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Access HMIS Web Portal

Access the Santa Cruz HMIS portal at: santacruz.clarityhs.com

Enter given Username and temporary Password, then click Sign In.
If no temporary password was given, click on Forgot Password (see page 4).

ICLARITY

HUMAN SERVICES

Usemame

Fassword

FORGOT PASSWORD?


https://santacruz.clarityhs.com/login?__hstc=54635444.09246a101c38a785df2d25f3f8c92659.1641918928827.1641927465696.1641939325855.3&__hssc=54635444.1316.1641939325855&__hsfp=988789095
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Temporary Password- Password Change

Upon logging in, you will need to set your own password. Set your password then click Save Changes.

PASSWORD CHANGE REQUIRED

The password for your account has expired. Please change your password.

Your password should be & characters or longer, and be a combination of all four of the following

* English uppercase characters (A through Z)

* English lowercase characters (a through z)

* Mumerals (0 through 9)

* Mon-alphabetic characters (such as |,5,# %)

Password can't contain username, can't be a take on the word "clarity”, can't be the same one as before.

Email Training1@training.com
Password

Confirm Password

SAVE CHANGES
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Forgot Password/Reset Password

If a user forgets their password or need to reset the password:
Enter user’s e-mail, click on the check box I'm not a robot, then click Reset Password.
User will now be notified by email with a link and how to reset the password.

ICLARITY

S HUMAN SERVICES

Your IP address:

Your email

™
L

reCAPTCHA

Privacy - Tenms

I'm not a robot

RESET PASSWORD

RETURM TO LOGIMN PAGE
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User Policy Agreement- Signature

A User Policy Agreement screen appears on the next screen after logging in. Read and check off all the Policy Agreement, then click Save.

USER POLICY AGREEMENT

Agency Liser recognizes the pramary focus in the design and management of the Bay Area HMIS is to address the needs of clients, This includes both the need 1o contimwally improve the quality of hamiless and
housing services, and the need 1o maintain client confidentiality by treating personal data with respect and care,

As the guardians entrusted with this personal data, Bay Area HMIS users have a moral and legal oblgation 10 ensure that appropriate methods are practiced with the collection, access, and utilization of data, Each
user is respansible to make sune that client data is only used for the purpose for which it is collected. Proper user iraining, adherence to the Bay Area HMIS poficies and procedures, and a clear understanding of
client confidentiality are vital 10 achieving these goals.

It is a client’s decision about which information, if any, entered inte HMIS shall be shared and with which Pariner Agencies. The client Release of Information (ROI) shall be signed if the client agrees to share
information with Partner Agencies.

My umer ID and peasword are for my use only and must not be shared with amyone.

| st take all reasonable means to keep my password physically secure,

| understand that the enly individuals who can view information in HMIS are authorized users and the clients 10 whom the information pertaing,

| miay only view, obtain, disclose, or use the database information that is necessary to perform my joby

If | am lagged into HMIS and must beave the work area where the compater is located, | must log off HMIS before leaving the work area.

Failure to log off HMIS may result in a breach in clent confidentiality and system security.

Hard coples of HMIS information must be kept in 8 secure file,

Wheen hard copies of HMIS information ane no longer needed, they must be properly destroyed 1o maintain confidentiality,

IF | notic or suspiect @ secuhity breach, | must immediately natify the Agency Administralor and/or Community Technology Alliance,
User Code of Ethics:

HMIS users must treat Partner Agencies with respect, fairness and good faith.

Each user should maintamn high standards of professsonal conduct in the capacity as 8 HMIS user.

The uzer has primary responsibility for his/her client(s).
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Search for Clients

Search Clients in your client database.

After logging into Clarity Human Services, you are placed at the center hub of the system which provides access to your clients with the
Search tab.

To make sure that the client does not exist in the data base, search for the client before entering and creating a new file.

User’s last five client search will display under Your recent client searches.

Help Center Agency w: [ Zorewe

O SEARCH = CASELOAD (b REFERRALS

SEARCH FOR A CLIENT Aop cLENT () Your recent client searches:

Rafiki Baboon
| Bl

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Chance Gardner

Search for Clients by Name Aliases, Maiden Names, Nicknames, or
SSN

When searching for a client, you can enter the first three letter of first and last names. Clarity has auto-suggest mechanism to find clients
with a name that is difficult to spell.
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The search feature allows you to enter a list of names a client goes by known as Alias. If the client goes by a different name
than what is given when searched, update and enter the client’s Alias name in client profile. If the client has multiple Aliases,

they are separated by commas (red).

SEARCH FOR A CLIENT

ADD cLIENT (+)

star

Arya Stark 070972005 9809
Crrion Belt (12345, Stars, Constellation) 03041938 2154
Patrick Starr 0940772005 9509
Star Bucks 02/08/1970 1289

Last Updated

03/20/18

—
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Search for Clients by Unique Identifier

Every client created in Clarity is issued a Unique Identifier, which is 9 characters in length. Searching based on the Unique Identifier will
take you directly to the Client’s profile screen, bypassing the need to search through the auto-suggest list.

Scrappy Doo m g SO

PROALE HISTORY PROGRAMS ASSESSMENTS NOTES FILES CONTACT LOCATION D SEARCH = CASELOAD

=m0

Household Members ‘ M

Social Security Number XXX - XX - 5034 @7
Quality of SSN Full SSN Reported v Scooby Doo Uncle »
Last Name
D -
i Active Programs

First Name Scrappy

YHDP Program
Quality of Name Full name reported v

Housing for Health (S)
Quality of DOB Full DOB Reported v

UNIQUE IDENTIFIER tt
X North County Winter Shelter (ES)

Date of Birth 02/02/1999 Adult. Age: 20 B6F628017 Yy

Refining Your Search

As the client database grows, you may find that the results listed can be large for a common name (e.g. John).
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You can refine your search by combining your search terms until the result is shorter, or you find your given client. For example, a search
term of “John 8089” will search for a combination of a partial First Name, Last Name, and the last four digits of the Social Security Number.

SEARCH FOR A CLIENT

Your recent client searches:

Mufasa Lion

o aoaq m

John Doe 09/29/1989 8089

Rafiki Baboon

1 or any combination.

Nhanan Navdans
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Creating New Client Profile

If after a thorough search, you have determined that your client does not exist in the system, click Add Client in the upper right corner of
the Search screen.

This will take you to Client Profile creation page.

Note: It is by default that Clarity will assign the user who enrolls the client into the Agency Program as the Case Manager (Assigned Staff).
To change Case Manager (Assigned Staff) go to page (49 ).

.52 Staff One,

,O SEARCH = CASELOAD @ REFERRALS

**CTA New User Training** HH

SEARCH FOR A CLIENT Your recent client searches accessed:

Scrappy Doo

lam Groot
For training purposes only, please do not enter real client names. Enter your search terms above to search for a client. Use fu

name, partial name, date of birth or any combination. Minor Testing

Prince Charming

Pop Eye

\znaged with Clarity Human Services
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Creating New Client Profile- Core Data Fields

The first fields of the Client Profile creation page are termed core data fields.
Enter all required fields. If one field is left blank and you try and save after filling in the Release of Information, an alert highlighted in red
will appear: 4k Changes have not been saved. Please correct your entry and try again.

CREATE A NEW CLIENT
Quality of... SSN/Name/DOB

Have a drop down side bar with

options of: _ ,
Social Security Mumber
-Full (SS_N, Name, or DOB) Reported Quality of SSN Setect "
-Approximate or Partial Reported
-Client Doesn’t Know Last Name
-Client Refused
-Data Not Collected First Name
B Lo Quality of Name Select W
Alias: This field allows you to
enter a list of names a client goes Quality of DOB Select -
by. Clients may have aliases, or
past names. (i.e.,, maiden names, Date of Birth 01/01/1980] Adult. Age: 38
nicknames, etc.) This allows
other staff member and/or Middle Name None -
agencies search for the client’s
record using any of the names or Alias
previous IDs entered into the
Alias field Gender Select -
. . Race Select w
Veteran Status: If the client is 18
and over, the Veteran Status field .
Ethnicity Select Lv

will appear. Note, this is not a
required field unless the program
is under SSVF funding.

Disabling Condition

Veteran Status

Primary Phone Number

Select

Select

ORI

Flzaze il in Release of Infermation form m
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Creating New Client Profile- Release of Information

After entering all required fields, Release of Information located on the corner top right must be entered before being able to save the
client profile.

Zooey Keeper,
Help Center Agency s
& REFERRALS
CREATE A NEW CLIENT

Permission Yes v
Social Security Number 345 - 93 - 5982

Start Date 11/03/2017
Quality of SSN Full SSN Reported v

End Date 11/03/2022
Last Name Duke m

Documentation Select v
First Name Daisy
Quality of Name Full name reported v
Quality of DOB Full DOB Reported v
Date of Birth 08/08/1989 Adult. Age: 28
Middle Name None v
Alias Jessica
Gender Female v
Race White v
Ethnicity Non-Hispanic/Non-Latino v
Veteran Status No v

Please fill in Release of Information form m
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Creating New Client Profile- Release of Information

Permission

e Yes - Client provided consent
e No - Client did not provide consent
Start Date

This is the date that the client signed the ROI. The Start Date defaults to
today’s date, but it must be configured to reflect the actual date the ROI was
signed by the client, if it was not signed on the current day.

End Date

This is the date that the ROI will expire. It will default to the expiration date
configured by the HMIS System Administrator.

Documentation

Enter the way in which the ROI was stored. There are several options listed:

e Electronic Signature - If Electronic Signature is selected, a black
button will be present. Click on it to complete the
electronic signature torm. The client can sign the form with their
finger/stylus.

e Attached PDF - This will prompt the end user to upload the PDF,
which must have the client signature.

e Signed Paper Consent or Outside Agency Verified — Enter your
location in the Location text box that appears.

e Verbal Consent - Select if consent was verbally given by the client.

e Household or Group Member - Select if the client is a minor and an
adult household/group member signed the ROI.

e None - Select if no ROI was obtained.

Select once all data have been entered.

RELEASE OF INFORMATION

Permission Yes

Start Date 11/03/2017

End Date 11/03/2022

Documentation Select
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Creating New Client Profile- Setting Client Record to Private

When clients requests for their data to not be shared outside of the agency, or programs are required to enter specific clients to private,
users must set the client’s file to Private. To make a client record private, go to the client’s profile and locate the shield icon (red arrow).
Click on Private (blue arrow) and click Save Changes.

Note that Privacy Management is authorized to the Agency that created the Client. Also, client records cannot be set to Private if there are
records from multiple Agencies.

Household Members

Mo active members

Client Privacy Public Private

RELEASE OF INFORMATION ADD RELEASE OF INFORMATION {-B}

Permission Type Start Date End Date

Mo
WOTA New User Training™
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Manage Family/Household Member

After creating a new client, it is by default that the client will not be a member of Family or Household. To manage Family/Household
members, click on Manage button on the top right sidebar within the Client profile.

Daffy DUCk .3‘ Zooey Keeper, ‘

PROFILE HISTORY PROGRAMS SERVICES ASSESSMENTS NOTES REFERRALS LOCATION FILES p SEARCH = CASELOAD

=M O

Household Members
L3

Social Security NG
o XXX - XX - 0459 7J
No active members
Quality of SSN Full SSN Reported v
Last Name Duck 1=
First Name Daffy

UNIQUE IDENTIFIER

Quality of Name Full name reported v FAD1B36C1
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Manage Family/Household Members- Add/Join

On the right side bar, the 10 most recently accessed clients will appear under Your recent client searches accessed. (If the client you wish to
add as a member of the family is not under your recent search, go to next page.) If the client is indeed a member, hover over the name and
an icon of or will appear.

Add option are clients that are not in any

members of Family/Household. Clicking on the plus icon
will display a window requesting a Member Type and
Start Date. Set the Member Type for the client in the
dropdown menu and select the Start Date, then select Start Date 12/11/2017
Save.

JOIN HOUSEHOLD ® m

Member Type Mot Set ~

Active clientis already in a Household. This action will end involvement
in the current group and add as a member of the selected group.

]0111 option are clients that
are already a member of a different
L isting Household to join Spongebob S ts's Household
eave existing Rouseno 0 Join Spongeno: quarepants s nousenol household

Transfer Spongebob Sguarepants from their existing Household to this Household

If the current client has no active

Family/Household members, then

the client can join that household by

Existing End Date 12/11/2017 CliCkil’lg the]oin button.

Clients cannot be in two distinct households at the same time. If the current client is

EXISTING HOUSEHOLD

Head of Household Zip Adeedoodah v already a member of a Family/Household, a pop-up will appear with options:
e Leave existing Household to join another client's Household
e Transfer other client from their existing Household to this Household
NEW HOUSEHOLD
Member Type Not Set ~
Start Date 12/11/2017
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Manage Family/Household Members- Household Management

Household Members can also be managed with Searching for a Household Members (blue arrow) within the client profile after clicking
Manage button.

Once the household member is searched, Add or Join functionality will be displayed when hovered over the client’s name (green arrow).

Indicates Head of Household in Household Members (red arrow).

Pumba Warthog By oo ‘ -

PROFILE HISTORY PROGRAMS SERVICES ASSESSMENTS NOTES REFERRALS LOCATION FILES QSEARCH = CASELOAD

HOUSEHOLD MANAGEMENT Household Members

Pumba Warthog Other »
Search for a Household Member

Timon Meercat Other
rafiki

Enter your search terms above to search for a client. Use full name, partial name, date of birth or anycombination.
Your recent client searches accessed:

Client Date of Birth Last Four SSN Last Updated Daffy Duck 0459

Rafiki Baboon

Join .
/ L3 Existing Group. Head of Household: Mufasa Lion . Members: 6 03a00 A Ga/257 Rafiki Baboon m

Mufasa Lion 4589

m Marlin Clownfish 7898

Daisy Duck 1329
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Client’s Family/Household Membership-Changing Head of
Household or Exiting

To remove a client from the Household Member Group or edit Head of Household, hover and click the edit symbol (red) next to the
client’s name.

This will open the Edit Global Household. In Edit Global Household, you can manage and edit the Member Type, Head of Household, Joined
Household date, and Exited Household tab.

Change the Head of Household: Simply click the drop down icon (green) and select the client’s name to be the Head of Household and
click save.

Exit: To exit a member of the household, check the Exited Household tab (blue) and, in the date field, select the end date to stop the client’s
participation in the group and click save. The client will be a member in the group and automatically be removed after the chosen date has

passed.
EDIT GLOBAL HOUSEHOLD ®
Household Members Member Type Nephew v /
Head of Household Michael Jackson w
Michael Jackson Not Set »
Joined Household 12M11/2017
Zip Adeedoodah Nephew

Exited Household ‘

Your recent client searches accessed:
{ December 2017 >

- Su Mo Tu We Th Fr Sa

1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31

Spongebob Squarepants 0980

Batman Im 6789
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Convenient Right Side Bar

The right sidebar in the client Profile page provides information about Household Members, as well as listing Active Programs, Recent

Services, and Assigned Staff. To the right of each entry is an editicon =~ which will take you directly to the appropriate section of the

client record.

Zip Adeedoodah m 2t

PROFILE 3ERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION

CLIENT PROFILE

Social Security

O SEARCH = CASHDAD

= i O
Household Members Manage :|

KX - KK -1111 @

Number

Michael

Father

Quality of 55N Full 32N Heported w Jacksan
Last Name Adeedoodah Prince

Charming Grandparent
First Mame Zip

UNIQUE IDENTIFIER Cat Hat Wife

Quality of Name

Full name reporied w

TEB3C28C2

Quality of DOB Full DOB Reported w Active Services
Date of Birth 01/01/2010 Child. Age: 8
ES NEN Bed Night:Adult Only
Bed
Active Programs
ith Clarity Heman Borvices

NEN ES

Aszsigned Staff 1
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Creating and Editing Client Locations- Locate

Manage client’s information on the Location tab, including how to create and maintain client address.

To manage client address information, select Location tab (red) in the Client Record.
Zip Adeedoodah

FROFILE SERVICES HISTORY PROGRAMS SSESSMENTS MOTES FILES  LOCATION

CLIENT LOCATION ADD ADDRESS E}

Locate

If your current location is what you want to record, select the locating arrow . (blue) at the top right corner of the screen. This
feature will then use Google Maps to determine your location based on your GPS location.

Note: In order for this feature to be successful, Location Services must be turned on for the device you are using to enter client data.

The location is auto-filled in the Field Interactions section of the screen. This feature is particularly helpful when you are in the field and
need to enter your current location.

For client confidentiality reasons, this section hides the collected location at default. Click the arrow link (green) to expose the
data. Locations collected using this method are marked with a yellow location pin.

FIELD INTERACTIONS

Address Staff Date

o 320 S 9th St, , Las Viegas, NV, 89101 Zooey Keeper 11/06/20017
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Creating and Editing Client Locations- Add Address

Add Address

e N ER R Tink in the top right corner of the Location tab.

You can also add client’s address by clicking the

This will open the Client Location screen, where you can enter the address information.

ADD CLIENT LOCATION

Address Type Home “
Name

Address (line 1)
Address (line 2)
City

State

Alabama ~

Zip Code

Note: When the Active Location Date i
Location box is checked, it is

considered that the client can Active Location @

be located at this address. Private

Note

m
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Client Location Distance to Agency

Once an address is uploaded with a valid zip code, the Location tab will show all active addresses plotted on the Map.

L.I Blue pin on map indicated the agency’s location. Hover on top of the pin and the Agency’s address will be displayed.

;Qi Red pin on map indicates the client’s location.

View of the map can also be changed with the drop down arrow- from Satellite to Map on the corner top left of the map.

Zip Adeedoodah

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION

ADD ADDRESS @

CLIENT LOCATION

Map Data | 1 km b | Terms of Use | Report a map error

Address Date

0 Temporary: 7807 Soquel Dr.,, Aptos, CA, 95003 01/02/2018
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Switching Agencies

To ensure data accuracy, select the appropriate agency for records, program enrollment, and/or providing services.

Agency selections are available next to the user name on the upper right corner of the screen.

©O SEARCH = CASELOAD

The agency that the user is currently working on is displayed on the upper left corner of the screen (red arrow) as well as on the drop
down menu under the user’s name (blue arrow).

Help Center Agency

- Helping Hands
SEARCH FOR A CLIENT asocusny (#) Your recent client searches:

Zenza Hyena

Mufesa Lion

Marlin Clownfish

Elastigirl incredible

Mister Incredible
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Program Based Transaction

Program-Based services can only be provided once a client is enrolled into a Program. Click on the Programs tab- top menu of the client

record (red arrow).
Program History- Provides a listing of programs your client is either currently enrolled in, or has been enrolled in the past.
Programs: Available- Lists current programs provided by your agency that are available for client enrollment.

To enroll a client/household into a program, select the drop down arrow (blue arrow) next to the applicable program title under
Programs: Available.

Z1p Adeedoodah

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION

PROGRAM HISTORY

There are no results to display

PROGRAMS: AVAILABLE
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The program description provides a brief overview of the program, typically including the target population(s) and general service(s).

PROGRAM DESCRIPTION:

Subcontracting to Referral Test Agency

Active Clients Referrals (90 Days)

Funding Source

HUD:CoC = Permanent
Supportive Housing

Availability

Limited Availability

Include group members:

‘ Mala Lioness
) Sarabi Lion

Scar Lion

Simba Lion

CLIENTS REFERRAL
B 50% Familles " 0% Referrals Pending
®m 50% Individuals " 0% Referrals Connected
100 % Referrals Denied
Service Categories:
" Housing +/ Employment

If your client is part of a household/family, you will be

This section indicates the categories of
the different services this program
provides (e.g. Housing, Employment).

automatically prompted to select family/household members
to include in the program. It is important to note that you must
have already created a family/household to have this feature.

Click on the switch, the blue indicates on.
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Program Description- Continued

Referral Checkbox
If the program enrollment is conducted as a result of a referral, a checkbox will appear:

Selecting the checkbox will make the
. Program Placement a system automatically include the
referral in the client’s Program
History. This allows users to easily
identify whether a program
placement is due to a referral.

result of Referral provided by
Help Center Agency

¥ PRINT DIRECTIONS
Selecting Print Directions icon allows you to map and print directions from your current location or an alternate location. These directions
can be programed for directions by car, foot, bicycle, or bus.

B DOC REQUIREMENTS
Selecting Doc Requirements allows you to print a checklist of all required documents that the client needs to enter the program.
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Program Enrollment

ENROLL

After clicking Enroll icon, you will be taken to the Program Enrollment page for your original client. This page will present program
specific data element necessary to complete the program enrollment.

Note: If you are enrolling other household/family members, there will be a Save and Next button. Selecting this will enroll the current
member, and automatically take you to the correct program enrollment screen for the next member.

Rafiki Baboon @ iy e ‘:)

PROGRAMS ERVICES NOTES REFERRALS ICATION FILES D SEARCH = CASELOAL

Enroll Program for client Rafiki Baboon

ogram Type Grouwp (2)

Project Start Date
s
Red ship 10 Head of hal Select v
Program Group Members
N

Nala Lioness
Otsabling Condtion Select
Phiysical Disability Select
Developmental Disabdity Sedect v
Chronic Health Condition Select v
HIV - AIDS Select v
Mental Health Problem Sefect v
Substance Abuse Problem Select

1 AN(

Caovered by Health Insurance Select v
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Program Enrollment- Data Intake

Enroll Program for client Big Bird

*Tool tip: when hovered over a certain question, a

Project Start Date 01/01/2018 short description will appear.
Relationship to Head of Self (head of household) v

Eetahg g'ﬁgﬁg‘,ﬁﬁg ar Yes (Automatically Generated Response) e

LIVING SITUATIOMN

Type of Residence Rental by client, no ongoing housing subsidy e

t;?%hsﬁugtt?#n Prior One week or more. but less than ene menth e

Length of Stay Less Than

7 Nights No >

DISABLING CONDITIONS AND BARRIERS

Disabling Condition Wes ~

Physical Disability Yes w LongTerm  Select ~

Developmental Disability es =  Substantially Impairs Independence  Select ~ Based on the typ.e of answer _glven' the field will e:xpan.d fOI‘ .
more selections. i.e.) If the client said yes to Physical Disability

Chronic Health Condition Yes v LongTerm  Select it will prompt another field: Long Term and the options of Yes,
No, Client doesn’t know, Client refused, or Data not collected

HIV - AIDS RG] =  Substantially Impairs Independence  Select w can be selected.

Mental Health Problem s w Long Term  Select w

gggﬁ:rr::e Abuse Both Alcohew  Long Term  Select ~

Eq%?ﬁf}éiﬂﬁlsp & es w LastOccurrence  Select w

Are you currently fleeing? Mo w
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Program Enrollment- Data Intake- Cash Income

CASH INCOME FOR INDIVIDUAL . . .
If Income from Any Source is selected Yes, this will

Income from Any Source fes prompt other cash income.

Click the switch to enter client’s source of earned

Earned Income ‘ Amount 150
income.

Unempl [ . . .
nemployment insurance ] If the client has multiple source, the Total Cash

Income for Individual (red arrow) will auto calculate

Worker's Compensation ]
the total amount.

Private Disability Insurance .- Amount 100
VA Service-Connected Disability Compensation ]
Social Security Disability Insurance (S50I) ]
Supplemental Security Income ($51) ]
Retirement Income from Social Security ]
VA Mon-Service Connected Dizability Pension ]
Pensicn or Retirement Inceme from a Former Job ]
Tempaorary Assistance for Needy Families (TANF) ]
General Assistance (GA) ]
Alimony and Other Spousal Support ]
Child Support ]

Other Cash Income ]

Total Cash Income for Individual 250,00 4/




Santa Cruz Adding New Clients Workflow

Program Enrollment- Permanent Housing

If client is enrolled in Permanent Housing Project, remember to record Housing Move-In Date (red arrow) to which a client or household
moves into a permanent housing unit. This can only be entered at the enrollment screen. If a client moves into a permanent housing after
the project start date, the user must go to the enrollment screen and enter the Housing Move-In date when the client moved in.

Mickey Mouse

PROFILE  HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION

Enroll Program for client Mickey Mouse

Project Start Date 03/14/2019

Is the Client an Adult or Head of Household? Yes (Automatically Generated Response) v

Is the Program Type a Permanent Housing

Program Type? Yes (Automatically Generated Response) v

COMPLETE HOUSING MOVE-IN DATE WHEN CLIENT MOVES INTO A PERMANENT HOUSING UNIT

Housing Move-In Date

LIVING SITUATION

Prior Street Address Prior Address Data Quality  Select v

Prior City Prior State  Select ~

Zip Code of Last Address
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Program Enrollment - Date of Engagement

If client is being enrolled in Emergency Shelter Night-by-night (ES NBN) and Street Outreach (SO) programs, please remember to enter
the Date of Engagement (red). The date on which an interactive client relationship results in a deliberate client assessment or beginning
of a case plan. To record the date the client became 'engaged’ in project services after one or more contacts with a street outreach project
or night-by-night shelter. This date may be on or after the project start date and must be prior to project exit. Date of Engagement
collection is at Enrollment Screen only.

Mickey Mouse

PROFILE HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION

Enroll Program for client Mickey Mouse

Project Start Date 03/14/2019

Is the Client an Adult or Head of Household? Yes (Automatically Generated Response) v

|s the Program Type Either Emergency

Shelter, Safe Haven, or Street Qutreach? Yes (Automatically Generated Response) ~

Is the Program Type Either Street Qutreach

or a Night-by-Night Emergency Shelter? Yes (Automatically Generated Response) W

COMPLETE DATE OF ENGAGEMENT WHEN CLIENT HAS BEEN ENGAGED

Date of Engagement ! /

LIVING SITUATION

Prior Street Address Prior Address Data Quality — Select v
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Program Enrollment- Services

After enrolling the client into the program, it automatically directs you to Provide Services (red).

To handle each service transaction component, go to:

Basic Service Transactions see page 33
Transactions with Expense see page 34
Time Based Transactions see page 35

Big Bird

*Note that the tabs
under the Clients —”

name are connected to
the client profile PROGRAM: KERRI'S SERVICE ONLY TRAINING PROGRAM

The tabs in the
Program are
associated with the

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES  LOCATION

Enrallment History  Provide Services  Assessments Motes  Files Forms W Exit
actual Program
Enrollment.

Services

Bus Pass Transportation .

Case Management Case Management -
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Basic Service Transaction

In a Basic Service Transaction, the only required fields are Start Date and End Date. By default, these services provide one day of service
on the date that the transaction is documented; you can alter the dates by clicking the calendar icon - . (red)

Service note (blue)- An optional tool to make notes about the service given. (e.g. “Had a successful consultation with client.”)

Include group members (green)- Some services are configured so that other members of the family also receives the Service Transaction. If
the service is equipped with this feature, click on the toggle tab, the selected member will automatically receive the service transaction as

well.

Mental Health Services for Lions Mental Health A
Include group members:
Mental Health Consulation A
. Mala Lioness
Start Date: 11/06/2017 End Date: 11/06/2017 Sarabi Lion
Service Note . Scar Lion
B Boid I walic Numbers + = Bullets . Simba Lion
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Transaction with Expense

Some services will be accompanied with an expense amount. In this scenario, you are requested to provide an Expense Amount, Expense
Date, and Funding Source.

e Expense Amount - Depending on the setup of the service, this may be either an adjustable or a pre-determined amount that
cannot be modified.

o Expense Date - The date the expense was issued.

¢ Funding Source - Depending on the setup of the service, this may be adjustable, or automatically set to a pre-determined funding

source.
Case Management for Lions Housing A
Case Management v
Start Date: 1106872017 End Date: 11/06/2017
Expense Amount: 10.00 Expense Date: 1106/2017
Do Not Charge

Funding Sourc@ZIT AT |
Private Funding 2
Funding Source 1

Service Note Funding Source 2
Funding Source 3

B Bod I e = Numbers .- Bullots




Time Based and Time Tracking

Service Transactions that occurs more than
once a day can be time-based.

When you select a service, the current date and
time will be displayed; this can be adjusted if

the service is on a different date or time by
clicking on the calendar icon and
the clock

icon.

Case Management

Case Management

Start Date: 12/27/2017

Time Tracking: MNone ~  None

Include group members:

Spongebob Squarepants

Service Note

B Bold | T Halic | := Mumbers = 3= Bullets

Water Bottle

Date: 12/27/2017

End Date: 12/27/2017

W

Case Management A

Santa Cruz Adding New Clients Workflow

Time: 0927 AM

A function with time tracking like in the Case
Management service allows you to keep track of how
much time you have spent on a service. Simply enter
how much time you have spent on the service by
clicking the drop down ™ icon (red) and select by
the hour; the minutes are in increments of 15.
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Current Living Situation

Street Outreach, Emergency Night by Night Shelter, PATH, & CoC YHDP users must record each contact with people experiencing
homelessness. The first Current Living Situation with the client will occur at the same point as Project Start Date (and recording of client's
Prior Living Situation) and therefore requires a record to be opened in the HMIS for the client.

To enter a client’s Current Living Situation, after enrolling the client, go to Program-Assessments (red arrow) and click START on Current
Living Situation (blue arrow), toggle on any household members who are adults or heads of household.

PROFILE HISTORY PROGRAMS ASSESSMENTS MNOTES FILES CONTACT LOCATION

PROGRAM: PROGRAM A-EMERGENCY SHELTER (NBN)

/

Enrollment History Assessments MNotes Files

Assessments LINK FROM ASSESSMENTS

Status Update Assessment START

Annual Assessment

Current Living Situation
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Assessments

Each agency will have list of assessments targeted to measure the unique needs of their client base. Consult with your agency manager to
determine which assessment is the most appropriate for your client, as the Eligibility Engine must be turned on for the assessment to

determine eligibility.
Big Bird HH |

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATIOM REFERRALS D SEARCH = CASELOAD

Elle Bravo,
After you save, the Assessment Processor
and Eligibility Processor will direct over to
the eligibility screens where you can refer
directly to eligible programs or you can

refer the client to Community Queue (see
next page.) ASSESSMENTS

When Assessments are created, they will be

in the Assessment History (red). .
E's Assessment START

Kerri's Favorite Animal Assessment START

VI-F-SPDAT Prescreen for Families [V1] START

VI-F-SPDAT Prescreen for Families [V2] START

VI-SPDAT Prescreen for Single Adults [V1] START

VI-SPDAT Prescreen for Single Adults [V2] START

ASSESSMENT HISTORY
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Referring to the Community Queue

To refer a client based on an Assessment score, go to the Assessments tab (red) in the client record and click Start next to the
appropriate Assessment (blue).

Z1p Adeedoodah

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS MNOTES FILES LOCATION

ASSESSMENTS

E's Assessment \

START

Kerri's Favorite Animal Assessment START

VI-F-SPDAT Prescreen for Families [VZ] START

VI-SPDAT Prescreen for Single Adults [V2] START
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Community Queue-Program Eligibility Determination

After completing the assessment, click on

REFER DIRECTLY TO COMMUNITY QUELIE (red).

You may have to scroll down the page
past eligible and ineligible programs to
find the button.

PROGRAM ELIGIBILITY DETERMINATION

VI-SPDAT-VZ Score Summary

GEMERAL 0
HISTORY OF HOUSING & HOMELESSMESS 0 RISKS 0
SOCIALIZATION & DAILY FUMNCTION 3 WELLNESS 1

VI-SPDAT-VZ PRE-SCREEN TOTAL 4

Category -- All Categories — W Agency - All Agenciee Availability - All - wr m

Community Programs

Kerri's Permanent Supportive Housing

PH - PERMANENT SUPPORTIVE HOUSING (. ¥
System

Kerri Test Program

SERVICES ONLY ™
Systemn

Kerri's Service Only Training Program

w
Kerris Test Agency SERVICES ONLY

INELIGIELE PROGRAMS

REFER DIRECTLY TO COMMUNITY QUEUE
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Community Queue

Click Send Referral. Now the Referral has been made.

REFERRAL: ADD

Referred Program Commumity Queus
Referred to Agency Community Queus
Referring Agency Agency A

Private

i i B Eold I talic /= Mumbers | == Bullets
Referred Indicates the program to which you are

Program referring your client.

Referred- Indicates the agency that provides the
To program to which you are referring
Agency your client.

This is the agency from which the
referral originated. (This will be your
Agency)

Select this if you want the referral to be
visible in the History tab of the client’s

Referring
Agency

L record ONLY for the Referred-To
agency.
=
Message Here you can send a secure message to
Box 8¢ the Referred-To agency regarding the

referral.
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Exiting a Client from a Program

To exit a client from a program, go to the Programs tab (red) from the client’s record, mouse over the program name, and select
the Editicon (blue) that appears to the left. Once you are in the program edit screen, click the Exit button to the right (green).

Zip Adeedoodah =S (6

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION D SEARCH = CASELOAD

PROGRAM HISTORY

Program Name Start Date  End Date Type
== NEN ES .
\ Agency A 12/30/2017 Active Group

_ SELECT CLIENTS TO EXIT FROM PROGRAM )
Edit i
\ @ i Adesdoadsh Nephew

PROGRAM: NEMN ES B CatHat Wife

Enrollment History Provide Services Forms \ ® Exit When exiting a household, the option to
exit several household members will
appear. Simply toggle the switch next to
the member(s) you wish to exit

Program Service History (purple), and their exit screens will
appear in sequential order for each
Service Name Start Date End Date household member_

Basic Meeds:Food

Agency A 02/20/2018 02/27/2018
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Exiting a Client from a Program-Open Services

If the client is scheduled for services that will occur after the program exit date, then these services will appear at the bottom of the Exit
Program screen where you can conveniently close them by changing the end date (red) to the exit date. Click on Save & Next if exiting a

household. Click

Service Name Start Date End Date Change End Date

Dining
Hall:Breakiast 01/16/2018 02728/2018 02/282018

Agency &

Reservation:
hotel and
Hotel
Vouchers:Bed
Service
Agency &

01,/24/2018 01/30/2018 01302018

T
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Status Assessment

To conduct a status assessment, go to the Programs tab in the client’s record (red), then click on the edit icon next to the correct Program
(blue).

Elle Bravo,

Spring Love

SSMENTS NOTES FILES LOCATION p SEARCH = CASELOAD

PROGRAM HISTORY ﬁ @
Household Members

Program Name Start Date End Date Type

Spring Kid Daughter
Kerri's Program A .
Agency A 03/08/2018Active Group

Active Services

MSEW Program
Compass

03/08/2018Active Individual

ES NBN Bed Night:Adult Only
Bed

PROGRAMS: AVAILABLE Active Programs

NEN ES Kerri's Program A

NSEW Program

Managed with Clarity Human Services
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Adding Status Assessment with Group Members

To add a Status Assessment for the client and selected group members, click Assessments in the client’s program or the icon
(red) on the Status Assessment in the convenient right side bar. Click on the toggle to select members (blue), then click on Add Status
Assessment or Add Annual Assessment. After completing the assessment, click Save and Next if conducting group assessment, after each
member’s assessment is complete click Save and Close.

ADD PROGRAM ASSESSMENT

‘ Spring Love Maother
‘ Spring Kid Daughter

ADD STATUS ASSESSMENT ADD ANMNUAL ASSESSMENT

Status Assessments
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Client Notes

To create a Client Case Note, go to the Program tab (red arrow), select your program, click on Notes (blue arrow), and then click ADD
NOTE. Adding notes this way will be program specific.

PROALE HISTORY PROGRAMS ASSESSMENTS MNOTES FILES CONTACT LOCATION

PROGRAM: PROGRAM A-EMERGENCY SHELTER (NBN)

Enrollment History Assessments Notes Files » Exit

Client Program Notes ADD NOTE

There are no results to display
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Client Notes- Continued

Create a title and enter your note in the body of the notes section. The Agency field will automatically be populated with your agency
name.

Time Tracking fields are also available allowing the user to track the time spent on creating the client case note. Utilize the drop-down
fields in the Time Tracking area to record the number of hours and minutes spent.

Once the Note is completed, click Add Record at the bottom of the page.

CLIENT NOTES

Title Goal Discussion
Agency Agency A
Date 01222018 Time Tracking: 1 hour w 15 min w

Note B Bold I haic = Numbers [SSBUIISES|

Had initial discussions today with Zip Adesdoodah to review his personal goals.

« Always have a wonderful day.




Public Alerts

Public Alerts can be created and appear in the client profile to notify your agency or several agencies of a client situation/need.

Big Bird

Click notes in Client Profile and click

(WIS ADD ALERT @

Under Public Alerts, enter Title,
Expiration Date, followed by Note
explaining the nature of the alert.
(Agency field will be automatically
entered.)

Selecting the Private checkbox will
make the Public Alert visible to only
staff members to your agency. Not
selecting the it will make it visible to
all agencies.

After selecting Add Record, you can
verify that the Public Alert is visible
on the client’s Profile page.

Santa Cruz Adding New Clients Workflow

PROFILE SEAVICES HISTORY PROGRAMS ASSESSMENTS NOTES FILES LOCATION

PUBLIC ALERTS

Title Shelter Bed Assignment

Agency Agency A

Expiration Date 017202013

Note

E Bold I Italic .= Numberz  := Bullets
Please ensure that Big Bird and his brother Little Bird are assigned 3 bed within the same
building |
a4
Private

ADD RECORD CANCEL




Santa Cruz Adding New Clients Workflow

Files and Forms

To access client’s Files and Forms, on the Client Profile page, click on the File tab (red) in the tope menu. Uploading files here will not be
program specific. To upload files based on the program the client is in, user must go to the client program and enter the files from there.

Zip Adeedoodah K v

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS NOTES FLES LOCATION ) SEARCH = CASELDAD
Adding a New Client File

To add a new file, select Add File
link on the top right corner of
the File section (blue).

CLIENT FILES

There are no results to display

CLIENT FORMS app Form (1)

There are no results to display
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Upload a File

After clicking on the Add File, select what Category and Name that best identify the file you are uploading from the drop down menu (red).
Click on Select File to select the file from your personal computer, if the file does not upload, click on Basic Uploader (blue).

Once a file is uploaded, it is saved to the File tab by order of the upload date. There is no limit to the number of files that can be uploaded
for each client.

UPLOAD A FILE
* Clarity supports all /
Family, Social and Legal w

of the most common Category
file types (Word,

Excel, PDF, JPG, PNG, Mame Alimony Agreement w
etc.)

Trouble attaching files? Switch to the Basic Uploader

ADD RECORD CANCEL
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Working with Existing Client Files

The File tab provides the following details for each uploaded file:

Category and File Name - selected from drop down menu at the time of upload
Name of staff member who uploaded the file

Date of upload

Size of the file

Agency associated with the file upload

You can view the existing file by clicking on the icon for the file, or edit the document by uploading a new version via the Modify file link
(red).

CLIENT FILES apo FiLe (¥)

V Family, Social and Legal : Alimony Agreement
by Elle Bravo on 18 Jan, 2018, 11.2 KB

Agency A /
MODIFY FILE
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Uploading a Client Form

Click on Add Form link right of Client Forms (red). A pop up box will appear listing the form options for your particular agency. Click on the
desired form.

CLIENT FORMS ADD FORM

There are no results to display

Upload Scanned version of form:

The process for uploading a scanned
document is similar to that of uploading a
client file. Select Add Form and click the
toggle box next to Upload scanned version
of form (blue). Click Add.

Client Rental Assistance Acceptance Forn
Keri's Form
Kermi's Training Form

L] ]

— Uplead scanned version of form
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Uploading a Client Form- Continued

Add Scanned Form page will appear. Click on Select File and select your desired file, then click Add Record. If your system is not
compatible with advanced upload, you can choose the Basic Uploader (red).

ADD SCANNED FORM:

Trouble attaching files? Switch to the Basic Uploader

ADD RECORD CANCEL
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Reassigning a Case Manager (Assigned Staff)

It is by default that Clarity will assign the user who enrolls the client into the Agency Program as the Case Manager (Assigned Staff).

Zip Adeedoodah

PROFILE SERVICES HISTORY PROGRAMS  ASSESSMENTS NOTES FILES  LOCATION

To change client’s Case PROGRAM HISTORY
Manager (Assigned
Staff), click on Programs
under client’s name. If

the client is already Program Mame Start Date End Date Type
enrolled in a program,

.. . NBN ES ) »
this will show in the Agency A 01/03/2018 Active Individual

Program History. Hover Eq

over the program name
. . : DAYS
Qn the right side of the screen in the
sideboard- locate the Assigned Staff

and click on the edit icon.

name, click on the editicon (red) to

the right of the name. Program Type: Individual

A drop down menu will have a list Program Start Date: 12/30/2017 /
of all the active staff within your . o

agency (green). Choose the new Assigned Staff: Elle Bravo s

Case Manager (assigned staff) from i ,

the list and click Save Changes. Head of Household: Zip Adeedoodah 3

'1- CHANGE ASSIGHNED STAFF
Make Program Private

"

Elle Eravo W
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Clients History

To access client’s history, click on the History tab (red) in the Client record.

Zip Adeedoodah B

PROFILE SERVICES HISTORY PROGRAMS ASSESSMENTS MOTES FILES LOCATION 0 SEARCH = CASHLOAD

Advanced Search Tool

Advanced Search Options  Hide ~
If your client has a very large history
spanning multiple pages of results, the Show Search
Advanced Search Options feature provides an
excellent interface to narrow down your Categorly  any category v AGENSY  any agency w
results.
Start Date —/— 1 End Date —/—
The adlvance?d s.earch options allow the Type any type - Clear
following criteria (blue):
e Name - _Fllte_r for a keyword within Service Name StartDate  End Date
the service title b Onl
e Category - Filter for a specific EETEN Bed Night:Adult Only Bed 01/03/201806/03/2018

category of service using the

convenient drop-down menu Dinin .
g Hall:-Breakfast - -
o Agency - Filter for a specific Agency Agency A 01/01/201804/30/2018
that provided the service
o Date Range - Filter based on a specific MEM ES 12/30/2017 Active
date range of service provision Sl
Reservation: Motel and Hotel Vouchers:Bed Service 12/27/201712/29/2017

Agency A

Program Service Referral Reservation Assessment



History Tab Icons
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Dollar Icon

Service transactions with attached
expenses. Includes the date and the
expense amount.

Link Icon % :
Indicates that there is a referral or a service
associated with this entry.

Screens Icon

Indicates that the service is linked to a
Program (i.e. Program-Based Service). If
you hover over the screens icon, it will
provide you with the Program name,
associated agency, date of Program entry,
and status (active vs. inactive).

The comment icon

Indicates that there is a Service Note
associated with the service. Mouse-over the
icon for more details.

The link icon 00 :

indicates that there is a referral or a service
associated with this entry. Mouse-over the
icon for more details.

Programs, Services, and Assessments, are color-coded
to make them easy to distinguish from one another.

Advanced Search Options  view ~

Service Name Start Date  End Date

Referral: Kerri's Permanent Supportive Housing
Systemn referral to System

MA3 2007 1113/2007

Kerrs Permanent Supportive Housing
Systemn

1141372017 Active

Dining Hall:Breakfast
c.ll'l_lnl;_l = reaktEs 113/2001711/1472007
Systen

Kerri's Awesome Assessment

Systemn 11132007

Bus Pass:0ne Wa
[ ! 1113/200711/13/2017
Syater

Job Pl t:Job Pl t
-oh PREEmEnt ek FlacEmEn 11/13/201711/13/2017
Syater

L ing Workshop:R Writing Cl
EE::LI:'I_I'IQ Vorkshop:Resume Writing Class 11/13/201711/13/2017
Case Managementindividual Session
Symtem ¢ 1113200 71113/2017

Kerri Test Program
Systemn

11A0/20071113/2017

Leaming Workshop:Life Skills Class

Systemn

11A0/20071113/720M7

MEBM ES

f13/ i
Agency A 071372017 Active

Dining Hall:Breakfast
Agency A

0710200707 16/2007

—p Program Service Referral Reservation Assessment




Additional Assistance

For any additional technical assistance

Contact Us:

Website: santacruz.bitfocus.com
Email: santacruz@bitfocus.com
Phone: (831) 713-2288
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https://ctagroup.org/santa-cruz-hmis/

