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How to Track Those Ever
Changing Households



Agenda

* Creating a New Household
 Removing a Client From a Household
« Adding a New Client to an Existing Household

« Adding a Returning Household Member to an Existing
Household

* Deleting a Client From a Household
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Creating a New Household
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CI ie nt P rofi I e 2-1-1/1&R Housing Youth & Family Services Older Adult Services
Search / Creation Client Search

0 Please Search the System before adding a New Client.

Matching Client Records will be s
listed under the “Client tv e .

Results” section (at the bottom Nimberbsts” -selct -

of the page). If a matching | E"” ” ”

record exists, click the
pencil/editicon to the left of N
the Client’s Name, otherwise N | suomit |

click the “Add New Client...”

Client Number

Results
. 1D Name Social Securi D?teof Alias Gender Banned Household
button to create a new Client Number “":mth Count
Profile.
If the client does not already g _
. . Add New Client Information
exist in the database, add Vo i St a3 N i o i st (8 5% o6k i
him/her. You will encounter Add Ne '

this warning pop-up window.
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New Household

Creation

S e I e Ct t h e Client - (159) Bonds, Barry "

(159) Bonds, Barry

“Households” ==

Client Information Service Transactions

I ab — icot Mgl Households ROI Entry / Exit Case Managers | Case Plans Assessments

0 This Client is not currently a member of any Households.

)  Previous Households

Then select / -

“Start New
Household”
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New Household

Creation

Add New Household x|

Select the Household/7

Type, then proceed to
search for additiona
household members.

Selected Clients

If the additional
household member does O ——— el
not already existinthe | e —

database, add him/her.

r
Add New Client Information

You will encounter this T e e ehen bt e e e S o v
. . Add Ne
warning pop-up window. >
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New Household

Creation

Client Results

ID Name gal Y Date of Birth Alias Gender Banned 1"
Number Count

Selected Clients

c"
o 74 | Dough, Jack
73  Dough, Jane

@ 75 Dough, Jil

ID Name ] 'abler (&Y Date of Birth Alias Gender Banned Ho::::llold

Showing 1-3 of 3

Clients added to the household will appear under the
“Selected Clients” section at the bottom of the “Add Ne
Household” pop-up window. Click the “Continue” button

once all household members have been added to the group.
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Initial Household

Data Capture

F
Household Information - (19) Female Single Parent

' (19) Female Single Parent

Household Type* Female Single Parent
Income US50.00 J\
Client Count 3

Household Members

ame e e ar et o H63d e s [ IOV Hovsehol
e (74) Dough, Jack No =+ | -Select v 03 /12 /2012 | Zo Q 1
e (72) Dough, Jane No =+ | -Select v 03 /12 /2012 | Zo Q 1
e (75) Dough, Jil No =+ | -Select v 03 /12 /2012 | Zo Q 1
‘ Add/Delete Household Members ‘ Household History Report ‘

i¥  Previous Household Members

0 This Household does not have any previous members.

The magnifying glasses will show previous associations
with the household and other households the client is a
part of.

How to Track Those Ever Changing Households

Answer the
“Head of
Household”,
“Relationship”,
and “Joined”
guestions at
the top of the
Household Info
pop-up
window, and
click the SAVE
button.



Initial Household

Data Capture

Individual Client Assessment

Household Members # * Client Record Issue ID Card rh

v (74) Dough, Jack
Age: 3

Name Dough, Jack

| (73) Dough, Jane Alias
| g

e: Unknown

Social Security

| | (75) Dough, Jill SN Dat i
Age: Unknown ata Quality
Age
HUD Universal Data Elements ﬂ

Required of All Clients.

MName and SSN recorded elsewhere.

Date of Birth IEFFFW [}Ja [.EG

Date of Birth Type I Full DOB Reported (HUD) TG
Gender -Select- v G

Primary Race -Select- G

Complete the assessment for the client. Work from the top of the page down
to the bottom & click the SAVE button. Green checkmarks will appear next to
each household member’s name as their assessment questions are answered &
saved. When complete, click the SAVE & EXIT button at the top/bottom of the
pop-up window.
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Removing a Client From a
Household
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Removing a

Client from
Household

Type the client’s
name or ID # of the

Client Search

0 Please Search the System before adding a New Client.

client that you are N L
removing and click Name pet Ros

Alias
“Search”.

Social Security Number - -

Social Security Number Data

Quality -Select- v
Click on the pencil Exact Motch n
n eXt to t h e CI ie nt’s Clear Add New Client With This Information Add Anonymous Client

name.

Client Number

Enter or scan a Client ID number to go directly to that Client's profile.

Client ID # Submit

Client Results

ID Namea Social Security Number Date of Birth  Alias Gender Banned I(-:I::::hold
Rose, Pete 998-87-7665 04/14/1941 Charlie Hustle Male 1
Rose, Pete, III 08/01/1999 Male 1
Rose, Pete, Ir 04/01/1976 Male 1

How to Track Those Ever Changing Households



Removing a

Client from
Household

Client - (882) Rose, Pete, I1I W
H 882) Rose, Pete, I1T Date: 11/25/2013 12:00:00 AM
On the Entry/Exit s et e
. Release of Information: None -Switch to Another Household Member- ~ Submit
tab, click on the
ient Information ervice Transactions

pencil next to the
”EXlt Date” Wlth Summary Client Profile | House Entry / Exit = (Be Managers CasePlans | 550M Activities Assessments

0 Reminder: Household members must be established on Households tab before creating Entry / Exits

on value for your

program.
Program Entry Date : Interims Follow Client
’ ) Ups Count
W Bob's Men's Shelter (20) HUD " 1001 E B 0l

Add Entry / Exit Showing 1-1 of 1
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Removing a

Client from
Household

Edit Exit Data - (882) Rose, Pete, III x|

Household Members

0 To update Household members for this Exit Data, click the box beside each name.

Make sure that only
the client(s) that is 71 2 Rose, pete
leaving the program |
is checked.

d¥ Male Single Parent

Edit Exit Data - (882) Rose, Pete, III

Make sure that the it pate? v.;o 12 -1 00 - :o0 ~[am -

exit date is the If "Other", Specify

COFI’ECt date. Destination* -Select- M
If "Other", Specify
Notes

Answer the “Reason

for Leaving” and

“Destination”. — Selo e

—) Save & Continue | Cancel

Then click “Save &
Continue”
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Removing a

Client from
Household

Entry/Exit Data ﬂ' &3

If other household
members need to
be eXitEd, C“Ck on Provider* Bob's Men's Shelter (20) v
“Include Additional Type* HD  ~

Household Update

Members” then
complete the “HUD

0 Note: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessment
defaults. Any information saved to the previous Assessment will still be attached to that Assessment record for the Client.

Household Members Associated with this Entry / Exit

) Name Head of Entry Date Exit Date Interims Follow Reas_on - Destination Notes
Exit” Assessment Household Ups Leaving
. “« . (72) Rose, ¢ ¢ o =
and click “Save and il & poe  Yes 10/01/2013 R
EXit” (882) R . r r Staying or living with
' Rose, Pete, No 10/01/2013 11/25/2013 = b Other family, permanent tenure
g i i
11 (HUD)
(881) . r r
{1 w Rose, Pete, No 10/01/2013 i i

Ir

Include Additional Household Members ‘ Showing 1-3 of 3
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Removing a

_ It is preferable to remove members from
Client from

within their own client record or the head of
Household e
household’s client record.

Client - (112) Kardashian, Kim

{1

' (112) Kardashian, Kim Date: 10/01/2013 8:00:00 AM

-Switch to Another Household Member- ~ Submit
Service Transactions

Summary Client Profil | Households 01 Entry / Exit | Case Managers| Case Plans SSOM Activities Assessments
I

Release of Information: Ends 07/01/2014

Client Information

¥ (32) Two Parent Family N
Name Age Head of z:l:‘:lg:smp to Joined Previous Household
g Household Household Associations Count
Household
(112) Kardashian, Kim 32 No 07/01/2013/ 0 < 1
(114) West, Kanye 36 No 07/01/2013 0 1

; 0 No 07/01/2013 0 "4, 1
Manage Household

e Select the “Households” Tab
* Then select “Manage Household”
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Removing a

Client from
Household

Household Information - (32) Two Parent Family

&

¥ (32) Two Parent Family

Save Save & Exit ‘ Exit ‘
C||Ck on the red minus Sign tO Household Type* Two Parent Family v
. . US$0.00
the left of the client that is feome ?
. Client Count 3
leaving or has left the e
household . Household Members
Head of  Relationship to . n Previous  Household
— A Household Head of Household Joined Household Associations Count
A pop up window will open. & (112) Kardashian, Kim 32 Yes v sef - 07 /01 /2013 340 1
Enter the date that the C“ent M West, Kanye 36 No v  significant other = 07 /01 /2013 731 2% 0 1
West, North 0 No ~  daughter v 07 /01 /2013 7 7200 1
left the household. You do J
nOt have tO be in badeate Add/Delete Household Members Household History Report
mode to enter Q date.
Client Left Household %)

By removing this Client fr
&) associate them with Househ

the Household you will no longer be able to
information including Goals, Case Notes,

Case Managers, Shelter Stays, and Service Transactions after this date.

Please select the date the Client left the Household.

Date Client Left Household *

How to Track Those Ever Changing Households

11 /29 /2013

“

/]

Save Cancel

27y 23

Once the date
have been entered
click “save”.
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Removing a

Client from
Household )
Household Information - (32) Two Parent Family &
By C“Cking on the rlght ' (32) Two Parent Family Save Save & Exit ‘ Exit ‘
arrow next to PreViOUS Household Type* Two Parent Family v
Household Members, Income Us$0.00
you can see the former Client Count 2
mem be Irs Of th e Household Members
hOUSGhOId. N A Head of Relationship to Joined H hold * Previous  Household
ame 9€ Household Head of Household ~°'"¢ Mouseno Associations Count
@ (112) Kardashian, Kim 32 Yes v self v 07 /01 /2013 72} 2%, 0 1
@ (113) West, North 0 No <~  daughter v 07 /01 /2013 23§ 7% 0 1
Add/Delete Household Members Household History Report

¥  Previous Household Members

Relationship to

N Head of Head of Joined Left Previous Household
ame 9% Household | =29 © Household Household Associations Count
Household
E(114) West, Kanye 36 No significant other 07/01/201309/30/2013 ' 1 0

How to Track Those Ever Changing Households
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Adding a New Client to an Existing
Household
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Adding a new
Client to the

Household

Add Additional Household Members from the
Head of Household!

Client - (112) Kardashian, Kim

i

" (112) Kardashian, Kim

Date: 10/01/2013 8:00:00 AM

-Switch to Another Household Member- ~ Submit
Service Transactions

Summary Client Profi Households 01 Entry / Exit | Case Managers| Case Plans SSOM Activities Assessments
I

¥ (32) Two Parent Family

Release of Information: Ends 07/01/2014

Client Information

Name Age Head of ::::Iz? 2 Joined Previous Household
g Household Household Associations Count
Household
(112) Kardashian, Kim 32 No 07/01/2013 0 4 I
(114) West, Kanye 36 No 07/01/2013 0 < 1

; 0 No 07/01/2013 0 ', 1
Manage Household

e Select the “Households” Tab

* Then select “Manage Household”
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Adding a new

Client to the - : -
Add/Delete Household Members - (32) Two Parent Family
Household
Household Members
Name Age Head of ﬁ:::':;'smp to Joined Previous Household
9% Household Household Associations Count
Household
* (112) Kardashian, Kim 32 | Yes Self 07/01/2013 0 1 A
i (69) Prufrock, Wilbur 1 51 No 07/01/2013 0 4 2 A
* (114) West, Kanye 36 No significant other 09/30/2013 1 1 A
i (113) West, North 0 No daughter 07/01/2013 0 1

- Previous Household Members

0 This Household does not have any previous members.

D Add Clients to the Household
\ Continue Cancel

Click on the right arrow next to “Add

Clients to the Household” to open the
Client Search Screen
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Adding a new
Client to the

Household

Matching Client Records will
be listed under the “Client
Results” section (at the
bottom of the page). Ifa
matching record exists, click
the green “plus” icon to the
left of the Client’s Name,
otherwise click the “Add New
Client...” button to create a
new Client Profile.

Once all additional clients
have been added, click
continue.

¥  Add Clients to the Household

Client Search

o Please Search the System before adding a New Client. Hide Advanced Search
First Middle Last Suffix

Name Kourtney Kardashian

Alias

444 - a4 - 4444

Social Security

Number

Social Security

Number Data Quality Full SSN Reported (HUD)
Exact Match

Clear Add New Client With This Information Add Anonymous Client

NUmber

Enter or Scan a Client ID to add that Client to this Household.

Client ID # Submit

Client Results

ID Name Socel TSy Date of Birth Alias Gender Banned o
Number Count
@ 76  Aulick, Candace oRRKK-4444 1964 Fernale 1

Showing 1-1 of 1

Selected Clients

ID Name LY Date of Birth Alias Gender Banned Horsehold
Number Count
° 116 Kardashian, Kourtney HAK_KK_AA444 0

Showing 1-1 of

How to Track Those Ever Changing Households
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Adding a new

Client to the
Household

If the new member changes
the household type, change
it here.

Set the “Relationship to
Head of Household” for the
newly added client(s).

Then complete the Individual
Client Assessment for each
new client added to
household and click “Save”.

After completing the
assessment of all new
household members, click
“Save & Exit”

How to Track Those Ever Changing Households

—

Household Information - (32) Two Parent Family &
W (22) Two Parent Fall Saove & Exit | Exit
Household Typeg Two Parent Family
Income US$800.00 ©

Household Members

0 Age Head of _ Retationship to P

Associations Count
¢ / 2013 ) Z5 |0 4 1

/ 2013 ) &Moo 1

/ 2013 ) 2 0 X 2

/ 2013 &) 7251 L

@@ (112) Kardashian, Kim 32
@ (116) Kardashian, Kourtney

& (69) Prufrock, Wilbur 1

@@ (114) west, Kanye 36

Previous Household

- (113) west, N o / 2013 &) Z| o L A\
Add/Del usehold Members Household History Report
X Client

" Client Record Issue ID Card “ha

Name Kardashian, Kourtney
Alias

Social Security 444-a44-aa44

SSN Data Quality Full SSN Reported (HUD)

Age

Client Basic Date: 08/15/2013 08:00:00 AM "y
Date of Birth / / YD B
Date of Birth Type Select ~ &
Gender ~Select- - <
Primary Race ~Select- - G
Secondary Race Select
Ethnicity ~select- - e
U.S. Military Veteran? -Select- v @

Do you have a disability

of long duration ~Select- e
Disabilities
Disability Type Start Date *
Add
Income received from
any source in past 30 ~select- - a
days?
MONTHLY INCOME
Amt of Last
Start Date * End Date Source of Income 30 Day
Income
Add View Gross Income
Non-cash benefit recelved =
in past 30 daya? “select- <«
Non-Cash Benefits
Source of Non-Cash Benefit Start Date * End Date

Add
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Adding a new

Client to the
Household

Go to the Entry / Exit
Tab then click on the
pencil to edit the entry.

How to Track Those Ever Changing Households

Client - (112) Kardashian, Kim ‘h
i (112) Kardashian, Kim Date: 08/15/2013 8:00:00 AM
Release of Information: Ends 07/01/2014 -Switch to Another Household Member- + Submit

Service Transactions

Entry [ Exit = Case

nagers| Case Plans | SSOM Activities Assessments

WL Reminder: Household members must be established on Households tab before creating Entry / Exits

Entry / Exit
Program Entry Date Exit Date Interims e
Ups Count
' Family Promise - Bowman Training TH (2223) / ' 07/01/2013 / ' E: i_: 0 ;

Add Entry [ Exit Showing 1-1 of 1
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Adding a new
Client to the

Household ‘

Edit Entry Data - (112) Kardashian, Kim

Household Members

Ch eCk the bOX next to th € 0 To update Household members for this Entry Data, click the box beside each name.

Two Parent Family to —_ Two Parent Family

include all family
\(112) Kardashian, Kim (Entry Date: 07/01/2013 8:00 AM)
members.

[1{116) Kardashian, Kourtney (Entry Date: 08/15/2013 8:00 AM)

[1(114) West, Kanye (Entry Date: 07/01/2013 8:00 AM)

Then click “Save &
Continue”

[1(113) West, North (Entry Date: 07/01/2013 8:00 AM)

Include Additional Household Members

Edit Entry Data - (112) Kardashian, Kim

Provi Family Promise - Bowman Training TH (2223)
Type HUD
Entry Date * 07 TON2013 /i) /448 v:00 w00 v M~

Save & Continue Cancel

How to Track Those Ever Changing Households
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Adding a new

Client to the
Household Entry/Exit Data & o

0 Note: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessment defaults. Any information saved to the previous
Assessment will still be attached to that Assessment record for the Client.

Provider* Family Promise - Bowman Training TH (2223) v
Click on the Type! HUD "
“Include Additional Update
Household
Household Members Associated with this Entry / Exit
Members” button. "/
Name Head of Household Entry Date f)):tte Interims FTJI:;W Reason for Leaving Destination  Notes
This will o.pen a ay . (112) Kardashian, Kim Yes S oy ) ¥ =
pop-up window W & (116) Kardeshian, Kourtney No S ooyt ) ® B
that will allow you > " B | B
rh w (114) West, Kanye No , 07/01/2013 - -
to add household - = = , ,
W o (113) West, North No J07joyj2013 i- i-

members to the

program entry. Include Additional Household Members ‘ Showing 1-4 of 4

[ Y RUSPR NN ——
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Adding a new Edit Entry Data - (278) Kardashian, Khloe

Client to the
Household

Household Members

Make sure that there is a check mark 0 To update Household members for this Entry Data, click the box beside each name.

next to the client that is joining the [ (32)frwo Parent Family
program after the rest of the

household. No other members of the
household should have a check mark

next to their name. ———

Change the “Entry Date from the day
the family entered the program to the
date the new family member joined
the program. Then click on the “Save
& Continue” button.

Include Additional Household Members

Edit Entry Data - (278) Kardashian, Khloe

Provider Family Promise - Bowman Training TH (2223)
You will then see the Entry 12 HUD
Assessment. Answer the questions for Entry Date * 10 /15 /2013 ;;qo /48 v 100~ :00~ AM~
the client as of the date that client
joined your program. Then Save and > Cancel

Exit.

6/11/2020 | How to Track Those Ever Changing Households
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Adding a new

Client to the
Household

Change the entry date
for the client that
joined the household
to the date that they
are joining the program
by clicking on the
pencil to the left of the
Entry Date..

Entry/Exit Data

o Note: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessment
Assessment will still be attached to that Assessment record for the Client.

Provider* ' Family Promise - Bowman Training TH (2223) v

Type* HUD -
Update

Household Members Associated with this Entry / Exit

Name Head of Household Entry Date Interims — Reas

P

i Kim Yes LA 5
D * *
“la = (278) Kardashian, Khioe No ' 07/01/2013

=
i- =
ri. . (116) Kardashian, Kourtney No # | 08/15/2013 £ ! It': i':
{'h ' (114) West, Kanye No & ’ 07/01/2013 £ ! It': i':
{h ., (113) West, North No y. ’ 07/01/2013 # ’ Iti: i::
Include Additional Household Members Showing 1-5 of 5

Fntrv Ascsasameant

How to Track Those Ever Changing Households
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Adding a new

Client to the - ]
Edit Entry Data - (278) Kardashian, Khloe

Household

Household Members

o To update Household members for this Entry Data, click the box beside each name.

[ (32) Two Parent Family

[[1¢114) West, Kanve (Entry Date: 07/01/2013 8:00 AM)

[[1(113) West, North (Entry Date: 07/01/2013 8:00 AM)

Include Additional Household Members

Edit Entry Data - (278) Kardashian, Khloe

Provider Family Promise - Bowman Training TH (2223)
Type L)
Entry Date * 10 /15 / 2013 e #2248 T 100~ :00~ AM ~

? Save & Continue Cancel

Make sure that only the client that is joining the program is checked. Then
change the entry date for that client. that joined the household to the date
that they are joining the program. Then click “Save and Continue”.

How to Track Those Ever Changing Households
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Adding a new

Client to the
Household

Click on the client that
is being added to the
program on the left
side of the screen.

Complete all of the
HUD Data for the
client as of their date
of entry.

Once all data is
entered for the client,
go to the bottom of
the screen and click
“Save & Exit”

How to Track Those Ever Changing Households

Name
rh -, (112) Kardashian, Kim
rh ; (278) Kardashian, Khloe
rh .r (116) Kardashian, Kourtney
rh ; (114) West, Kanye
~ | (113) West, North

g Additional Household Members

Head of Household

Yes
No
No
No

No

»

>

L

*
F

*l07/01/2013

L

Entry Date

*lo7/01/2013
* 10/15/2013
* 08/15/2013

07/01/2013

st

Household Members

12) Kardashian, Kim

. {278) Kardashian, Khloe
Age: 29

Age: 34

(114) West, Kanye

Household Data Sharing

APR DATA

Client: (278) Kardashian, Khloe

Date of Birth

—

Save

o6 /27 /1984

Exit

| N save & Exit

2D
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Adding a Returning Household
Member to an Existing Household

6/11/2020 How to Track Those Ever Changing Households



Adding a
Returning Client

to the Previous Method for Adding a Returning Member

Household

The method previously trained to add returning household members required
exiting all current members of the household the day the member returned.
Then adding the returning member back to the household.

Then creating a new entry that includes all existing and the returning household

member using the same date as the exit.

How to Track Those Ever Changing Households

32



Adding a
Returning Client

to the New Method for Adding a Returning Member

Household

The new way to add a returning member of the household is to create a duplicate
client record for the returning client.

Add the duplicate record to the household.
Add the duplicate record to the Entry/Exit of the household.

Merge the new client record to the old client record.

How to Track Those Ever Changing Households
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Adding a
Returning Client Re-add Returning Household Members from
to the the Head of Household!

Household

Client - (400) Osbourne, Sharon Mass Visibility Update ‘rh

i (400) Osbourne, Sharon

Release of Information: None

-Switch to Another Household Member- v Submit
« Select the “Households: Tab y ;

Service Transactions
Households

w (206) Two Parent Family

° Then Select “Manage Summary | Client Profil
Household”

ROI Entry / Exit| Case Managers | Case Plans | Measurements | Activities | Assessments

Head of EIITIETT Joined Previous Household
Name Age Head of
Household

Household Household Associations Count
(400) Osbourne, Sharon

Manage Household

p Previous Households

66  Yes Self 10/26/2013 0 4 1

34 |No Daughter 11/01/2018 |1 4 1 4

Search Existing Households Start New Household

Exit

6/11/2020 | How to Track Those Ever Changing Households 34



Adding a
Returning Client

to the
Household

Click on Add/Delete
Household Members

How to Track Those Ever Changing Households

F

Household Information - (206) Two Parent Family

': (206) Two Parent Family

Household Type*
Income

Client Count

Household Members

Name

° (400) Osbourne, Sharon

e (745) Osbourne, Kelly

Two Parent Family v

U550.00 " 4
\

2

Head of  Relationship to Head

g Household of Household
66 | Yes v Self

34 Mo v Daughter

Add/Delete Household Members

b  Previous Household Members

Save

20

Save & Exit | Exit ‘

Joined Household *

v 10 /126 |/]2013

v 11 /o1 |/ 2018

Previous Household
Associations Count

o \ _
) a{h 0 A\ 1 A
gl '-1: ] ]
4 gl A L4
Household History Report
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Adding a
Returning Client

to the
Household

Add/Delete Household Members - (206) Two Parent Family

Household Members

Relationship to

N A Head of Head of Joined Previous Household
. . ame 9€ Household 1< (:I Id Household Associations Count
Click on the right =
u {400) Osbourne, Sharon 66 | Yes Self 10/26/2012 0 4 1 4
a rrOW n eXt to ‘i {745) Osbourne, Kelly 34 Mo Daughter 11/01/2018 |1 " 1 A
o .
Add Clients to
t h e H O Se h O I d )) - Previous Household Members
Name Age Head of ﬁz?jig;lship to Joined Left Previous Household
to O e n t e 9 Household u Household Household Associations Count
p ousehold
N i (758) Osborne, Jack 33 No Son 03/01/2014 12/07/2016 1 “ 0 4
CI Ie nt Sea rCh ‘:- (399) Osbourne, Ozzy 70 Mo Husband 10/26/2013 | 01/07/2019 |1 4 0 4
SC ree n ﬂ (884) Timberlake, Justin 43 Mo Other non-relative | 04/16/2014 06/01/2014 1 4 0 \
Add cClients to the Household
Continue - Cancel
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Adding a
Returning Client

to the
Household Client Search

0 Please Search the System before adding a New Client. Hide Advanced Search

0 Items in Italics are for Data Entry ONLY and will not be used for Search Results.

. . Name First Middle Last Suffix
Enter the Client First and 0zzy Osbourne
i .
Last Name then click the fame o Dateof 1 Y 7

Search which will make Quality
the “Add New Client With Aliae DOB Data g - .

. . Qualit
This Information” : o
. Social
avallable Secutr’ity - - Gender -Select-
Mumber
Soc;’a{
Click on this button to S e W Pmay e .
create a duplicate client et
record for the returning Us.
. o Secondary
Cllent PJ;{;;?Z]? -Select- v Race -Select- v

Exact ..
- - ¥
Match Ethnicity Select

Search Clear | Add Mew Client With This Information Add Anonymous Client

6/11/2020 | How to Track Those Ever Changing Households



Adding a
Returning Client

to the
Household

Click on the Green Plus /

Sign to move the client
to the Selected Clients.

This will move the client
to the Selected Clients
section.

Then click “Continue”

6/11/2020 | How to Track Those Ever Changing Households

Client Number

Enter or Scan a Client ID to add that Client to this Household.

Submit

Client ID #

Client Results

Social Security

Mumber s

iD Name Date of Birth

0 1862 Osbourne, Ozzy
Showing 1-1 of 1

Selected Clients

Gender Banned

Household
Count

L8] 4

Social Security

Mumber (=

ID MName Date of Birth

Mo matches.

Client Number

Gender Banned

Continue

Household
Count

Cancel

Enter or Scan a Client ID to add that Client to this Household.

Submit

Client ID #

Client Results

Social Security

NMumber s

ID MName Date of Birth

MNo matches.

Selected Clients

Gender Banned

Household
Count

Social Security

Mumber Bl

Date of Birth

e 1862 Osbourne, OzzZ
Showing 1-1 of 1

Gender Banned

Household
Count

a 4

Cancel
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Adding a
Returning Client

to the
Household

Household Members

Name Age Head of Relationship to Head Joined Household * Previous Household
9% Household of Household Associations Count
@ (400) Osbourne, Sharon 66 |ves v Self |10 |/]26 /2013 | 2o 4 1 Q
@ (745) Osbourne, Kelly 34 [No v Daughter v|l11 /o1 /2018 |z a1 (4 1 Q

Q {1862 Osbourne, Gzzy Mo v

Add/Delete Household Members Household History Report

Set the “Relationship to Head of Household” for the newly added duplicate client. Then change
or verify that the “Joined Household” date is the same as the day they re-joined the household.
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Adding a
Returning Client

to the
Household

*  From the head of
household’s client
record, go to the
Entry/Exit Tab.

e Click on the pencil
next to the program
the client is
returning to.

6/11/2020 | How to Track Those Ever Changing Households

ﬁ (400) Osbourne, Sharon

Release of Information: None

Client Information

-Switch to Another Household Member-

Service Transactions

Submit

Summary | Client Profile| Households | RC Entry / Exit| C{fe Managers| Case Plans | Measurements | Activities | Assessments
I

Mhold members must be established on Househaolds tab before creating Entry / Exits

Entry / Exit

Project Start . . Follow Client

Program Type Date Exit Date Interims Ups Count
] . 4 0 o 4 b fe L fa
Babs Single Adult Shelter (SN) {399) HUD DZ 01 4 0s/01/2018 = = 0 %
§ Agency 1 (144) oy, / los27j2018 § 2 E | §&
| Bob's Men's Shelter (20) HUD , 08jos/2018 ;" 0g/01/2018 = FE 8w
| Bob's Single Adult Shelter (SN) (399) HUD / loy1zj2018 | /| 02/01/2018 E B 8
= # ?
W Bob's Call Center (22) HUD /' |12/08/2016 /" |04r16/2019 = E o &
— |Rookie Bootcamp Shelter - Men's Shelter - ES - ¢ ¢ o I ( P,
emaTh g HUD /' |osjoaj2016 /" |06/03/2018 = = o ¥
§ wellsky (0) HUD /" 04/2002006 /" 08/16/2017 0 & o

Add Entry / Exit

Showing 1-7 of 7
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Adding a
Returning Client

to the
Household

e Click on “Include
Additional Household
Members”.

e Then check all
members including
the new duplicate
client.

* Then click Save and
Continue.

6/11/2020 | How to Track Those Ever Changing Households

_
Edit Project Start Data - (4100) Osbourne, Sharon fas

Household Members

0 To update Household members for this Entry Data, click the box beside each name.
(206) Two Parent Family

| {(400) Osbourne, Sharon (Entry Date: 08/27/2018 2:35 PM)

# (745 Osbourne, Kelly (Entry Date: 08/27/2018 2:35 PM)

Include additional Household Members |

m::]ect Start Data - (400) Osbourne, Sharon

Provider Agency 1 (1<=3)
Type HULD
Project Start Date * os |f|27 |f|zo018 ;_;r;j.o a2 w|:|35 (|27 v |PM ¥
Sawve & Continue Cancel
- - - T Ta—- - = -7 = = — == T T T T - - - = =====r e

Household Members

0 To update Household members for this Entry Data, click the box beside each name.
(206) Two Parent Family

(400) Osbourne, Sharon (Entry Date: 08/27/2018 2:35 PM)

(745)_Osbourne, Kelly (Entry Date: 08/27/2018 2:35 PM),

¥ (1862) Osbourne, Ozzy (Entry Date: 08/27/2018 2:35 FM)

Include Additional Household Members
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Adding a
Returning Client

to the
Household

Click on the pencil
next to the newly
created duplicate
client who is
returning.

Provider*

Type*

Agency 1 (144)

HUD v

Update

Household Members Associated with this Entry / Exit

Name Head of Project
Household Start Date
5 {400) .
i & Osbourne, Yes ;o08/27/2018 ,
Sharon '
. (758) .
a¢ Osborne, Mo # | 08/27/2018 | 4
Jack ' '
5 {745) .
{} & Osbourne, No / 08/27/2018
Kelly ' '

ﬂ* Mo

. (1882)
rh & Osbourne, Mo
Ozzy
. (884)
”f’ Timberlake, Mo
Justin

;" 08/27/2018

"

;" 0s27/2018

Include Additional Household Members

| How to Track Those Ever Changing Households

Exit Date

" 01/07/2019

Search My Provider | Clear |

Follow Reason for

Interims . Destination Notes
Ups Leaving

dpr
111

b=
L

e
i

dpe
A

Hospital or other
residential non-
psychiatric medical
facility (HUD)

: Disagreement
i= i-  with
rules/persons

e
i

e
e

Showing 1-6 of 6
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Adding a
Returning Client

to the
Household

Make sure that only
the selected client is
checked.

I CUIL FrojecL DldrL Ddld - (1004 ) USDOUrne, WwiLesLy ﬁ

Household Members

0 To update Household members for this Entry Data, click the box beside each name.

(206) Two Parent Family

(400)_Osbourne, Sharon (Entry Date: 08/27/2018 2:35 PM]

(745) Osbourne, Kelly (Entry Date: 08/27/2018 2:35 PM)

Change the project
start date to the date
the client re-entered
the project.

Then click save and
continue to fill out the
HUD Assessment.

Then click “Save
&Exit”

—>

¥/ {1862) Osbourne, Ozzy (Entry Date: 08/27/2018 2:35 PM)

Include Additional Household Members

Edit Project Start Data - (1862) Osbourne, Ozzy

Provider Agency 1 (144)

Type HUD

Project Start Date * 03 |/ 18 |/ 2019 Jjj W2 Y357 27 |PM Y

iy

Save & Continue Cancel

| How to Track Those Ever Changing Households
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Adding a
Returning Client

Household Members

to the
Household

Mame

e Household of Household

Head of Relationship to Head

Joined Household *

@ (400) Osbourne, Sharon 66 |ves v Self v|l1o |/|26 |/|2013 |z 2%
e {745) Osbourne, Kelly 34 (Mo ¥ Daughter v||11 |/|o1 |/|2018 ) 22
Add/Delete Household Members Hi
Go to the Households — )
. - Previous Household Members
Tab and click on —
“Manage Household”. Name Age Head of Relationship 10 joined Left
CIle on the rlght arrow Household Household Household Household
and expand the 33 Mo Son 03/01/2014 12/07/2016
“Previous Household 70 | Mo Husband 02/18/2019 03/18/2019
”
Members”. / 43 Mo Other non-relative | 04/16/2014 06/01/2014

Click the blue undo
button next to the
original client record.

Set the date Client re-
joined Household to the
date of project re-entry.

Then click “Save”.

| How to Track Those Ever Changing Households

Client Re-Joined Household

Please select the date the Client re-joined the Household.

Date Client re-joined Household* 03 /|18 /2019
Head of Household

Relationship to Head of Household

) 2%,

Mo v

|Father '|

| Save | Cancel
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Adding a
Returning Client

to the
Household

* |In Client Merge, the
Sys Admin will enter
the two Client IDs

 The new duplicate
client should be set
to the Source ID.

 The original Client ID
should be set as the
Destination

6/11/2020 | How to Track Those Ever Changing Households

Once all of the previous steps have been completed contact your HMIS System
Administrator with the First and Last Names of the duplicate client and the original
Client ID and the duplicate Client ID and ask them to merge the client records.

Create Client Comparison

Client ID for Client 1 1862
Client ID for Client 2 EEE|
Client ID for Client 3 Client Search

Compare Clients ‘

Duplicate Client Search

Matching Filter ® Unique ID " Social Security Mumber ) Both

Social Security Mumber

Search for Duplicates |

Client Comparison

Selected Clients

Unique ID Client ID Client Name Social Security Number Date of Birth  Creating Provider  Profile
e 00bm1203194802000216 399 Osbourne, Ozzy  666-66-6666 12/03/1948 WellSky (0) rh
@ oob 0000000002000216 1862 0sbourne, Ozzy wellsky (0) &

Showing 1-2 of 2

First Middle Last Suffix
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Adding a
Returning Client

to the
Household

After the client merge
both Entry/Exits are
associated with the
original client without
affecting the other
household members.

| How to Track Those Ever Changing Households

ﬁ (399) Osbourne, Ozzy

Release of Information: Expired -Switch to Another Household Member- v Sut

Client Information Service Transactions

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

0 Reminder: Household members must be established on Households tab before creating Entry / Exits

Entry / Exit
e Type [P}rac’iect start Exit Date Interims H:Il::;w g:}'ﬁ::
¥ Agency 1 (144 HUD /g ) E E b
W/ Bob's Single Adult Shelcr (SN) (299) HUD /ey ooy 0 E g
¥ Agency 1 (144 HUD /s S EOE g
 Bobs Men's Shelter (20) HUD Jsogis /o8 g
B | Rah's Sinala Adult Shaltar (SN) 1200) HIIN Tntmonma  nominnis E B IQ
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Deleting a Client From a
Household



Deleting a Client

from Household Clients should only be deleted from households when

they were added to the household in error. If the client
was part of the household and left use “remove client”

workflow.
H . Client - (112) Kardashian, Kim
To delete a client: (112) : i
q (112) Kardashian, Kim Date: 07/01/2013 8:00:00 AM
 Select the v
" h Id ) Release of Information; Ends 07/01/2014 -Switch to Another Household Member- » Submit
Households
Client Information Service Transactions
Tab . .
Summary Ce® W ofile | Households | ROI Entry / Exit | Case Managers| Case Plans | SSOM Activities Assessments
|
32) Two Parent Family
e Then select -
Relationship to . .
“ Head of Joined  Previous  Household
M an ag e I3 Age Household ::::e.::ol d Household Associations Count
”
Household (112) Kardashian, Kim 0 Yes  Self w00 L1
(69) Prufrock, Wilbur J 51 No 07/01/2013 0 H\ 2 Y
(114) West, Kanye 36 No significant other ~ 09/30/2013 1 4 1
0 No daughter 07/01/2013 0 :-\ 1Y

Manage Household
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Deleting a Client

from Household

Household Information - (32) Two Parent Family &
i (32) Two Parent Family Save Save & Exit ‘ Exit ‘
To delete a client: Household Type* Two Parent Family v
H US5$800.00 * .
* Click on fone HI0
« i
Ad d/De | ete Client Count 4
H ouse h (0] | d Household Members
”
Mem be Irs Name Head of Relationship to Joined Household Previous  Household
Household Head of Household Associations Count
° (112) Kardashian, Kim 32 Yes v Self v i/i/ 2013 7] }a 0 1
@ (69) Prufrock, Wilbur ) 51 No v  -Select- v 3 / E [2013 30 2 Q
° (114) West, Kanye 36 No ~  significant other ~ 09 /30 /2013 7 zal A 1
B (113) West. North 0 No v daughter o7 for o3 gao 1

\
Add/Delete Household Members ‘ Household History Report

}  Previous Household Members
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Deleting a Client

from Household

To delete a
client:

Click on the
trash can to the
left of the
client’s name.

How to Track Those Ever Changing Households

Add/Delete Household Members - (32) Two Parent Family x|
Household Members
Name Age Head of ﬁ:l::l:lz:shlp to Joined Previous Household
9€ Household Household Associations Count
Household
' P) Kardashian, Kim 32 Yes Self 07/01/2013 0 < 14
) Prufrock, Wilbur J 51 No 07/01/2013 0 4 2
= ) West, Kanye 36 No significant other 09/30/2013 1 < 14
i (113) West, North 0 No daughter 07/01/2013 0 < 1 A

v Previous Household Members

0 This Household does not have any previous members.

) Add Clients to the Household

Continue Cancel
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Deleting a Client

from Household

Delete Household Relationship %)

You are about to delete the Household Relationship for:
~ (69) Prufrock, Wilbur J (Joined Household: 07/01/2013)

This will delete this Client's association with the Household Completely.
Do you want to delete this association?

Once the “Delete” button is clicked, the
client’s entire association with the
household is removed.

How to Track Those Ever Changing Households
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Deleting a Client

from Household

How to Track Those Ever Changing Households

Deleting an Entire
Household

Do not ever delete an entire household. If you
think that the household was created
incorrectly, contact you System Administrator.
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. WellSky

Thank you

Contact us: MCHSCoC HMIS Admin
Email address: hometeam@mendocinocounty.org



