prior to completing the “Program Enrollment” step* in the intake workflow** can be cancelled.

*To cancel a workflow after the “Program Enrollment” step is completed, please reach out to hmis@changinghomelessness.org to have the workflow and
enrollment cancelled.

**For information on ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack Workflows in the “HMIS Basic User 2025
Manual”.

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Under the “My ClientTrack” folder dropdown menu, select the “Paused Operations” subfolder.

Step 4: Select the cancel icon* next to the appropriate paused workflow.
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*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Editing Completed Enrollment Workflows (Entry/Exit)

To edit an enrollment workflow, you can do so by using the “Edit " Workflow” action built into ClientTrack.

Steps to Edit an Entry/Exit Workflow

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Click the action button* next to the appropriate enroliment.
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For an existing enrollment, select, “Edit Entry Workflow”**.
For an exited enrollment, select, “Edit Exit Workflow”**.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

** ClientTrack will navigate to the previously completed Entry/Exit Workflow, including any assessments required at the program entry/exit.
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Figure 5-14 — Edit Workflows — Editing Exit Workflow
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Step 4: Navigate through the workflow™ and make changes as applicable**

* For information and instructions on navigating through a workflow, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack Workflows/Navigating
through a Workflow in the “HMIS Basic User 2025 Manual”.

** Going through the “Edit Workflow” will replace the data captured in the previous workflow.

Editing an Existing Enrollment

Workflow data may need to be updated or changed after a completed program enrollment* workflow. This section will cover the basics of
editing specific types of information after an enrollment workflow has already been completed** for a currently open enrollment.

* Client Enrollments: To learn how to navigate to the “Enrollments” folder, see Chapter 3: Home Workspace Menu Options, Folders, and Subfolders/Enrollments:
Folder in the “HMIS Basic User 2025 Manual”.

** For information on ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack Workflows in the “HMIS Basic User 2025
Manual”.

Figure 5-15 - —Tips and Tricks — Editing Workflows

314



Editing an Existing Enrollment: Adding a Housing Move in Date

Steps to Adding a Housing Move in Date

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enroliments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 5-16 - Navigating to Enrollments Folder
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Step 3: Select the action button next to the appropriate enrollment. Select “Edit Household Members’ Enrollment Information.”

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Figure 5-17 — Edit Household Members’ Enrollment Information
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Step 4: Enter the Client’s housing move-in date into the Housing Movie-in date box. Click “Save” to save changes. Click “Cancel” to exit without
saving. ClientTrack will navigate to the “Enrollments” workspace container.
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Figure 5-18 — Entering and Recording Client Housing Move-In Date
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Editing an Existing Enrollment: Managing Family Members

Editing an Existing Enrollment: Adding A Family Member

Steps to Adding a Family Member to an Existing Enroliment

There are many ways to add a family member to enrollments that can cause data errors. The steps in this section will ensure that all the data
associated with this program enrollment is captured and updated correctly.

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enroliments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Step 3: Select the action button* next to the appropriate enroliment. Select “Add Family Member.” ClientTrack will re-open the enroliment
Family Members workflow** step.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

** For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.
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Figure 5-19 — Editing Enrollments — Adding Family Member Navigation

Step 4: If adding an existing family member(s) to an existing enrollment, update any information if applicable and click the “Save and Close”
button. Skip step 5 and continue to step 6.
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If adding a new family member to an existing enroliment, click the checkbox next to the last row, and add or update the applicable information
for the added family member(s).

Figure 5-20 — Adding Family Members to Existing Enrollments Workflow Step

Step 5: ClientTrack will prompt you to search the system for possible duplicates*. A search form will pop up. View the names that appear in the
results. If there is a match, click on that row.
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If a record(s) is found, verify if the potential client record is or isn’t the client currently being enrolled. If the record is of the client being
enrolled, enroll the client from the existing record.

If no records are found, click cancel. This will return you to the Family Members page. Complete the remaining applicable fields for the new

family member.

*For instructions on best practices for using the "Find Client" folder, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client:
Folder/Best Practices to Search for Clients in HMIS
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Figure 5-21 — Adding Family Member — Search for Potential Duplicate Entry
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Figure 5-22 — Adding Family Member — No Duplicate Found

The Existing Enrollment Workflow will be updated; 1. The “Workflow Navigation Pane” and 2. The HUD Program Enrollment workspace
container.
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Figure 5-23 — Adding Family Members to Existing Enrollments — Two Areas of Update

Step 6: Because the family member is being added through the head of household’s enroliment, that enroliment is auto selected and not able to
be edited. Via the checkbox, select next to the applicable client to enroll the client in the program. Click “Save”.

328



Figure 5-24 — Adding Clients to Existing Enrollments — Select and Save
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Step 7: Complete any additional workflow steps if applicable. Click the finish button to close the enrollment. ClientTrack will navigate to the
“Enrollments” workspace container. The number in the column for the applicable updated enroliment will reflect the number of total family
members.

Figure 5-25 — Tips and Tricks — Enrolling New Family Members 1

Figure 5-26 — Tips and Tricks — Enrolling New Family Members 2
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Figure 5-27 — Adding a Family Member to an Existing Enrollment — Finish
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Figure 5-28 — Editing an Existing Enrollment — Adding Additional Family Members — Updated Case Members

Editing an Existing Enrollment: Remove a Family Member

If, during* an enrollment, a household’s family member(s) status changes and the family member is no longer participating/eligible in a program,
the family member(s) is to be exited from the program enroliment.

*If a family member(s) was enrolled incorrectly, please reach out to a supervisor and contact the HMIS team by email at hmis@changinghomelessness.org or by
sending an Issue Ticket* for assistance to get assistance on editing/correcting the enrollment.

*For instructions on how to submit an issue through ClientTrack, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Help Center/How to
Submit an Issue Ticket

Steps to Initiating an Exit Workflow for Non-Head-of-household Family Member(s) — 2 Methods
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Method 1 (of 2): Exiting a family member through the Head of Household’s Profile

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the action button* next to the appropriate enroliment. Select “View Case Members”. ClientTrack will navigate to the “Enrollment
Case Members” workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 5-29 - Navigating to Case Members Workspace through Enrollments

Step 4: Select the action button next to the appropriate client. Select “Exit the Enrollment.” ClientTrack will navigate to the Enrollment Exit
workflow step in the HUD Program Exit workspace container.
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Figure 5-30 - Initiating Family Member Exit Enrollment

Step 5: Navigate through the workflow*

** For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.

Method 2 (of 2): Exiting a family member through the Family Member’s Profile

Step 1: Select the appropriate family member’s client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile
through other methods available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***
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* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enroliments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the action button* next to the appropriate existing enrollment. Select “Exit the Enrollment.” ClientTrack will navigate to the
Enrollment Exit workflow step in the HUD Program Exit workspace container.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.
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Figure 5-31 - Initiating Client Enrollment Exit

Step 4: Navigate through the workflow*

** For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.

Editing Existing Enrollment: Editing Enrollment Dates
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Enrollments are comprised of three components that all need to be dated on the same date to prevent data errors. The Program Enroliment
(HUD Program Enrollment Page), the Entry Master Assessment*, and the Service** entered at enroliment.

* For information and instructions on regarding master assessments, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Assessments:
Folder/Master Assessments in the “HMIS Basic User 2025 Manual”.

** For information and instructions regarding Master Assessments, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Services: Folder

If an enrollment is still open: To update an incorrect enrollment date, use the “Edit Enroliment Workflow”. Dates will need to be changed
throughout the enrollment workflow to be consistent with when the data was captured for the enrollment. For assistance, reach out to
hmis@changinghomelessness.org.

If an enrollment is closed: Reach out to hmis@changinghomelessness.org, or the HMIS Systems Team for assistance on this.

Figure 5-32 — Tips and Tricks — Editing Enrollments — Editing a Project Start Date/Enrollment Date

Steps to Editing Existing Enrollment Dates

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.
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** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enroliments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.
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Figure 5-33 Project Start Date Column in Enrollments
Step 3: Select the action button* next to the appropriate enrollment. Select “Edit Enrollment Workflow”. ClientTrack will navigate to the “Basic
Client Information” workflow** step in the workspace container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

**For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.
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Figure 5-34 — Edit Enrollment Workflow
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Step 4: Click “No Changes” on the Basic Client Information workflow step. ClientTrack will navigate to the “Family Members” workflow step.
Step 5: Click “Save and Close” on the Family Members workflow step. ClientTrack will navigate to the “HUD Program Enrollment” workflow step.

Step 6: As applicable, edit the dates* in the “Project Start Date” column. (otherwise known as the Enrollment Date) by clicking in that field and
selecting/typing in a different date.

*If there are multiple family members enrolled in the project, update project start dates of each applicable family member. Click “Save” to save changes. Click
“No Changes” to exit the form without saving.

Figure 5-35 — Enrolment Workflow - Edit Project Start Date
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Step 7: Navigate through the remainder of the entry workflow and update any assessment dates as applicable. If the dates are correct, select
“No Changes” or “Save and Close” as needed.

Step 8: Click “Finish — Close the workflow” when prompted. The page will redirect to the “Client Dashboard” screen.

Figure 5-36 — Tips and Tricks — Enrollments and Reporting

Step 9: Update Master Assessment Date: The Master Assessment* (Entry assessment) needs to be completed/dated the same as the Project
Start Date. To do this, click on the correct enroliment. Navigate back to enrollments. Click the action button and select “Review Entry
Assessments” menu option on the left panel.

*For instructions on how to navigate to entry assessments, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Assessments:
Folder/Master Assessments/\Viewing Client Master Assessments in the “HMIS Basic User 2025 Manual”.
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Figure 5-37 — Review Entry Assessments

Step 10: ClientTrack will navigate to a list of available and completed assessments. Select “Edit Assessment” to open the Entry Assessment.
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Figure 5-38 — Edit Master Assessment

Step 11: Edit the Assessment date to the correct/accurate date. Click “Save”. ClientTrack will navigate back to the “Assessment Status” page.
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Figure 5-39 — Edit Master Assessment Date
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Re Entering Enrollments

A client may need to be reenrolled into a program after being exited. If this is the case, verify with a supervisor that the client can be re-enrolled
per program policy.

Figure 5-40 — Tips and Tricks — Editing Enrollments — Reentering an Enrollment

ClientTrack will not allow you to use the “Re Enter the Enrollment” after the enrollment has been closed for more than 90 days. To reenter an
enrollment after 90 days, contact the HMIS Systems team at hmis@changinghomelessness.org.

The “Re Enter the Enrollment” option is only available to the organization that created the enrollment. To reenter an enrollment for an
enrollment created by another agency, contact the HMIS Systems team at hmis@changinghomelessness.org.

Steps to Reenter a Closed Enroliment

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

347


mailto:hmis@changinghomelessness.org
mailto:hmis@changinghomelessness.org

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enroliments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the action button* next to the appropriate enrollment. Select “Re Enter the Enrollment”. A pop-up window will appear
confirming the enrollment has been reentered.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Once selected, the exit date will disappear from the enrollment on the “Client Dashboard” and “Enrollments” menu option. Also, the date on
the “Last Assessment Completed” (which prior to re-entering the enrollment was the exit date), now reflects the last assessment prior to the exit
date — usually the Enroll Date.

If there are other family members enrolled in the program that need to be reenrolled, continue to Step 4. Click, “OK.”

Repeat this step for any applicable family member(s).
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Figure 5-41 — Re Enter the Enrollment

Figure 5-42 — Enrollment has been reentered confirmation
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Figure 5-43 — Reentering Enrollments through Enrollment Case Members
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Assessments

Assessments* in ClientTrack is a data collection tool designed to accommodate data collection needs by both HUD (Universal Data Elements) and
specific program requirements (Program Specific Data Elements).

*For more information on the Assessment folder in ClientTrack’s Client Workspace, see Chapter 4: Client Workspace: Menu options, Folders, and
Subfolders/Assessments: Folder

A “Master Assessment” form creates an “Assessment ID” which ties Universal Data Element Assessments (Universal Data Assessments) with
Program Specific Data Element Assessments (Program Specific Assessments). This is why it is so important to assess clients using a Master
Assessment rather than using an “a la carte” approach — otherwise any information captured will not populate correctly on specific reports.
When navigating through built-in workflows*, the Master Assessment is used.

*For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.

Master Assessments include an Entry Master assessment, an Annual Master Assessment (if applicable), and an Exit Master Assessment.
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Figure 5-44 — Assessments in ClientTrack

Editing Assessments

When to Edit Assessments

Data is captured in three main points in time for a client enrolled in a program: once at entry (enrollment), during the enroliment (either an
annual assessment or update) and upon exit from a program.
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Assessments are chronological and shouldn’t be edited. Edit assessments only due to user error or due to incorrect information received by a
client.

For more information and help editing assessments, reach out to the HMIS Team at hmis@changinghomelessness.org.

Examples of When an Assessment May or May Not be Edited

Scenario #1: A case manager enrolled a client into the SSVF Homeless Prevention Program on March 3™, 2025. At the time, the client reported
that the except for themself, the rest of the family had no health insurance. The case manager finds on March 21, 2025 that the family is in fact
insured under Medicaid and has been since 2023.

Logic: Since the client’s family was insured with Medicaid since 2023, that means the client’s family was insured at the point they were enrolled
into the program. You would edit the enrollment workflow to correct this information.

Scenario #2: A case manager enrolled a client into the SSVF Rapid Rehousing Program on April 8", 2025. The client reported that the except for
themself, the rest of the family had no health insurance. You find out on April 30%", 2025 that the family is now covered by Medicaid.

Logic: Since the client’s family was not insured at the point they were enrolled into the program, the case manager would not update a
previously completed workflow or assessment. Instead, the case manager would use “Update/Annual Assessment”*

*For more information and instructions on annual assessments, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Assessments:
Folder/Annual Assessments

How to Edit Assessments

This section contains information and instructions on editing assessments at the enrollment/entry into the program. Before editing any existing
assessment, it must be determined a client’s assessment* data captured needs to be edited.

*For information on when to edit assessments for existing enrollments, see Chapter 5: Basics of Entering Data into ClientTrack/Assessments/When to Edit
Assessments
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Steps to Editing an Assessment

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other methods
available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the “HMIS
Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: Folder/Search
for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS Basic
User 2025 Manual”.

Step 2: Select the “Enroliments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology in the
“HMIS Basic User 2025 Manual”.

Step 3: Select the action button* next to the appropriate enroliment. Select “Review Entry Assessments.” If a client has been exited from the
program, there will be an additional option to select “Review Exit Assessments.” ClientTrack will navigate to the “Assessment Status” workspace
container of the applicable selection.
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This will display all the individual assessments that were completed as part of the Intake/Enrollment Workflow for that client. For minors (under
18), fewer assessments are required.

* To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and Buttons in the
“HMIS Basic User 2025 Manual”.

Figure 5-45 — Review Client Entry Assessments

355



Step 4: Click in the box of the appropriate assessment to edit*. Once the box has been selected, ClientTrack will navigate to the selected
assessment form in the workspace container.

*All assessments completed and required in the Intake/Enrollment Workflow (if the Enroliment/Intake workflow was completed) will have a green “Complete”
icon to the far right.

Figure 5-46 — Editing/Completing Entry Assessments
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Step 5: Fill out the assessment form as applicable®*. Required elements are marked with a (*).

Step 6: Click “Save” to record any changes. Click “Cancel” to exit without saving. ClientTrack will navigate to the Assessment Status workspace
container.
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