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Completing an Enrollment  
To enroll a client or household in a program, click the Programs tab in the client record. The tab 
contains two sections: Program History and Programs: Available.(figure 1) 

 

figure 1 

Click Enroll (figure 2). Please note: Data quality and completeness is important. Please try to 
avoid using “Data Not Collected, “Client Doesn’t Know” or “Client Refused” when possible.  

 

figure 2 
Full instructions on how to complete a program enrollment can be found here.  

 

Current Living Situation  
The purpose of the Living Situation Assessment is to regularly document the current living 
situation of people experiencing homelessness and to document homeless chronicity. 
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https://bitfocus.zendesk.com/hc/article_attachments/360049461373/Coordinated_Entry_Enrollment___1_.pdf
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For Coordinated Entry, record a CLS anytime any of the following occurs: 

1. Project start (enrollment into CE) 
2. A CE Assessment or CE Event is recorded; or 
3. The client’s living situation changes 

Click the program level Assessment tab. Click Start next to the Current Living Situation 
Assessment. (figure 3) Click Add Current Living Situation. (figure 4) 

 

figure 3 

 

figure 4 
Full instructions on how to complete a Current Living Situation Assessment can be found here.  
 
Coordinated Entry Assessment  

Prior to completing an assessment, you should check the client’s history tab or profile screen to 
see if they have already completed an assessment. 

Open the Coordinated Entry enrollment, click the Assessment tab. (figure 5) 
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https://bitfocus.zendesk.com/hc/article_attachments/360062196514/Current_Living_Situation_Assessment_Training_Document_.pdf
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figure 5 
 
Click Start for the applicable assessment. (figure 6) 

 
figure 6 

 
Referral to the Community Queue  
Family Shelter ONLY: Families in need of shelter should be referred to the Family Housing 
Queue at the time they complete an assessment. For other types of housing and for other 
populations, Clients will be referred to the Active List during case conferencing  

 

 

figure 7 
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figure 8 

 
Coordinated Entry Event Services 
A “Referral to Housing Needs Assessment” service should be recorded every time you enter a 
Coordinated Entry assessment. (figure 7) 

 
figure 9 

 
Full instructions on how to complete services can be found here. 
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https://get.clarityhs.help/hc/en-us/articles/115000411527-Recording-and-Editing-Service-Items-in-the-Client-Record

