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lce Breaker

» Pair up with someone else in the room.

» One person explains the picture to the
other, the other draws.

» No peaking & No questions asked!

»Don’t look at what the picture was
until announced.

» Have fun!

UPDATING
HOUSEHOLDS

Rhode Island Coalition for the Homeless
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Updating Households

Make sure all reflected in the “Households Tab” is accurate for your
families current situation.

» Make sure the Family Type is Correct.
» Make sure there is a Head of Household
» Make sure EVERY person has a Relationship to the Head of Household
» If not, click Manage Household, and fix it.

Client Information Service Transac! tions

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

<¥_(780) Female Single Parent

Name of

Assessments

|Relationship to
Head of

Joined Household Previous Associations Household Count
| Household

(2681) 53 | ves mother 09/18/2018 o 1

(2679) 18 [No daughter 09/18/2018 o 1 Q
(2680) 20 | No daughter 09/18/2018 0 10
Manage Household | g

» Previous Households

Search Existing Start New Household

Add a New Family Member to the Household

This can be done in 7 SIMPLE Steps! ©

1. Manage the Household
2. Search for/Create a New Client in HMIS
3. Update the Relationship to the Head of Household
4. Update the Client Profile Information for the New Family Members

5. Add the New Family Member to the Pre-Existing ROl & Case Manager
Assignment

6. Add the New Family Member to the Pre-Existing Entry
7. Add the New Family Member to the Bed List with their Family

Rhode Island Coalition for the Homeless
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Step1: Click “Manage Household”

Household Information - (780) Female Single Parent )
§ (780) Female Single Parent Save Saved Exit | Bxit | » On th'lS screen A
R change the hou
Income US$0.00 monthTy (USS0-00 annual) -
Client - (2681 Client Count 3 (red) .
v ::su)_m — Household Members ! » You can change N
lease of Information: None 4 Name e e oined o ok e

mother 4/Jos /18 /2018 4 2|0 1 head of household

Client Information @ s s |(v& 3 .
Summary Client Profilf @ (2679 18 | No # [ daughter %)Jo9 /18 /2018 a0 (L 1 Q relationship to each
1@ @0, 20 [ No_¢) [ daughter s)fos /18 s2018 gy a0 o 10 (blue) - only ONE pe
v (780) Female Single Parent| | _Add/Delete Household Members Housenold History Report
‘ should be head of hol

Name »  Previous Household Members

» You can add/remove p
from the household and
update some of their clie

Individual Client Assessment

Household Members " Client Record Issue 1D Card |

Manage Household

Name
(2679) Name Data Quality ilei i

»  Previous Households oty i prOﬁ le information.
(2680) Alias
Caught Social Security

Search Existing Households si SSN Data Quality

U.S. Military Veteran?

— Age
- Household Profile Assessment

No Household Profile Assessment s specified for this Provider

Save Save & Exit Exit
L]
Step 2: Search For/Create
a New Client in HMIS.
,. v
— 19 ER mm- e o om0 Q) » Click “Add Delete Hous
~  (780) Female Single W | (2680) 20 [N daughter ooe2018 0 4 1 ) .
= = I » If this client was PREVIO
[t _Provious Housshous wemeg they will appear under 'P|
O s Household does not have any previous members. Members.' (Blue)
=2 S T hda et o e Hovhold » Search for the client by na
[r—— ([ Cllack Search newborn baby without'a soc
- e ;,:,E (D Piease Search the System before ading a New Clent. __Hide Advanced Search - still search by name.
Searcn e ouseo e EEes———— : g
R e e . » If they are in the system, thei
[ S— Aras appear on the bottom and you"
socnseary [ name to add them to the housel
NoberSa (s R () : » If they are NOT in the system, ex
us. iy o 0Dy : saving, BACK DATE to the date th
St oh family in shell:er/housingI go bac
to add the client to the sehold.

Seren Cear_|CRac e cent wen T vormation =
Client Number » NOTE: ALL PERSONS MUST BE
Eter o Scan a et 10 t 33 foat Chert 10t Hovsenola SYSTEM FOR A DATE AFTER TH

e s | NOT BEFORE. IF BORN/MOVI
Cllent Results ATTENTION TO THE TIMES.

© Name Nimper=""™"  Data ofBirth = @™ When done adding peop
@230 101411974 vae 0 L lick 'C H H
Showing 1-1 0f 1 clic ontinue.
Selected Cfonts

T e
EE o P ra—— e
© o U B

Continue Cancel

Rhode Island Coalition for the Homeless
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Step 3: Update the Relationship to the
Head of Household

Household Information - (780) Female Single Parent ]

W (780) Female Single Parent save save&Ext | Exit | > DOU b Ie C h ec k the H (o]
Household Type* | Female Single Parent B) is still true. If not, ch
Income US$0.00 monthly (US$0.00 annual) "
¢ » Ensure only ONE perso

Household Members
e P Wy household.
@ st (Ves % [mother B ' Ao L 1 v
@ am 3 o B a2y RO » Make sure everyone's re
:

(No &) [-Select-

@ (2680 < Ao .
S e S ST T to head of household is ¢

‘Add/Delete Household Members ‘Household History Rep\;rt
pusoee vl enber | e » You are also able to check
L each client record here (on

Individual Client Assessment basic information) tos al't fi
Household Members . Client Record Issue ID Card "u_ anything that may be
(Blue)
e b » When complete, click Sav:
US. Miltary Veteran? No (HUD) Exit

Save Save & Exit Exit

Step 4: Update the Client Profile
Information for ANY New Family Members

ciient - (2652) N

W o IR
............. s None (-Switch to Anather Household Hember=) _ suemie
Glient Tnformation Service Transactions
mmmmmm Glent profilc eniry /it Case Managers Wessurements pres—.
ssue 10 Cord
iy Foll Nome Reporied
— —
cenge ]) ciear
Rl SN Reported (HUD) (nonce ]

2 No (HUD)

» If you backdated to create the new client, stay in Back Date Mode.
» Go to Client Profile, add in all Demographic information. (Red)
» If client is an adult over 18 and consents, add photo.

» When done, exit backdate mode (if you were in it) and go back to the hea
HMIS profile.

Rhode Island Coalition for the Homeless
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Step 5: Add New Family Member to Release of

Information - FoLLOW SAME STEPS FOR CASE MANAGEMENT ASSIGNMENT!

ciont - 2601 I

Since the head of

e D il already signed an

‘‘‘‘‘‘‘‘‘‘‘‘ o = is under 18, they ar
that ROI. (ONLY IF

- s S PARENT/GUARDIAN O

oflnformatin Release of Information gl > 1) Do not add a NE
Release of Information - (2681) Jones, Melissa Jennifer - e
T — new addition to the

instead, click on the
next to the pre-existi
ROI. (Blue)

» 2) Click "Include Additi
Household Members" (Pi

° veside each name.
(780) Femate single parent

BT » 3) Click on the new Fami
e s members name. (Green
e ] SRR continue.
» 4) Save Release of
:) Done!

Step 6: Add the New Family Member to
your Program Entry

(2s81)|

Release of Information: Ends 09/16/2020 -Switch to Another Household Member-+)  Submit
Client Information Service Transactions
Summary Client Profile Households ROT Entry / Exit Case Managers Case Plans Measurement
@ Reminder: Household members must be established on Households tab before creating Entry / Exits
Entry / Exit
Program Type Project Start Date Exit Date. Interims
] 9/16/2018 /7 2

Add Entry / Edit Project Start Data - (2681).

Showing 1-1 of 1 Additonal

Household Members Include Additional Household Members 1 Members" (

) To update Household members for this Entry Data, click the box beside egpff name. Household Members
(780) Fey To include additional Household Members, click the box besid 3) Sele t the
; u.m © cachname.Gnly Hembers from ONE Houséhold ‘may be setechad
B (M
nciu

(780) Female Single Parent
< (2681
(2679

. (2680
Edit Project Start Data - (2681) Jones, Melissa Jennifer j2080
Provider Crossroads Rhode Island (Case Management) (1335)
Continue Concel
e w0
Do not Change yet! L~

/

Save & Continue. Cancel

Rhode Island Coalition for the Homeless
Group Training (Updated: 9/2018)
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Entry/Exit Data

Step 6a: Now you'll change the entry date
for the new client ONLY.

2 B8

) Note: 1f you change the provider selected it
pre

Provider *

(HUD

Update

Type*

Household Members Associated with this Entry / Exit

5 o the new Provider's Entry/Et Assessment defaits. Any lnformation ssved o the
r the Client.

adjust
Wi i e atached to har Assessment rot

T & (2682)

Name Head of Household  Project StartDate  CX{' Interims "JIo% Reason for Leaving Destination Notes [ the right Of your
i TRk name. (Blue)
T & (2680) No

=
2/16/2018 /7 E i
d/xs/zms /7 S B

The Entry will
all family mem

1) Click on the p

2) UNCHECK everyo

else. (Pink)

Edit Project Start Data - (zssz)_

HUD CoC &

= —— 3) Only your client ha
:::: :: :::: 7.ﬂ:::’:.|:pd;lt= IHc:!:MA‘ld ‘members for this Entry Data, click the box beside each name. t h e'i r n a m e .C hec ed of
] e s i then change the dat

Entry Date: 09/16/2018 12:00 AM)

THEIR entry date.
(Green)

4) Click Save
Continu%

Include Additional Household Members

Edit Project Start Data - (2682) Jones, Stephanie Pamela

Provider

Type
I Project Start Date *

HUD
09 /18 /2018 | 4) &) ) 12%): (00%): (00%) AME) I

W

Save & Continue Cancel

Total Monthl

Step 6b: Now you MUST Update the New
Family Members ENTRY Informatlon

Entry/Exit Data

orer S R S e e oo Realize that the En
= Only changed for th
=

Household Members Associated with this Entry / Exit

client, this is good.

& o - o iy : Answer all questions.
T & (2680 - 18 2 [
ee——— & .mml. . If family member was j

born, their residence pri
the same as their mother.

Entry Date: 09/18/2018 12:00:00 AM

b

HUD CoC & ESG Entry All Other Projects (2017)

If family member was stayi
elsewhere and just joined t
family, answer it as it pertai
to the actual situation

Click "Save and Conti

Rhode Island Coalition for the Homeless
Group Training (Updated: 9/2018)
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Step 7: If your family is on a bed list, you must
include this family member with their ‘stay.’

Shelter Inventory Information

1) Go to ShelterPoi
= the Bed List.

2) Find the Head of
* click on their blue na

* 3) Click "Check In Addit
Family members" (Pink)

4) Change the Date In to
SAME DATE AS ENTRY/Mov
(Green)

5) Make Sure only the New
" Family member is checked
Click Save and Exit. (Gre

6) "Assign Unit" to put
in the right bed. (Re

~ 7) Save and Exit a
“ done!

Case Plans and Service
Transactions

Rhode Island Coalition for the Homeless
Group Training (Updated: 9/2018) 8



Case Notes and Services in Your Goals!
Goals should be “In Progress” until Abandoned/Closed. o =
coal - (2681) [N “

~  Household Members

@) To update Household members for this Goal, click the box beside each name.

Client - (2681) (780) Female Single Parent

Set Minimal Goals for YOUR Program - Track ALL

 (2681]
(2629 Switch to Anot
¥ (2680, .
Client Information Include Additional Household Members | | |
Summary Client Profile Case
— —
Provider* Search | My Provider | Ciear
Goals. Case Manager
Classification Type Date Goal  * " I
< S 09 /116 12018 A A
+" W |Housing Housing
Classification* | Housing
Add Goal f 1
Type* Housing
- Goal Description [Find Housing -
Case Plans File Attachments
Date Added ¥ 4
Add New File Attachment Target Date o 29 %
Querall * (inprogress ¢
print Case Plan
§ 1f Closed, e = n B
-— UiCloeed, Select B o B398 ——
1f Partially
Complete, T
percent Select-7
Complete
Projected Follow Up Date 1o LR
Follow Up User Rhode Island Coalition for the
Homeleas (1308 Search | My Provider | Clear
-Select- +
Follow Up Made (-Select- %)
Completed Follow Up Date |/ / T
Outcome at Follow Up (-Select- +

Case Notes

Each Case Note should have a Service

Transaction to Accompany it.
Reminder: Services are CLOSED AND FULLY MET ©

Add Case Note

Action Steps Planned

Provider Case Manager Note Date Note

Met with family from x time to x time, MJ)'s other
09/17/2018 daughter will be joining family in shelter tomorrow.

will meet then, SC

09/16/2018 Met with family from x time to x time, did x, y and

z... looking for housing. SC
Showing 1-2 of 2

Action Step

Target Date Status Qutcome
Add Action Step No matches.
Service Items for this Goal
Date Set Created By Need Type Need Status  Outcome of Need

o' W 09/17/2018 Closed Fully Met
/7 i 09/16/2018 Closed Fully Met

Add Service | Add Multiple Services | Showing 1-2 of 2

Print Save Goal ‘ Save & Exit Exit

Rhode Island Coalition for the Homeless
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INTERIM UPDATES AND
ANNUAL ASSESSMENTS

Interim Updates & Annual Assessments

» Interim Update:
An update of any client data after - ;
the Project Start Date and before The Five HUD Data Collection
a client Exits. The information that .
should be updated includes Points
income, non-cash benefits, health
insurance, client contacts, date of
engagement and/or housing move-
in date.

» Annual Assessment:
A required update of any client
data after 365 days following the 1
Project Start Date, before a client Record
Exits. This can be done 30-days Creation
prior or 30-days following the
Project Start Date. The
information that should be
updated includes income, non-cash
benefits, health insurance, client
contacts, date of engagement
and/or housing move-in date.

Rhode Island Coalition for the Homeless
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Where do you do the interim updates
and/or annual assessments?
— After Entering your client into a project, you will only go back

into the Entry Assessment to correct data that is wrong or to
enter data that is missing.

Client Information Service Transactions

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

0 i ¥ must be tab before creating Entry / Exits
Entry / Exit
Program Type Entry Date Exit Date Interims F‘::::" g:::::
E‘ HUD /" 12/09/2015 = E | o &
Add Entry / Exit t Showing 1-1 of 1 '
Updates
go here!

UPLOADING
DOCUMENTS INTO HMIS

Rhode Island Coalition for the Homeless
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Upload Documents in the Client Profile
Tab, at the Bottom “File Attachments”

------ - c2co)
e

nnnnnnnnnnnnnnnnnnnnn

cccccccccc

nnnnnnnnnnnnnnnnnnnnnnnnnnn
nnnnnnnnnnnnnnnnn

nnnnn

Client Notes

HOUSING DOCUMENT
CHECKLIST

Rhode Island Coalition for the Homeless
Group Training (Updated: 9/2018) 12
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Keep Track of the Documentation Needed in
the Housing Document Checklist, Located in
the “Assessments” Tab

. Please : Cas
Obtained Document

Obtained Document

Discussion/
Specific
Questions?

Rhode Island Coalition for the Homeless
Group Training (Updated: 9/2018) 13
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Group Training
Evaluation &
Certificates

Contact the HMIS Team anytime with any
questions or concerns!

» Shalissa Coutoulakis (401)721-5685 ext. 27 shalissa@rihomeless.org
» Bob Maurice (401)721-5685 ext. 26 bob@rihomeless.org
» Don Larsen (401)721-5685 ext.25 don@rihomelesss.org

KEEP

CALM

WE'RE

HERE TO
HELP

Rhode Island Coalition for the Homeless
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