Agency Admin. Lead
(TA)
Useful Resources

This document is to serve as a resource to assist in the navigation of 4
the many roles that entail an Agency Admin. Lead.

Please note items in RED have embedded links. “

Using the Helpdesk

When in doubt the Helpdesk is your go to.
sccsupport@bitfocus.com

Help e New User Access

e User Deactivation
DeSk e Assistance in locating Forms/Documents
e Confirming completion of Training
e Upcoming Trainings/Webinars/Events
e General "How To?" Questions




New User? Here' s what to do next
1 End User to Complete Required Training

a) Clarity General Training (online)
New b) SCC HMIS Annual Client Consent Training (online)

User c) SCC VI-SPDAT Training (in-person)

Click here for Training Registration page

Agency Lead Must Contact the Helpdesk

a)Ensure user has completed required training before

requesting user HMIS access

b)User will be contacted by Helpdesk with login information
and next steps
c)Users who do not login within 90 Days will have their

access disabled

Deactivation of a User

When a user no longer requires access to HMIS please

3

notify the Helpdesk within 48 hours

Required Agency Admin. Meetings

WHEN: The first Thursday of the month (excluding holidays)
WHERE: Varying locations, but you will receive updated

Monthly information prior to the meeting; refer to the scc.hmis.cc

website for details

Meetings ..

and/ or data collection (HUD or otherwise)

around changes that impact workflow

opportunities related to HMIS
Issues related to your agency's

Issues and/or questions with at your agency

Be in the Know

You are the liaison for all things HMIS

You will receive communication from Bitfocus
to share with your staff
You should share information about your
agency/staff with your Bitfocus Team

Communication

How You'll Hear from Us

e Monthly Agency Admin. Meetings
e Articles in monthly Newsletters

e Emails from:
scc-admin@bitfocus.com]

sccsupport@bitfocus.com]
Bitfocus SCC HMIS]

SCC Co(]
e Upcoming Trainings and/or Office Hours

Technical Admin., Security Officer
Agreement & MOU

Pursuant to the SCC HMIS Standard Operating

Ag re e m e nts Procedures each HMIS Partner Agency must designate a
TA.

o o Please ensure we have a TA agreement that is up to date
w and reflects the correct TA for your agency. Please note
Agreement SCC permits more than one TA per agency.

The designated TA should use HMIS on a regular basis.

Pursuant to the SCC HMIS Standard Operating Procedures
each HMIS Partner Agency must designate a SO.

Please ensure that for your agency we have a SO agreement

o o that is up to date and reflects the correct SO. Please note
Mym that in some instances the TA and SO are the same person.

Agreement | . |
It is the responsibility of the SO to complete and submit the

Security Officer Quarterly Compliance Checklist.

The designated SO should use HMIS on a regular basis.

The Santa Clara County Homeless Management Information
System (“SCC HMIS”) is a shared database and software
application which confidentially collects, uses, and shares

Partner Agency Privacy & client-level information related to homelessness in Santa

Data—SharingAgreement Clara County.

(MOU) An agreement should be filed and submitted for record
| ! keeping. If you are unsure if your agency has completed an
MOU please contact the Helpdesk for assistance.



https://scc.bitfocus.com/new-user-training
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Participating%20Agencies/Technical-Administrator-and-Security-Officer-Agreement-Version-2015-09-25%20(2).pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Participating%20Agencies/Technical-Administrator-and-Security-Officer-Agreement-Version-2015-09-25%20(2).pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Participating%20Agencies/Technical-Administrator-and-Security-Officer-Agreement-Version-2015-09-25%20(2).pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Participating%20Agencies/2021-Partner-Agency-MOU-w-County_2.13.21_General-Template.pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Forms%20and%20Manuals/General%20HMIS%20Forms/SOPs-Revised-July-2020.pdf?hsLang=en
https://www.bitfocus.com/hubfs/SCC%20HMIS%20Quarterly%20Complaince%20Certification%20Checklist.docx.pdf?hsLang=en

Want a New Program? Here's what
to do next...

The request to add a program must come from the

Agency Lead and will need to be approved by SCC
OSH.

Upon receipt of the form, someone from the
Bitfocus System Administration Team will contact
you with next steps and/or completion of set-up.

On your end be sure to review the program set-up is
as you requested. Be sure to notify us of any
changes and/or updates that should be made.

Be sure to fill in the New Program Request Form
located on the scc.bitfocus.com website under
Forms & Manuals (links embedded here).

PLEASE NOTE IT IS IMPORTANT TO LET VS KNOW OF ANY VPDATES THAT OCCVUR TO
NEW AND/OR EXISTING PROGRAMS


https://docs.google.com/forms/d/1z5fp9x7IE6Wr5g2FX5iquOf9UoD6wUTBwjRjjtW2woQ/edit
https://scc.bitfocus.com/forms-manuals

Data Qualitg Roles &
Responsibilities

Dqtq Data quality is a term that refers to the reliability and validity of client-

level data in HMIS. It is measured by the extent to which data in the
system reflects actual information in the real world. With good data
quality, a Continuum of Care can accurately tell its story of the
iIndividuals and families it serves.

Agencies will take primary responsibility for entering, verifying, and

correcting data entry:

e Agency staff will measure completeness by running APRs and other
reports, then distribute those reports to staff tasked with improving
data completeness

e |t is the responsibility of Agency management to ensure staff tasked
with correcting data quality issues do so in a timely manner.

Learn more about data standards by reviewing the Continuous Data
Quality Improvement Process found on the scc.bitfocus.com website.

TOP 6 Reports to Use when
doing DA Checks

o [HUDX-227] Annual Performance Report

o [HUDX-225]HMIS Data Quality Report

e [DQXX-110] Duplicate Clients

o [DQXX-102] Program Data Review
e [GNRL-220]Program Details Report

DQ Done Riﬁh‘ﬂ

PLEASE NOTE AS A COVRTESY BITFOCUS SYS. ADMIN. WILL SEND THE [HUDX-22%] REPORT 6N A

AQVARTERLY BASIS



https://www.bitfocus.com/hubfs/ContinuousDataQualityImprovementProcess%20(6).pdf?hsLang=en
https://get.clarityhs.help/hc/en-us/articles/115013295968--HUDX-227-Annual-Performance-Report
https://get.clarityhs.help/hc/en-us/articles/115012435727--HUDX-225-HMIS-Data-Quality-Report
https://get.clarityhs.help/hc/en-us/search/click?data=BAh7DDoHaWRsKwhmAUvVUwA6D2FjY291bnRfaWRpA0ZSFDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJaaHR0cHM6Ly9nZXQuY2xhcml0eWhzLmhlbHAvaGMvZW4tdXMvYXJ0aWNsZXMvMzYwMDYwNzQ4MTM0LS1EUVhYLTExMC1EdXBsaWNhdGUtQ2xpZW50cwY7CFQ6DnNlYXJjaF9pZEkiKTMwMmE1OGI5LTEyZjctNDcyOC1iZGI5LTk0OGMxZjBkNDVlZAY7CEY6CXJhbmtpBjoLbG9jYWxlSSIKZW4tdXMGOwhU--fb90352393df74766cb14117fade925ec9e3922c
https://get.clarityhs.help/hc/en-us/search/click?data=BAh7DDoHaWRsKwjU9bHGGgA6D2FjY291bnRfaWRpA0ZSFDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJdaHR0cHM6Ly9nZXQuY2xhcml0eWhzLmhlbHAvaGMvZW4tdXMvYXJ0aWNsZXMvMTE1MDAyNzAxMjY4LS1EUVhYLTEwMy1Nb250aGx5LVN0YWZmLVJlcG9ydAY7CFQ6DnNlYXJjaF9pZEkiKWQ3YWNmMDZhLThjZjItNDVjYi1hMWU1LWNkNDUzYzc3ODc5MQY7CEY6CXJhbmtpBjoLbG9jYWxlSSIKZW4tdXMGOwhU--8a1f3a6fcdc100d147524f581ceb9eb1c306a090
https://get.clarityhs.help/hc/en-us/search/click?data=BAh7DDoHaWRsKwifTrDGGgA6D2FjY291bnRfaWRpA0ZSFDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJcaHR0cHM6Ly9nZXQuY2xhcml0eWhzLmhlbHAvaGMvZW4tdXMvYXJ0aWNsZXMvMTE1MDAyNTkyOTI3LS1EUVhYLTEwMi1Qcm9ncmFtLURhdGEtUmV2aWV3BjsIVDoOc2VhcmNoX2lkSSIpYTRmZjEzNDMtMDcwNC00ODQ5LWJjNjctNTYxMTU2ZjhiODkwBjsIRjoJcmFua2kGOgtsb2NhbGVJIgplbi11cwY7CFQ%3D--13531beff170b5e953b465a1c5e9a20d2d1322b9
https://get.clarityhs.help/hc/en-us/search/click?data=BAh7DDoHaWRsKwjRSR%2FUUwA6D2FjY291bnRfaWRpA0ZSFDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJfaHR0cHM6Ly9nZXQuY2xhcml0eWhzLmhlbHAvaGMvZW4tdXMvYXJ0aWNsZXMvMzYwMDQxMTA1ODczLS1HTlJMLTIyMC1Qcm9ncmFtLURldGFpbHMtUmVwb3J0BjsIVDoOc2VhcmNoX2lkSSIpNmJhYmQ4MTktYzM1Zi00ZTA0LThhMGYtOWM5Mjc5OTEzMmVlBjsIRjoJcmFua2kGOgtsb2NhbGVJIgplbi11cwY7CFQ%3D--182a00884634ec6371e1c237da4c673c3d7ac688

Useful Resources

Sometimes knowing where to start can be overwhelming.

Resources Here are some useful resources to get you started.

! {

County of Santa Clara Office of Helpdesk
Supportive Housing sccsupport@bitfocus.com

Santa Clara County HMIS

Bitfocus System Admin.
Team
scc-admin@bitfocus.com

Bitfocus Help

Clarity Human Services HMIS

Login
G U
Responsibilities of the
Agency_Lead Role Click here to be redirected to
Technical Admin. Agreement SCC HMIS website Tab

specifically catered to
Agency Admin. Leads

SCC ROI

Electronic End User
Agreement



https://scc.bitfocus.com/agency-admin-info
https://www.bitfocus.com/hubfs/SCC%20Responsibilities%20of%20the%20Agency%20Lead%20Role%20Rev.%207.2021.pdf?hsLang=en
https://www.sccgov.org/sites/osh/Pages/home.aspx
http://scc.bitfocus.com/
https://get.clarityhs.help/hc/en-us
https://scc.clarityhs.com/login
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Forms%20and%20Manuals/Forms%20and%20Documents%20for%20Agency%20Administrators/Technical-Administrator-and-Security-Officer-Agreement-Version-2015-09-25%20(1).pdf?hsLang=en
https://www.bitfocus.com/hubfs/Consent-to-Data-Collection-and-ROI-2020-03-11-2.pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/Santa%20Clara%20-%20Community%20Admin%20Site/Forms%20and%20Manuals/Forms%20and%20Documents%20for%20Agency%20Administrators/Santa-Clara-County-Individual-Agreements-v.2020%20(1).pdf?hsLang=en

