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LOG IN —

e https://www.clienttrack.net/pbchmis

Track
e (T is best used with Google Chrome and/or Mozilla by eccovia
Firefox Sign in to Palm Beach County HMIS

User Name

e Login with your User Name and Password

Password

e If you are a new user, please contact David Tedesco Dic you forget your password?
(dtedesco@pbcgov.org) for the necessary user forms

o If your agency terminates an employee with
access to CT, please notify David Tedesco
(dtedesco@pbcgov.org) to have the employee’s
access terminated as soon as possible.

Copyright ® 1983-2023 Eccovia Solutions - All Rights Reserved.
Visit Ec S

tions.com for more information.
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DATA INTEGRITY —

Please remember the importance of maintaining and reporting accurate data. When entering the data into
ClientTrack, please ensure that you are completing all the required demographic fields and following all of the
necessary steps outlined in this guide to correctly capture the services that your agency is providing to your
program participants. Quarter Reports are intended to provide a snapshot of how program participants are
progressing each quarter and should also be utilized as a tool for quality assurance within your organization. Data
should be entered into ClientTrack in a timely manner and in accordance to your contract’s programmatic
requirements.

When providing the supplemental data reports, please certify that you have done the following:

» Downloaded all reports as ‘Excel Data’ — PDFs and regular excel downloads will not provide all the
information needed to verify the numbers on the Quarter Reports.

» Removed any exact duplicates from the spreadsheet. This is more likely to apply to Data Explorer reports.

» Only provide data on the assessments that contribute towards your outcome determination for each
program participant. Additional assessments done during the fiscal year to track progress can be omitted
when submitting supplemental data.

» Clearly identify which program participant met the outcome, who did not meet the outcome, and who
cannot be measured yet/at all.
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ENTERING SERVICES —

To enter a service:

» Go to the client page in ClientTrack
» Click on ‘Enrollment and Services’ from the left panel
» Click on ‘Services’

o Click Add ‘New Service’ from the top right

Q Search < Clients / Client Services @ Jal

A Joey Test ClientID
> Profil 4 3 Ja
= Frofle %@ saives "° 7565 :

> (3 Common Assessments

ra
La

Client Services < B8
> (3 Other Assessments

v [ Enroliment and Services

The client's service history displays below. To record a service, click Add New Service. To record multiple services, click Quick
@ Determine Referral Eligibility Services. To edit or view an existing service, click Edit Service next to the record.

3 Enroliments + Add New Service | © Quick Services | 4+ Add CE Event

4 Housing Program Eligibility and

Availability 4 results found.
(® Quick Services
Date !% Service Units $Total Organization
a+ Referrals
v March 2023 (1Services)
[ Services
) CE Services @ 03/14/2023 Follow Up (60 Days) 1.00 $0.00
> [3 RHY Assessments ~ January 2023 (1 Services)

> O SPDAT Assessments R .
rq 01/17/2023 Housing Needs Assessment 1.00 $0.00

a
javascript:void(0);
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ENTERING SERVICES (cont.) —

To enter a service (cont.):

o Select the correct Enrollment (based on your program name in the database)
o Select “FAA — Palm Beach County” as your Grant
o Select the desired option(s) for the Service
o Everything else on the service form can be left as-is unless you’d like to add comments
o Press ‘Save’ at the bottom of the page to complete.
Q Search lient nt Services Servi @ a
(I Dashboard L}%{é ;?:712;5; Male 7565 a
Q, Find Client Service ¢ 8
13 Intake
a COVID-19 Intake Enroliment:*  -- SELECT -- ~
#° COVID-19 Vaccine Intake Grant: FAA - Palm Beach County v
Service:*  -- SELECT -- v Location: -- SELECT -- v
> [ Profile
> O Common Assessments Date:” | C4/20v20as |
Units Of Measure: * Dollars
> [ Other Assessments
Minutes
~ [ Enroliment and Services O Count
@ Determine Referral Eligibility Hours
[ Enroliments Units:*  1.00
4 Housing Program Eligibility and Unit Value:* | $1.00
Availability . ’
(@ Quick Services Total:  $1.00
&+ Referrals User Performing the Service: E|
B Services Comments:
=) CE Services
> (3 RHY Assessments #
Restriction: * Restrict to Organization (i ]

»> [ SPDAT Assessments

© Restrict to MOU/InfoRelease

Cancel




DEMOGRAPHICS REPORT —
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All programs entering data into CT should utilize the demographic report for Quality Assurance and as
supplemental data when completing Quarter Reports. Demographic reports are populated from fields completed
during the Client intake and/or enrollment to your program.

To run a demographic report in CT:

YV V YV V

Y

Ensure you are in the correct workgroup (HMIS User)
Go to the Reports page in ClientTrack
Click on ‘BNLs’ from the left panel and select “HMIS Active Client List”

Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program, Head of Household — if applicable) and press ‘Report’

When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data

Q, Search

(*) Data Explorer
Y= Files on Server

B My Saved Reports

v [3 BNLs
W HMIS BNL Veterans
E HMIS Active Client List
> [ HMIS Exports
> 3 HMIS Reports
> 3O Administrative Reports
> [ Client Reports
> 3 Enroliment Reports
> [ Referral Reports

> 3 Service Reports

HMIS Active Client List

<

< on of2 > >

HMIS Active Client — By Name List
Report Range: 4/1/2023 to 4/30/2023

Report Criteria
Report Type:
Active Client Filter:
Organizations:

Programs:

Client ID Client Name

Active at any point

O

o

Report Glossary Active Client

g. |5 Find [Next = B @

Excel

Excel Data

Yo
A ClientTrack~

PDF Excel Data

Word

Age Gender Race Ethnicity
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

This outcome is based on the Self-Sufficiency Matrix Assessment (SSM). At least two (2) assessments must be
completed during the fiscal year. The outcome is measured from baseline in the fiscal year to the follow-up
assessment and will be based on whether there is an increase/maintenance on the SSM in one or more

categories.

To enter a Self-Sufficiency Matrix assessment:

» Ensure you are in the correct workgroup (PBC — CSD SOFI)

» Go to the client page in ClientTrack

» Click on “Enrollments and Services” and select ‘Self Sufficiency Matrix’ from the left panel

» Click on ‘+ Add New Self-Sufficiency’

> O3 Client Profile
> (3 Family & Contacts
> [J Common Assessments

> (3 SPDAT Assessments

| v [3J Enroliments and Services

3 Enroliments

[ Enroliment Details
&+ Referrals

[ Services

*&% RCISEARCH

earci < C S Self-Sufficiency Matrix Assessments A

S h a
Ay n Joey Test Mal 561-123-7777

[T Dashboard L%E 3/4/1988 € 7565  --

Q Find Client Self-Sufficiency Matrix Assessments < B

[ Intake - Self Sufficiency

13 COVID-19 Intake Below is a list of the client's self-sufficiency matrix assessments. To complete a new matrix, click Add New Self-Sufficiency Matrix. To edit an existing matrix, click Edit next to the record

No data

No records found.

=+ Add New Self-Sufficiency Matrix || B View Self-Sufficiency History Chart
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

To enter a Self-Sufficiency Matrix assessment (cont.):

o Enter the correct date for the assessment

o Select ‘Assessment Type’ (Entry for 1st, “Update” for all quarters after, Exit when leaving program)
o You can enter any comments that you feel are relevant

o Complete each of the categories and press ‘Save’ at the bottom of the page to complete entry

Q Search < Clients / Self-Sufficiency Matrix Assessments / Self-Sufficiency Matrix @ o
Client 1D 561-123-7777
Male Q

(I Dashboard 7565

Q Find Client Self-Sufficiency Matrix < B8

[ Intake - Self Sufficiency

Assessment Date:* 04/20/2023 ‘
13 COVID-19 Intake
Assessment Type:*  -- SELECT -- v
> [ Client Profile Comments:
> 3 Family & Contacts
“
> [0 Common Assessments
Income: * 1- No Income
> [3J SPDAT Assessments
2 - Inadequate income and/or spontaneous or inappropriate spending
v 3 Enroliments and Services 3 - Can meet basic needs with subsidy; appropriate spending
3 Enroliments 4 - Can meet basic needs and manage debt without assistance
3 Enroliment Details 5 - Income is sufficient, well managed: has discretionary income and is able to save
6 - Not Applicable

O Self Sufficiency Matrix

...+ Referrals

Employment:* - No Job

3 Services - Temporary, part-time or seasonal; inadequate pay: no benefits

. time: i . And more
283 RCI SEARCH Employed full-time: inadequate pay: few or no benefits

- Employed full-time with adequate pay and benefits -
=] CE Services i ! 9 pay be’OW,

- Maintains permanent employment with adequate income and benefits

[+ T U T R

&1‘ Acuity List Detail History

- Not Applicable scro” dOWﬂ

> [0 RHY Assessments —
-
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

To run a Self-Sufficiency Matrix (SSM) report:
» Make sure you use (HMIS User) workgroup then Go to the Reports page in CT

» Select ‘Data Explorer’
» In the popup, deselect the option to “Only show my questions” and type in “FY 2023 SSM”

o Look for the report created by Stessy Cocerez on 2/9/2023 and click on the double paper icon to the

left of the question in order to copy the report
o Name the report whatever you’d like and press ‘Ok’

Q Search < Reports

(*) Data Explorer

= Files on Server

> [3 HMIS Exports Open Saved Question

> O HMIS Reports
Search  FY 2023 SSM

> O Administrative Reports
Only show my questions

> 3 Client Reports

> 3 Enroliment Reports User Date Created
Copy and edit this question

> O Referral Reports
X FY 2023 SSM Outcomes Stessy Cocerez

» 3 Service Reports

2/9/2023
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

To run a Self-Sufficiency Matrix (SSM) report (cont.):

» Change the program name to reflect your program name in CT and check to make sure any date ranges are
updated as needed, then press ‘Show me’ to run the report
» Click on the download icon to obtain an excel spreadsheet version of the report

Q Search < Reports @ o

(%) Data Explorer

Y= Files on Server

FY 2023 SSM Outcomes
> [3 HMIS Exports 4 results found.

> (O HMIS Reports

Created .. Program ClientID t2 BirthDate Gender Race Ethnicity Veteran .. Zip Code SSM Ass.. Total Sco.. EnrollDa..  Exit Date

> 3 Administrative Reports
> 3O Client Reports

> 3 Enrollment Reports

> 3 Referral Reports

> [3 Service Reports

B Export Data Explor..xlsx =~ ~ Show all X




OUTCOME ENTRY & REPORTING: Economic Stability

Individuals that obtain financial resources that will lead to stability
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This outcome is based on services (see section on how to enter services). The outcome is a proxy measured from

the financial resource services entered into the database.

To run an Enrollment Services report:

» Go to the Reports page in CT
» Select ‘Enrollment Reports’
» Select ‘Enrollment Services’

» Complete the necessary fields to obtain the report for your program (i.e. Sort By, Enrollments between,

Organization, Program) and press ‘Report’

o = Files on Server Enroliment Services Report

Select which report you would like to view,
» [J HMIS Exports
El o His Reports
Date Range
> 3 Client Reports g
Indicate the time period for this report. Only records that fall within the date range you select will be inoluded.
v [ Enroliment Reports
B Case Assignment Predefined Date Range: ‘ Current Month v‘
B clientsin Programs Enroliments between:* | 01/01/2024 ‘ =] ‘andl 01/31/2024 | =} ‘ |
B Enroliment Services R
Organization(s)
B Employment At N N
Indicate which organizations should be included in the report by selecting each organization separately, or click the ¥ ican to select all. Note: The fist aniy shows organizations you are authorized to view.
Entry/Exit
B Income at Entry/Exit Organizationfs):* | Adopt-A-Family of the Palm Beaches, Inc. Al o
N American Association of Caregiving Youth
B E“"’""\e"'h Bays Town South Florida
emographics
oraphi Center for Child Counseling
B Follow Up & Prevention s : hd
. Program(s]
B Enroliment Barrier rogram(s)
. Check the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected abave. Indicate which programs should be included in the report by selecting each program separately or click the @
B Cross Program .
icon to select all.
Participation Report
> 3 Referral Reports Program(s): () Filter by Program(s)
> [J Service Reports
Case Manager(s)
Check the box to limit report results by selected Case Managers. You must be authorized to view the Case Managers by Organization.
Gase Manager(s): (] Filter by Gase Manager(s)
@ BReport || BSchedule Report ‘ Cancel
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals that obtain financial resources that will lead to stability

To run an Enrollment Services report (cont.):

» When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data

Enrollment Services Report - H B

4 o1t > ol O @8+ Find INet = B @

Excel

Excel Data

Enroliment Services PDF )-

>
11112024 to 11312024 Word A ClientTrack~




Page |15

OUTCOME ENTRY & REPORTING: Economic Stability

Individuals that achieve at least one (1) objective on the Individualized Educational/Support Plan (IEP/ISP)

This outcome is based on services (see section on how to enter services). The outcome is measured from the
IEP/ISP objective services entered into the database.

To run an Enrollment Services report:

» Go to the Reports page in CT

» Select ‘Enrollment Reports’

» Select ‘Enrollment Services’

» Complete the necessary fields to obtain the report for your program (i.e. Sort By, Enroliments between,
Organization, Program) and press ‘Report’

o = Files on Server Enroliment Services Report <@
Select which report you weuld like to view, ~
> [J HMIS Exports

= > 3 HMIS Reports

> 3 Client Reports Date Range

Indicate the time period for this report. Only records that fall within the date range you select will be included.
v [ Enroliment Reports

B Case Assignment Predefined Date Range: ‘ Current Month v‘

B clients in Programs Enroliments between:* | 01/01/2024 ‘ & |and| ov/ar/2024 | E) |

B Enroliment Services R
Organization(s)

B Employment At

Indicate which organizations should be included in the report by selecting each erganization separately, or click the ¥ icon to select all. Note: The list only shows organizations you are authorized to view.
Entry/Exit

B Income at Entry/Exit Organization(s):* | Adopt-A-Family of the Paim Beaches, Inc. ~l g
American Association of Caregiving Youth
Boys Town South Florida

Center for Child Counseling

B Enroliment
Demographics
v

B Follow Up & Prevention

B Enroliment Barrier Program(s)

B Check the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected above. Indicate which programs should be included in the report by selecting each program separately, or click the @
Cross Program
Participation Report

icon to select all.

> [ Referral Reports Program(s): () Filter by Program(s)

> [J Service Reports

Case Manager(s)

Check the box to limit report results by selected Case Managers. You must be authorized to view the Case Managers by Organization.

Gase Manager(s): [ Filter by Case Manager(s)

@ BReport || BSchedule Report ‘ Cancel
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals that achieve at least one (1) objective on the Individualized Educational/Support Plan (IEP/ISP)

To run an Enrollment Services report (cont.):

» When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data

Enrollment Services Report - H B

oot > ol O @lEu|m Find [Netk = @B @

Excel

Excel Data

Enroliment Services PDF )-

>
11112024 to 11312024 Word A ClientTrack~
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OUTCOME ENTRY & REPORTING: Economic Stability

Individuals will receive a bus ticket to return home to their family and will not reenter the Palm Beach County
Homeless system

To run a Service Summary report:

» Go to the Reports page in CT

» Select ‘Service Reports’

» Select ‘Service Summary’

» Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program) and press ‘Report’

> [0 HMIS Exports Service Summary Report <9

> [3O HMIS Reports
Date Range

> [ Administrative Reports
Indicate the time period for this report. Only records that fall within the date range you select will be included.

> (3 Client Reports

> 3 Enrollment Reports Predefined Date Range: Current Month v

> [ Referral Reports Service Date Between:*  04/01/2023 =] |and 04/30/2023 | |

v [3J Service Reports

E Freguently Served Clients

E Service Summa Indicate which organizations should be included in the report by selecting each organization separately. or click the ¥ icon to select all. Note: The list only shows organizations you are
rvice Su
i authorized to view.

B Zip Code & County

Organization(s)

Adopt-A-Family of the Palm Beaches, Inc.

&

§ Clients Served Organization(s):
American Association of Caregiving Youth

§ Reason for Service Boys Town South Florida

Center for Child Counseling

Prmbarfan Famails Caminnn nf ADA Tan

§ Service Demographic Totals

§ Family Demographics Totals Program(s)

B
B
B Family Size & Income
B
[}

E Service By Provider Check the box to limit report results by selected programs. When checked. the list displays programs that belong to the organizations you selected above. Indicate which programs should be
included in the report by selecting each program separately, or click the ¥ icon to select all

B Turn Away Reason

W Household Composition Program(s): Filter by Program(s) (i ]

BReport || BSchedule Report ‘ Cancel |
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Example of a Service Summary report

Service Summary

®
71112024 to 9/30/2024 )A( ClientTrack"

Report Criteria:

Organizations:
Programs:

First Time Served: N/A

Undu * Total =

Servic + p- Children < Individua

e Total < Client in Adultsin® Seniorsin +  Isin

Service * Entries Units +  Value 3 Families + Families  Families Families Families

Client Achieved Long-term_ 7 7.00 $0.00 5 5 0 4 1 5
Goal

Duplicated Total 7 7.00 $0.00 5 5 0 4 1 5

Total
Service Undup. Children in Adults in  Seniors in Individuals
Entries Units Total Value Clients Families Families Families Families in Families
Unduplicated Totals 7 7.00 $0.00 5 5 0 4 1 5
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OUTCOME ENTRY & REPORTING: Economic Mobility - Income

All agencies participating in the Securing Our Future Initiative (SOFI) should be entering income information for
their clients. The information should be collected at least two (2) times per fiscal year. The first financial
assessment done in the fiscal year (either in the first quarter or at the time of client enroliment) will be
considered the baseline and any subsequent assessment(s) (either in the fourth quarter or at the time of client

exit) will be considered follow-ups or updates during the enrollment period.

When enrolling a client into your program, you will complete an intake Income Assessment. This would be the

baseline assessment. Please ensure you are using the PBC — CSD SOFI workgroup.

Q, Search < Clients

", Joey Test 561-123-7777
LR Male fal
b iares 7565 -

[I] Dashboard Intake (2298) ¥

© Basic Client
Income and Sources, Non-Cash Benefits

Q, Find Client
Information
Intake - Self = .
o . ) Family Members
Sufficiency Assessment Date:* 04/24/2023 ‘
1 COVID-G Intak & Program Enrollment
-+ “intake Income from Any Source:* Yes v 0
v ¥ Joey Test
- * No v
> [ Client Profile v o New Assessment Non-Cash Benefits from Any Source: 0
> 3 Family & Contacts @ Barriers / Special Expenses:  Client Refused v
Needs
> [3 common Did Client Increase or Decrease Income::*  Data Not Collected v
Assessments & Domestic Violence
Did Client Maintain Wages for 90 Days or More: -~ SELECT -- v
» [ SPDAT ® Income
Assessments O Employment
>3 Enroliments and Income
Services Ml Pause X Cancel
> (3 RHY Assessments
Typel: Description

Earned Income (i.e.. employment

. $1.000.00
income)

@Q\

Monthly
Amount Restriction 0'

Restrict to MOU/InfoRelease v D)

W

@ Save and Close
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OUTCOME ENTRY & REPORTING: Economic Mobility — Income (cont.)

To enter a Financial Assessment as an Update/Annual Assessment (aka. follow-up):

» Ensure you are in the correct workgroup (PBC — CSD SOFI)

> Go to the client page in Client Track (2" option down from left menu)

» Click on the action dropdown “(...)"” to the left of your client’s enrollment into your program and select
‘Update/Annual Assessment’.

>3 Enrollments and
Services

> 3 RHY Assessments

Q View Case Members

9 Update/Annual Assessment

B Link Assessments

>

B8 Associated Assessments
Jo¢ @ Exit the Enroliment
|! Review Entry Assessments

W Delete Enroliment

4 results found.

Q Search < Clients / Joey Test's Dashboard @ fa)
J Test 561-123-7777
Al | Joey Tes B A .
[I) Dashboard 3/4/1988 7565
Q. Find Client "
Joey's Enroliments ri
3 Intake - Self v -
Sufficiency
13 COVID-19 Intake 8 results found.
> [3 Client Profile Case N s ) N .
Enroliment Members Enroll Dateli ExitDate Case Manager Organization Acuity List Detail? @
> Family & Contacts
D ¥ v Current
> 3 Common 26 - Ci S0 Joay
Aecpemente @ r2p-circles soF 1 04/24/2023 No
B Acuity List Detail
> [ SPDAT N 1 09/13/2022 No
B Edit Enrollment Workflow
Assessments
4 Add Family Member fer (Services Only) 1 06/01/2022 No

=
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OUTCOME ENTRY & REPORTING: Economic Mobility — Income (cont.)

To enter a Financial Assessment as an Update/Annual Assessment (aka. follow-up) (cont.):

>

YV V VY

Y

Double check the family structure and select either “Save” or “No Changes”
Click on “New During Program Enroliment/Update Assessment”
Review the Universal Data Assessment components and press “Save”
Review the Barriers/Special Needs components and press “Save” or “Save & Close” when complete
Review the Domestic Violence Assessment and press “Save”
Review and update the Income Assessment
o Ensure that you are completing all of the required fields and answering all of the required questions
When complete, press “Finish” to close the workflow
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

This outcome is based on the Self-Sufficiency Matrix Assessment (SSM). Assessments must be completed each
qguarter that the client is enrolled in the program during the fiscal year. The outcome is measured from baseline in
the fiscal year to the follow-up assessment(s) and will be based on whether there is an increase/maintenance on
the SSM in one or more categories.

To enter a Self-Sufficiency Matrix assessment:

» Ensure you are in the correct workgroup (PBC — CSD SOFI)

» Go to the client page in ClientTrack

» Click on “Enrollments and Services” and select ‘Self Sufficiency Matrix’ from the left panel
» Click on ‘+ Add New Self-Sufficiency’

Q. Search < Clients / Self-Sufficiency Matrix Assessments e A
Ay n Joey Test 561-123-7777

[T Dashboard L%E 34988 N9 7565 o

Q Find Client Self-Sufficiency Matrix Assessments < B

[ Intake - Self Sufficiency

13 COVID-19 Intake Below is a list of the client's self-sufficiency matrix assessments. To complete a new matrix, click Add New Self-Sufficiency Matrix. To edit an existing matrix, click Edit next to the record

=+ Add New Self-Sufficiency Matrix || B View Self-Sufficiency History Chart

> [ Client Profile

No data
> (3 Family & Contacts

> [J Common Assessments

> (3 SPDAT Assessments

| v [3J Enroliments and Services

3 Enroliments
[ Enroliment Details
&+ Referrals

[ Services

No records found.

*&% RCISEARCH
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

To enter a Self-Sufficiency Matrix assessment (cont.):

o Enter the correct date for the assessment

o Select ‘Assessment Type’ (Entry for 1st, “Update” for all quarters after, Exit when leaving program)
o You can enter any comments that you feel are relevant

o Complete each of the categories and press ‘Save’ at the bottom of the page to complete entry

Q Search < Clients / Self-Sufficiency Matrix Assessments / Self-Sufficiency Matrix @ o
Client 1D 561-123-7777
Male Q

(I Dashboard 7565

Q Find Client Self-Sufficiency Matrix < B8

[ Intake - Self Sufficiency

Assessment Date:* 04/20/2023 ‘
13 COVID-19 Intake
Assessment Type:*  -- SELECT -- v
> [ Client Profile Comments:
> 3 Family & Contacts
“
> [0 Common Assessments
Income: * 1- No Income
> [3J SPDAT Assessments
2 - Inadequate income and/or spontaneous or inappropriate spending
v 3 Enroliments and Services 3 - Can meet basic needs with subsidy; appropriate spending
3 Enroliments 4 - Can meet basic needs and manage debt without assistance
3 Enroliment Details 5 - Income is sufficient, well managed: has discretionary income and is able to save
6 - Not Applicable

O Self Sufficiency Matrix

...+ Referrals

Employment:* - No Job

3 Services - Temporary, part-time or seasonal; inadequate pay: no benefits

. time: i . And more
283 RCI SEARCH Employed full-time: inadequate pay: few or no benefits

- Employed full-time with adequate pay and benefits -
=] CE Services i ! 9 pay be’OW,

- Maintains permanent employment with adequate income and benefits

[+ T U T R

&1‘ Acuity List Detail History

- Not Applicable scro” dOWﬂ

> [0 RHY Assessments —
-




OUTCOME ENTRY & REPORTING: Economic Mobility

To run a Self-Sufficiency Matrix (SSM) report:

» Go to the Reports page in CT

» Select ‘Data Explorer’
» In the popup, deselect the option to “Only show my questions” and type in “FY 2023 SSM”

Page |24

Households maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

o Look for the report created by Stessy Cocerez on 2/9/2023 and click on the double paper icon to the

left of the question in order to copy the report
o Name the report whatever you’d like and press ‘Ok’

Q Search < Reports

(*) Data Explorer

= Files on Server

> [3 HMIS Exports Open Saved Question

> (3 HMIS Reports
Search  FY 2023 SSM

> O Administrative Reports
Only show my questions

> 3 Client Reports

> 3 Enroliment Reports r
Copy and edit this question Use

> O Referral Reports
X FY 2023 SSM Outcomes Stessy Cocerez

Date Created

2/9/2023

» 3 Service Reports
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households maintain or increase their self-sufficiency in one or more categories such as Transportation, Childcare,
Housing, Employment, Income, Education, etc. as measured on the Self-Sufficiency Matrix

To run a Self-Sufficiency Matrix (SSM) report (cont.):

» Change the program name to reflect your program name in CT and check to make sure any date ranges are
updated as needed, then press ‘Show me’ to run the report
» Click on the download icon to obtain an excel spreadsheet version of the report

Q Search < Reports @ o

(%) Data Explorer

Y= Files on Server

FY 2023 SSM Outcomes
> [3 HMIS Exports 4 results found.

> (O HMIS Reports

Created .. Program ClientID t2 BirthDate Gender Race Ethnicity Veteran .. Zip Code SSM Ass.. Total Sco.. EnrollDa..  Exit Date

> 3 Administrative Reports
> 3O Client Reports

> 3 Enrollment Reports

> 3 Referral Reports

> [3 Service Reports

B Export Data Explor..xlsx =~ ~ Show all X




Page |26

OUTCOME ENTRY & REPORTING: Economic Mobility

Households obtain employment or better their employment

You must first have completed an updated assessment to link to your employment assessment see page 18 and do that first.

This outcome is based on the Employment Assessment. Assessments must be completed each quarter that the client is enrolled in
the program during the fiscal year. The outcome is measured from baseline in the fiscal year to the follow-up assessment(s) and will
be based on whether employment is obtained, maintained or improved. Improved (“better”) employment is defined as an increase
in salary, increase in status, and increase in hours, or more benefits.

To enter an Employment Assessment:

» Ensure you are in the correct workgroup (PBC — CSD SOFI)
» Go to the client page in ClientTrack

» Click on “Common Assessments” and select ‘Employment’ from the left panel
» Click on “+ Add New”

» On the following page, click on the search icon B

in the center of the page to link your assessment
with your program enrollment. In the Find

Search

Find Assessment

Use the criteria below to find the Assessment containing accurate data for the client. Only assessments

Assessment search popup, leave the fields blank created by your organization wil be displayed below.

and click search to display all the possible choices.
Select the Assessment Date / Type that applies to AssessmentDate: | MM/DD/YYYY ‘

the current quarter. Type: | -- SELECT --

Program:

User:

Comments:

’ Cancel ‘




OUTCOME ENTRY & REPORTING: Economic Mobility

Households obtain employment or better their employment

To enter an Employment Assessment (cont.):

» Enter Assessment Date, then Choose Assessment Time Frame, then complete all the required fields —

o If Employed, there’s “Maintained” (new option) or “Improved”

» Complete each of the questions and press ‘Save’ at the bottom of the page to complete entry

[ Dashboad
Q, Find Client

13 COVID-19 Intake

O Intake - Self Sufficiency

Assessment Date: *

Assessment Time Frame:*

Employed?*

Type of Employment: *

Did the client improve or maintain their employment? *

Restriction:

10/05/2023

Follow Up v

Yes

-- SELECT --

-- SELECT -- w~

Improved
Maintained

ization

InfoRelease
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households obtain employment or better their employment

If your agency did not enroll a client under the PBC — CSD SOFI workgroup prior to entering an Employment
Assessment for that client, you will need to “link” your Employment Assessment to the client’s current
enrollment into your program.

To link an Employment Assessment to the active Program Enrollment:

» Ensure you are in the correct workgroup (PBC — CSD SOFI)

» Go to the client page in ClientTrack

» Click on “Common Assessments” and select ‘Employment’ from the left panel

» Select the desired assessment to link and click the “Edit” icon to the left of the assessment information

» Click on the magnifying glass under “No Assessment Selected” to search for the enrollment. The easiest
way to search is to leave all fields blank and just press “Search” to display all your options.

Q Search < ' ployment Assessment @ o8
() Dashboard WEE srarves 7565 ¢e
Q. Find Client HMIS 2017 Employment Assessment ©iE
[
£ COVID-19 Intake Check the appropriate employment status at the time of assessment. If the client is employed, record the hours worked in the week prior to assessment, and select the tenure of m tion. |
dicate if the client is Ioking for work
- Assessmant
o Assessment Sel
b3l e | t Q
w3 t
ot °
& B T v
™o M ts j7*  Data Not Collect
[ Employment Restriction Restrict to Organization [
2 Education - Adult O Restrict to MOU/InfoRelease
[ Education - Child
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households obtain employment or better their m—
employment Find Assessment

To link an Employment Assessment to the active

Program Enrollment (cont.): Adsesement Grent Program
Date 1} Program User Comments Components
» Choose Enrollment types (i.e. entry for 1st, exit to e o PP- e
leave program, during program o SRS
enrollment/update for all quarter reports after os/z3/2028  Chld T ?j'.
first that are not exit). :,?p
> Once the link has been finalized, the Employment e o

Assessment page will update to include the
associated program enrollment.

AR fi  JoeyTest e t 561-123-TT77 A
l%ﬁ" sa/988 " 7565 A B
HMIS 2017 Employment Assessment .

Check the appropriate employment status at the time of assessment. If the client is employed. record the hours worked in the wesk prior to assessment, and select the tenure of the employment position. If the client is not
employed, indicate if the client is looking for work.

Assessment:

Date Frogram Type User a x

5/23/2023 P2P - Circles SOFI  IEGEEEGE EWERUVTGERATIGELE  David Tedesco

Assessment Date:™  06/23/2023 (m] |
Assessment Time Frame: ™ Exit hd
Employed?*  Data Not Collected

Restriction Restrict to Organization [i]
© Restrict to MOU/InfoRelease

o [
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households obtain employment or better their employment

To run an Employment Assessment report:

» Go to the Reports page in CT

» Select ‘Data Explorer’
> In the popup, deselect the option to “Only show my questions” and type in “FY 2023 Employment”

o Look for the report created by Stessy Cocerez on 3/28/2023 and click on the double paper icon to

the left of the question in order to copy the report
o Name the report whatever you’d like and press ‘Ok’

Q Search < Reports @ a

Y= Files on Server

> [O HMIS Exports Open Saved Question

> (3 HMIS Reports

> (3O Administrative Reports Search  FY 2023 Employment

(Jonly show my questions

> 3 Client Reports

> 3 Enroliment Reports
C d edit th User Date Created
> 3 Referral Reports opy and edit this question

> (3 Service Reports x FY 2023 Employment Assessments Stessy Cocerez 3/28/2023
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OUTCOME ENTRY & REPORTING: Economic Mobility

Households obtain employment or better their employment

To run an Employment Assessment report (cont.):

» Change the program name to reflect your program name in CT and check to make sure any date ranges are

updated as needed, then press ‘Show me’ to run the report
» Click on the download icon to obtain an excel spreadsheet version of the report

Q. Search < @ A

(%) Data Explorer

¥= Files on Server

FY 2023 Employment Assessments

Export to Excel

A ul £ Assessm... ClientiD Didthecl. Employe.. How did t.

> (3 HMIS Exports

> 3 HMIS Reports

Created . Program Case ID Client ID Enroll Da..  Exit Date
> 3 Administrative Reports

> 3 cClient Reports
> OO Enroliment Reports
> 3 Referral Reports

> [ Service Reports

B Export Data Explor...xlsx A Show all x




Page |32

OUTCOME ENTRY & REPORTING: Economic Mobility

Individuals will receive a bus ticket to return home to their family and will not reenter the Palm Beach County
Homeless system

To run a Service Summary report:

» Go to the Reports page in CT

» Select ‘Service Reports’

» Select ‘Service Summary’

» Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program) and press ‘Report’

> [0 HMIS Exports Service Summary Report <9

> [3O HMIS Reports
Date Range

> [ Administrative Reports
Indicate the time period for this report. Only records that fall within the date range you select will be included.

> (3 Client Reports

> 3 Enrollment Reports Predefined Date Range: Current Month v

> [ Referral Reports Service Date Between:*  04/01/2023 =] |and 04/30/2023 | |

v [3J Service Reports

E Freguently Served Clients

E Service Summa Indicate which organizations should be included in the report by selecting each organization separately. or click the ¥ icon to select all. Note: The list only shows organizations you are
rvice Su
i authorized to view.

B Zip Code & County

Organization(s)

Adopt-A-Family of the Palm Beaches, Inc.

&

§ Clients Served Organization(s):
American Association of Caregiving Youth

§ Reason for Service Boys Town South Florida

Center for Child Counseling

Prmbarfan Famails Caminnn nf ADA Tan

§ Service Demographic Totals

§ Family Demographics Totals Program(s)

B
B
B Family Size & Income
B
[}

E Service By Provider Check the box to limit report results by selected programs. When checked. the list displays programs that belong to the organizations you selected above. Indicate which programs should be
included in the report by selecting each program separately, or click the ¥ icon to select all

B Turn Away Reason

W Household Composition Program(s): Filter by Program(s) (i ]

BReport || BSchedule Report ‘ Cancel |
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Example of a Service Summary report

Service Summary

L J
7/112024 to 9/30/2024 ){ ClientTrack"

Report Criteria:

Organizations:
Programs:

First Time Served: N/A

Undu * Total =<

Servic + P Children = Individua

e Total < Client in Adultsin* Seniorsin +  Isin

Service + Entries Units *  Value 3 Families + Families  Families Families Families

Client Achieved Long-term_ i 7.00 $0.00 5 5 0 4 1 5
Goal

Duplicated Total 7 7.00 $0.00 5 5 0 4 1 5

Total
Service Undup. Children in Adults in  Seniors in Individuals
Entries Units Total Value Clients Families Families Families Families in Families
Unduplicated Totals 7 7.00 $0.00 5 5 0 4 1 5




OUTCOME ENTRY & REPORTING: Homelessness

Individuals exit to Permanent Housing destinations

This outcome is based on the client’s Exit Destination after leaving the program.

To enter Exit Destination information:

» Go to the client page in ClientTrack
» Click on the action dropdown “(...)” to the left of your client’s enrollment into your program and select ‘Exit

the Enrollment’

Page |34

Q Search

[II Dashboard
Q, Find Client

3 Intake - Self
Sufficiency

13 COVID-1? Intake

> 3 Client Profile

> 3 Family &
Contacts

v common
Assessments

3 Domestic
Violence

[ Barriers

3 Master
Assessments

2 Employment

23 Education -
Adult

|2 Education -
Child

3

javascript:void(0): B Financial

<

~
1‘ L Joey Test Male
3/4/1988

o

Clients / Joey Test's Dashboard

7565

Q7 -

Joey's Enroliments

Enroliment
v Current

@ P2p-circles soF
B Acuity List Detail
IE Edit Enroliment Workflow
A Add Family Member

Q, View Case Members

D Update/Annual Assessment

B Link Assessments

B Associated Assessments

Client ID

561-123-7777
Q

Ethnicity: Hispanic/Latin(a)(o)(x)

Case
Members

ier (Services Only) 1

BLL @ Exit the Enroliment

B Review Entry Assessments

B Delete Enroliment

Race:

8 results found.

Enroll Date!f  Exit Date

04/24/2023

09/13/2022

06/01/2022

4 results found.

Black, African American, or African

Case Manager

Organization

©--

~
@
Acuity List Detail? @
No
No
No
=
e




OUTCOME ENTRY & REPORTING: Homelessness

Individuals exit to Permanent Housing destinations

To enter Exit Destination information (cont.):

o Complete the Enrollment Exit (i.e. Exit Date, Destination, Exit Reason) and press “Save”
» Complete the Universal Data Assessment, the Barriers/Special Needs Assessment, and the Income

Assessment
» When complete, press “Finish” to close the workflow
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Q, Search

[II] Dashboard
Q, Find Client

3 Intake - Self
Sufficiency

13 COVID-19 Intake

> [3 Client Profile

> 3 Family &
Contacts

~[3 Common
Assessments

3 Domestic
Violence

3 Barriers

3 Master
Assessments

2 Employment

20 Education -
Adult

2 Education -
Child

3

javascript:void(0); B Financial

~

Clients / Joey Test's Dashboard

J Test 561-123-7777
oey Tes Vel A

HUD Program SPE 3/4/1088 7565

Exit

® Exit Enrollment

x

Enrollment Exit

O Exit Assessments
To exit the client from the Enroliment, enter the Exit Date and Destination

Il Pause X Cancel Exit Date:* 04/24/2023 |

Destination:* Staying or living with family, permanent tenure

Exit Reason: Completed Program

Case Manager Assignment: (i ]

End Case Assignment: i ]
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals exit to Permanent Housing destinations

To run a report to display Exit Destination:

» Ensure you are in the correct workgroup (HMIS User)
» Go to the Reports page in ClientTrack
» Click on ‘BNLs’ from the left panel and select “HMIS Active Client List”
» Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program, Head of Household — if applicable) and press ‘Report’
» When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data
» Within the report, look at the columns for Exit Destinations to identify which are considered ‘Permanent’
Q Search ¢ 1 HMIS Active Client List R
q < of2 > O RNC] M= =) fnd [Next . =B @
(**) Data Explorer
¥= Files on Server HNM Excel
B My Saved Reports | HMIS Active Client — By Name List Excel Data o
' Report Range: 4/1/2023 to 4/30/2023 FDF Excel Data )l ClientTrack~
v [J BNLs '
B HMISBNL Veterans I Report Criteriz Word
E HMIS Active Client List lepjmﬂype: ) Active at any point .
Active Client Filter: Report Glossary Active Client
> (3 HMIS Exports Organizations:
> (3 HMIS Reports Programs:
Client ID Client Name SSN Age Gender Race Ethnicity Veteran Status

> (3 Administrative Reports
> 3 Client Reports

> 3 Enroliment Reports

> 3 Referral Reports

> 3 Service Reports




OUTCOME ENTRY & REPORTING: Homelessness

Individuals do not return to homelessness
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This outcome is based on the client’s exit from the program and their reentry into the Homelessness system.

To enter Exit Destination information:

» Go to the client page in ClientTrack
» Click on the action dropdown “(...)” to the left of your client’s enrollment into your program and select ‘Exit

the Enrollment’

Q Search

[II Dashboard
Q, Find Client

3 Intake - Self
Sufficiency

13 COVID-1? Intake

> 3 Client Profile

> 3 Family &
Contacts

v common
Assessments

3 Domestic
Violence

[ Barriers

3 Master
Assessments

2 Employment

23 Education -
Adult

|2 Education -
Child

3

javascript:void(0): B Financial

<

~
1‘ L Joey Test Male
3/4/1988

o

Clients / Joey Test's Dashboard

7565

Q7 -

Joey's Enroliments

Enroliment
v Current

@ P2p-circles soF
B Acuity List Detail
IE Edit Enroliment Workflow
A Add Family Member

Q, View Case Members

D Update/Annual Assessment

B Link Assessments

B Associated Assessments

Client ID

561-123-7777
Q

Ethnicity: Hispanic/Latin(a)(o)(x)

Case
Members

ier (Services Only) 1

BLL @ Exit the Enroliment

B Review Entry Assessments

B Delete Enroliment

Race:

8 results found.

Enroll Date!f  Exit Date

04/24/2023

09/13/2022

06/01/2022

4 results found.

Black, African American, or African

Case Manager

Organization

©--

~
@
Acuity List Detail? @
No
No
No
=




OUTCOME ENTRY & REPORTING: Homelessness

Individuals do not return to homelessness

To enter Exit Destination information (cont.):

o Complete the Enrollment Exit (i.e. Exit Date, Destination, Exit Reason) and press “Save”
» Complete the Universal Data Assessment, the Barriers/Special Needs Assessment, and the Income

Assessment
» When complete, press “Finish” to close the workflow
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Q, Search

[II] Dashboard
Q, Find Client

3 Intake - Self
Sufficiency

13 COVID-19 Intake

> [3 Client Profile

> 3 Family &
Contacts

~[3 Common
Assessments

3 Domestic
Violence

3 Barriers

3 Master
Assessments

2 Employment

20 Education -
Adult

2 Education -
Child

3

javascript:void(0); B Financial

~

Clients / Joey Test's Dashboard

J Test 561-123-7777
oey Tes Vel A

HUD Program SPE 3/4/1088 7565

Exit

® Exit Enrollment

x

Enrollment Exit

O Exit Assessments
To exit the client from the Enroliment, enter the Exit Date and Destination

Il Pause X Cancel Exit Date:* 04/24/2023 |

Destination:* Staying or living with family, permanent tenure

Exit Reason: Completed Program

Case Manager Assignment: (i ]

End Case Assignment: i ]
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals do not return to homelessness

To run a report for Returns to Homelessness:

» Go to the Reports page in ClientTrack
» Click on ‘HMIS Reports’ from the left panel and select “System Performance Measures (2022)”
» Complete the necessary fields to obtain the report for your program (i.e. Measure to Run, Date range,
Organization, Program)
o Measure should be ‘Performance Measure 2’
o Note that when running this report, the date range should be two (2) years in the future based on
the beginning of the current fiscal year (i.e. if the current fiscal year starts on 10/1/2022 and ends on
9/30/2023, then the report dates should be 10/1/2024 to 9/30/2025)

(*) Data Explorer

iZ Files on Server HMIS 2022 System Performance Measures Report < @

> [ HMIS Exports

~ (3 HMIS Reports Measure to Run

& HUD Data Quality Report
Measure: * Performance Measure 2 v
PATH Annual Report (2019)

B PATH Annual Report (2020)

Date Range
I2* System Performance
Measures (2022) Indicate the time period for this report. Only records that fall within the date range you select will be included.

E» LsA 2021 Export Predefined Date Range: ~ -- SELECT -- v

HMIS Data Entry Timing

Report Service Date Between:*  10/01/2024 |and 09/30/2025 =] ‘

LSA Descriptor Quick Glance

> [ Administrative Reports Organ\zat\on[s)

Indicate which organizations should be included in the report by selecting each organization separately. or click the ¥ icon to select all. Note: The list only shows organizations
you are authorized to view.
Note: This filter only applies to the initial client universe.

> 3 Client Reports

> 3 Enrollment Reports

> O Referral Reports QOrganization(s): Filter by Organization(s)
v

> 3 Service Reports
Report Schedule Report | Cancel |
v R
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals do not return to homelessness

To run a report for Returns to Homelessness (cont.):

» Once complete, press “Report”
» When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data

n
Q search < HMIS 2022 System Performance Measures Report - = B 1@
- < 1 f 1 > v Sear Find | Next
% Data Explarer < ot > O = B ©®
¥= Files on Server Excel <« @
HMIS System Performance Measures 2022 Measure 2 v
Excel Data .
> 03 HMIS Exports 10/112024 to 913012025 A ClientTrack-
v 03 HMIS Reports Report Criteria: POF
© HUD Data Quality Report The following criteria have been utilized to filter te  Word | measure. Data from other organizations or programs may be
B PATH Annusl Report (2019) utilized for comparison data.
Organizations
B PATH Annual Report (2020)
Programs:
&2 System Performance Measures CoC No Filtering on CoC
(2022)
Measure 2a and 2b: The Extent to which Persons who Exit | to Housing Destinati Return to } within 6 to 12 months (and 24 months in a
B+ 1A 2021 Export separate calculation)
B HMIS Data Entry Timing Report Total Number Number Percentageof | Number Percentageof  Number Percentage of | Numberof  Percentage of
of Personswho  Returningto  Returnsinless Returningte Retunsfrom6 Returningto  Returnsfrom 13 Returnsin2 Returns in 2
B LSA Descriptor Quick Glance Exitedtoa  Homelessness than 6 Manths t0 12 Months t0 24 Months Years Years
Permanent  inlessthan6  (0-180days) from6to12 (181-365days) from13te24 (366 -730days)
> O3 Administrative Reports Housing  Menths (0- 180 Months (181 - Months (366 -
Destination (2 d 365 d: 730 d:
5> D3 Client Reports estinat u-ll( lays) ays) lays)
Years Prior)
> [3 Enrollment Reports mExit was from PH 7 0 0.00% 0 0.00% 0 0.00% 0 0.00%
5 03 Referral Reports TOTAL Returns to Homelessness 7 0 0.00% ] 0.00% 0 0.00% ] 0.00%
> 03 Service Reports
Stessy Cocerez
ClientTrack™ Reports Page 10of 1 4125/2023 222 PM
Organization(s): Filter by Organization(s)
- Schedule Report
javascriptuoid(D)
Insert  Pagelayout  Formulas Stessy Cocerez
128 - fx =
D E H 1 ] K L T u v w X e
1 | ExitToPH_EnrolllD ExitToPH_CaselD ExitToPH_EnrollDAte ExitToPH_ExitDate ExitToPH_Destination ProgramTypeGroup GroupOrder ReturnedUnder6Months Returned6tol2Months Returnedl3to24Months Inherited
2 10/22/2019 3/7/2023 Staying or living with family, permanent tenure  Exit was from PH 50 0 0 0
3 10/22/2019 3/7/2023 Staying or living with family, permanent tenure = Exit was from PH 50 0
a4 10/22/2019 3/7/2023 Staying or living with family, permanent tenure  Exit was from PH 50 o 1] o
5 11/15/2019 10/23/2022 Rental by client, no ongoing housing subsidy Exit was from PH 50 0 0 0
6 11/15/2019 10/27/2022 Rental by client, no ongoing housing subsidy Exit was from PH 50 0 0 0
7 11/15/2019 10/27/2022 Rental by client, no ongoing housing subsidy Exit was from PH 50 o 1] o
8 11/15/2019 10/27/2022 Rental by client, no ongoing housing subsidy Exit was from PH 50 0 0 0
Measure2 (O] [ 3
Ready H = 1 4 100%




OUTCOME ENTRY & REPORTING: Homelessness

Individuals remain in, or exit, to Permanent Housing locations
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This outcome is based on the client’s Exit Destination after leaving the program OR their current living status as

an enrollee in a Permanent Housing location.

To enter Exit Destination information:

» Go to the client page in ClientTrack

» Click on the action dropdown “(...)” to the left of your client’s enrollment into your program and select ‘Exit

the Enrollment’

Q, Search <

[0 Dashboard
Q, Find Client

3 Intake - Self
Sufficiency

13 COVID-19 Intake

> 3 Client Profile

> 3 Family &
Contacts

v common
Assessments

3 Domestic
Violence

3 Barriers

3 Master
Assessments

12 Employment

23 Education -
Adult

|2 Education -
Child

(2
javascriptvoid(0); B Financial v

A
i Joey Test
%@” sa/988 M 7565

Clients / Joey Test's Dashboard

561-123-7777
Q

w p— Ethnicity: Hispanic/Latin(a)(o)(x)
Joey's Enroliments
Case
Enroliment Members
v Current
@ P2p-circles soF 1
B Acuity List Detail
1
Il Edit Enrollment Workflow
A Add Family Member fer (Services Only) 1

Q, View Case Members

‘D Update/Annual Assessment
BB Link Assessments

B Associated Assessments

I Review Entry Assessments

W Delete Enroliment

Race:

8 results found.

Enroll Dateli  Exit Date

04/24/2023

09/13/2022

06/01/2022

4 results found.

Black, African American, or African

Case Manager

Organization

@ g
~
Z
Acuity List Detail? @
No
No
No
Z
o




OUTCOME ENTRY & REPORTING: Homelessness

Individuals remain in, or exit, to Permanent Housing locations

To enter Exit Destination information (cont.):

o Complete the Enrollment Exit (i.e. Exit Date, Destination, Exit Reason) and press “Save”
» Complete the Universal Data Assessment, the Barriers/Special Needs Assessment, and the Income

Assessment
» When complete, press “Finish” to close the workflow
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Q, Search

[II] Dashboard
Q, Find Client

3 Intake - Self
Sufficiency

13 COVID-19 Intake

> [3 Client Profile

> 3 Family &
Contacts

~[3 Common
Assessments

3 Domestic
Violence

3 Barriers

3 Master
Assessments

2 Employment

20 Education -
Adult

2 Education -
Child

3

javascript:void(0); B Financial

~

Clients / Joey Test's Dashboard

J Test 561-123-7777
oey Tes Vel A

HUD Program SPE 3/4/1088 7565

Exit

® Exit Enrollment

x

Enrollment Exit

O Exit Assessments
To exit the client from the Enroliment, enter the Exit Date and Destination

Il Pause X Cancel Exit Date:* 04/24/2023 |

Destination:* Staying or living with family, permanent tenure

Exit Reason: Completed Program

Case Manager Assignment: (i ]

End Case Assignment: i ]
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals remain in, or exit, to Permanent Housing locations

To run a report to display Exit Destination:

YV V V V

YV VY

Ensure you are in the correct workgroup (HMIS User)

Go to the Reports page in ClientTrack

Click on ‘BNLs’ from the left panel and select “HMIS Active Client List”

Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program, Head of Household — if applicable) and press ‘Report’

When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data
Within the report, look at the columns for Exit Destinations to identify which are considered ‘Permanent’
o Ifclientis still enrolled in a Permanent Housing program, they are also considered a positive
outcome
Q, search ¢ 1 HMIS Active Client List & O
< < h of2 > MO Olg. & Find [Net = B @
(®) Data Explorer
Y= Files on Server HM™ Excel
B My Saved Reports | HMIS Active Client — By Name List Frcel Data ),(
| Report Range: 4/1/2023 to 4/30/2023 oDE Excel Data A ClientTrack™
v [ BNLs '
B HMIS BNL Veterans I Report Criteriz Word
. . ) . Report Type: Active at any point
E HMIS Active Client List Acfwe(\)l:nt Filter: Rep:)rtGIDss;ij Active Client
> (3O HMIS Exports Organizations:
> (3 HMIS Reports Programs:
. . Client ID Client Name SSN Age Gender Race Ethnicity Veteran Status
> 3@ Administrative Reports
> 3 cClient Reports
> 3 Enrollment Reports
> 3 Referral Reports
> 3 Service Reports
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals maintain their Permanent housing after receiving financial assistance

This outcome is based on the client’s Exit Destination after receiving financial assistance. Clients should remain
open until the designated time period has passed to conduct a follow-up assessment. Once the follow-up
assessment is complete, the client should be exited from the program enrollment.

The financial assistance should be indicated as a service. Please follow directions on pages 5-6 for how to enter
services.

To enter Exit Destination information:

» Go to the client page in ClientTrack
» Click on the action dropdown “(...)” to the left of your client’s enrollment into your program and select ‘Exit
the Enrollment’

° X
e
0 Dast ‘ 7565
L]
&
w

Joey's Enroliments &

T3 covin-9
Case

Encoliment Members Envoll Date | Exit Date Case Manager Ovganization Acuity List Detail? o

v Current

© »2»-cucles sOR 1 04/24/2023 No

Sor (Services Only) 1 05/01/2022 No

CHU*R W N




OUTCOME ENTRY & REPORTING: Homelessness

Individuals maintain their Permanent housing after receiving financial assistance

To enter Exit Destination information (cont.):

o Complete the Enrollment Exit (i.e. Exit Date, Destination, Exit Reason) and press “Save”
» Complete the Universal Data Assessment, the Barriers/Special Needs Assessment, and the Income
Assessment
» When complete, press “Finish” to close the workflow

Page |45

Q Search < Clients / Joey Test's Dashboard
~
Joey Test 561-123-7777

HUD Program R %/4/1983 7565

Exit

[l Dashboard x

Q, Find Client & BT ETET = Enrollment Exit
O Intake - Self O Exit Assessments
Sufficiency

To exit the client from the Enroliment, enter the Exit Date and Destination.

13 COVID-19 Intake
-3 1 Pause X Cancel Exit Date:* 04/24/2023 |

ination:* Staying or living with family. permanent tenure
> [ Client Profile Destination: ying s} y. p

> [ Family & Exit Reason: Completed Program v

Contacts
Case Manager Assignment: Stessy Cocerez @

v Common

Assessments End Case Assignment: (i ]

3 Domestic
Violence
[ Barriers

[ Master
Assessments

2 Employment

23 Education -
Adult

2 Education -
Child

3

javascript:void(0); B Financial v
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals maintain their Permanent housing after receiving financial assistance

To run a report to display Exit Destination:

YV V V V

Ensure you are in the correct workgroup (HMIS User)

Go to the Reports page in ClientTrack

Click on ‘BNLs’ from the left panel and select “HMIS Active Client List”

Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,

Program, Head of Household — if applicable) and press ‘Report’

Y VYV

When the report populates, click on the save icon to reveal a dropdown and export the report to Excel Data
Within the report, look at the columns for Exit Destinations to identify which are considered ‘Permanent’

Q  Search

(**) Data Explorer
¥= Files on Server

B My Saved Reports

v [3J BNLs
B HMIS BNL Veterans
B HMIS Active Client List
> (3 HMIS Exports
> 3 HMIS Reports
> (3 Administrative Reports
> [ Client Reports
> 3 Enroliment Reports

> [ Referral Reports

> 3 Service Reports

HMIS Active Client List R — I
q < h of2 > NENORNS) ol = fnd [Next . = OB @
Excel
HMIS Active Client - By Name List Excel Data .
Report Range: 4/1/2023 to 4/30/2023 PDF Excel Data ){C | | er‘ltTraC‘( )

Report Criteria Word

Report Type:

Active at any point

Active Client Filter: Report Glossary Active Client

Organizations:

Programs:

Client ID Client Name SSN Age Gender Race Ethnicity Veteran Status
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OUTCOME ENTRY & REPORTING: Homelessness

Individuals will receive a bus ticket to return home to their family and will not reenter the Palm Beach County
Homeless system

To run a Service Summary report:

» Go to the Reports page in CT

» Select ‘Service Reports’

» Select ‘Service Summary’

» Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program) and press ‘Report’

> [0 HMIS Exports Service Summary Report <9

> [3O HMIS Reports
Date Range

> [ Administrative Reports
Indicate the time period for this report. Only records that fall within the date range you select will be included.

> (3 Client Reports

> 3 Enrollment Reports Predefined Date Range: Current Month

v
> 03 Referral Reports Service Date Between:*  04/01/2023 and 04/30/2023 |
v [ Service Reports

E Freguently Served Clients

E Service Summa Indicate which organizations should be included in the report by selecting each organization separately. or click the ¥ icon to select all. Note: The list only shows organizations you are
rvice Su
i authorized to view.

B Zip Code & County

Organization(s)

Adopt-A-Family of the Palm Beaches, Inc.

I3

§ Clients Served Organization(s):
American Association of Caregiving Youth

§ Reason for Service Boys Town South Florida

Center for Child Counseling

Prmbarfan Famails Caminnn nf ADA Tan

§ Service Demographic Totals

§ Family Demographics Totals Program(s)

B
B
B Family Size & Income
B
[}

E Service By Provider Check the box to limit report results by selected programs. When checked. the list displays programs that belong to the organizations you selected above. Indicate which programs should be
included in the report by selecting each program separately, or click the ¥ icon to select all

B Turn Away Reason

W Household Composition Program(s): Filter by Program(s) (i ]

B Report Schedule Report
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Example of a Service Summary report

Service Summary

\J
4
7/112024 to 9/30/2024 )‘ ClientTrack~
Report Criteria
Organizations:
Programs:
First Time Served: N/A
Undu * Total <
Servic + p- Children * Individua
e Total + Client in Adultsin + Seniorsin +  Isin
Service + Entries Units +  Value s Families + Families  Families Families Families
Client Achieved Long-term 7 7.00 $0.00 5 5 0 4 1 5
Goal
Duplicated Total 7 7.00 $0.00 5 5 0 4 1 5
Total
Service Undup. Children in Adults in  Seniors in Individuals
Entries Units Total Value Clients Families Families Families Families in Families
Unduplicated Totals 7 7.00 $0.00 5 5 0 4 1 5
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OUTCOME ENTRY & REPORTING: Behavioral Health

Individuals will improve their level of functioning on post-assessment score compared to the pre-assessment
baseline score on the Behavioral Health Assessment (BHA)

This outcome is based on the Behavioral Health Assessment tool. At least two (2) assessments are necessary in

order to assess a change.

To complete the Behavioral Health Assessment:

» Go to the client page in ClientTrack

» Click on “Common Assessments” from the left pane, then click on “Behavioral Health”

Q, Search

13 COVID-19 Intake

> [3 Client Profile

> 3@ Family & Contacts

IV O common Assessments I

[ Domestic Violence

3O Barriers

3 Master Assessments
3 Employment

2 Education - Adult

|2 Education - Child

&R Financial Assessments

[ Behavioral Health

[3 Universal Data

3 Financial Evaluation

Clients / Joey Test's Dashboard

i Joey Test
o 5 Male
% 3/4/1988

Joey's Enroliments

561-123-7777

7565
Joey Test's Dashboard
Joey Test's Information
Name:
Gender:
Ethnicity:

LCaco

Test. Joey

Male

Hispanic/Latin(a)(0)(x)

&

Birth Date: 3/4/1988 Age: 35

Veteran: No

Race: Black, African American, or African

Z

8 results found.
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OUTCOME ENTRY & REPORTING: Behavioral Health

Individuals will improve their level of functioning on post-assessment score compared to the pre-assessment
baseline score on the Behavioral Health Assessment (BHA)

To complete the Behavioral Health Assessment (cont.):

» Click on “Add New”
o Complete all the necessary fields (i.e. Program, Assessment Date, Assessment Type, Baseline or
Followup, Score)
o To ensure you are completing the correct assessment, please make sure to select ‘BHA’ from the
Assessment Type dropdown
» For followup assessments, repeat the aforementioned steps with updated Dates, Types, Baseline or
Followup, and Score.

Q Search < Clients / BHA Overview / Behavioral Health @ fay
~ A J Test 561-123-7777
13 COVID-19 Intake (BN~ JoeyTest -123- A
’ )7 3/4/1988 7565 i
> [ Client Profile Behavioral Health < B
> (3 Family & Contacts
~ [0 Common Assessments Program:* | -- SELECT -- v
3 Domestic Violence Assessment Date: * |
[ Barriers
Assessment Type:* --SELECT-- v~
[0 Master Assessments
Baseline Or Followup:* --SELECT-- v
B Employment
2 Education - Adult Seore:®
2 Education - Child Total Change :
&R Financial Assessments
[0 Behavioral Health
v
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OUTCOME ENTRY & REPORTING: Behavioral Health

Individuals will improve their level of functioning on post-assessment score compared to the pre-assessment
baseline score on the Behavioral Health Assessment (BHA)

To run a report for the Behavioral Health Assessments:

» Go to the Reports page in ClientTrack
» Click on ‘Data Explorer’ from the left panel and de-select “Only Show My Questions”

o Inthe search field, type in “BH” and press enter

o Click the stacked paper icon to the left of the report to make a copy of the ‘BH Assessments and
Client Demos’ report (by SCocerez created on 4/24/2023); rename as you wish

o Under “Which records do you want to include?”, only adjust the dates and the Program Name; leave

the rest of the setup as is.

() Data Explorer

= Files on Server BH Assessments and Client Demos

v What interests you today?

> [ HMIS Exports ) )
Enroliment = ~ ‘Zm | Lall Behavioral Health ~
> [J HMIS Reports L \
=3l Client A: ment v

> [3 Client Reports

> 3 Enroliment Reports v What do you want to know?

>
D Referral Reports Created by Organization Grant ciient D | Enroll Date || Exit Date || Destination at Exit || Still Enrolled | Full Name [| Birth Date
> [ Service Reports w ) . o - .
Gender | Race | Ethnicity [j Veteran Status | Zip Code J| Assessment J Assesssment Date J| Baseline or Follow Up J| Score | Total Change [l Living Situation

v Which records do you want to include?

m Program H Program Name ‘ + H X ‘
m Assesssment Date MOVZOZZ‘ ]
m[ Assessment D;H '09/30/2023' H + H X ‘

B0 -

‘ Start Over ‘
L v

| Reset Filters ‘




OUTCOME ENTRY & REPORTING: Behavioral Health
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Individuals will improve their level of functioning on post-assessment score compared to the pre-assessment

baseline score on the Behavioral Health Assessment (BHA)

To run a report for the Behavioral Health Assessments (cont.):

» After you click “Show Me”, export the resulting report to ‘Excel Data’ by clicking the download icon to the
top right of the report popup

Export Data Explorer BH Assessments and Client Demos 2023-04-24 - Excel = -
Page layout Formulas Data Review View FoxitPDF ACROBAT ) Tell me what you want to do... Stessy Cocerez Fjr Share
S$3¢ I v
C D E F M N o] P Q R S -
1 Enroll Date | = Exit Date ~ Destination at Exit  ~ still Enrolled | ~ Assessment | ~ Assesssment Date | ~ Baseline or Follow Up | ~ Score | ~ Total Change | ~ Living Situation | ~
2 2/3/2023 Yes BHA 1/12/2023 Baseline 24 Client doesn't know
3 2/25/2022 5/10/2022 Data not collected No BHA 1/12/2023 Baseline 19
4 2/3/2023 Yes BHA 1/12/2023 Baseline 19
5 1/13/2022 4/25/2022 Data not collected No BHA 1/11/2023 Baseline 18
6 1/31/2023 Yes BHA 1/11/2023 Baseline 18
7 2/25/2022 5/10/2022 Data not collected No BHA 1/12/2023 Baseline 19
8 2/3/2023 Yes BHA 1/12/2023 Baseline 19
9 1/13/2022 4/25/2022 Data not collected No BHA 1/11/2023 Baseline 18
10 1/31/2023 Yes BHA 1/11/2023 Baseline 18
11 2/3/2023 Yes BHA 1/12/2023 Baseline 24 Data not collected
12 2/3/2023 Yes BHA 1/12/2023 Baseline 24 Data not collected
13 12/8/2022 Yes BHA 12/8/2022 Baseline 20 Data not collected
14 2/24/2023 Yes BHA 2/22/2023 Baseline 20 Data not collected
15 10/11/2022 Yes BHA 10/11/2022 Baseline 27 Data not collected
16 10/11/2022 Yes BHA 10/11/2022 Baseline 14 Data not collected
17 10/11/2022 Yes BHA 10/11/2022 Baseline 14
18 12/7/2022 Yes BHA 12/7/2022 Baseline 25 Data not collected
19 12/8/2022 Yes BHA 12/8/2022 Baseline 20
20 2/6/2023 Yes BHA 1/12/2023 Baseline 23
21 1/24/2023 Yes BHA 1/12/2023 Baseline 23
22 1/13/2022 4/25/2022 Data not collected No BHA 1/11/2023 Baseline 18 Data not collected
23 1/31/2023 Yes BHA 1/11/2023 Baseline 18 Data not collected
24 2/28/2023 Yes BHA 10/11/2022 Baseline 11 Data not collected
25 1/25/2023 Yes BHA 1/17/2023 Baseline 19 Data not collected
26 3/2/2023 Yes BHA 10/20/2022 Baseline 31 Data not collected
27 10/11/2022 Yes BHA 10/11/2022 Baseline 27
28 2/3/2023 Yes BHA 1/12/2023 Baseline 24 Data not collected
29 2/3/2023 Yes BHA 1/12/2023 Baseline 11 Data not collected
30 2/3/2023 Yes BHA 1/12/2023 Baseline 24 Data not collected
(&) 1 »
Read HH g - 1 + 81%
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OUTCOME ENTRY & REPORTING: Behavioral Health

Individuals will improve their level of functioning score as measured by a decrease score of at least 1 point on the
CFARS/FARS from their baseline score at admission within the fiscal year

This outcome is based on the CFARS/FARS assessment tool. At least two (2) assessments are necessary in order to

assess a change.

To complete the CFARS/FARS assessment:

» Go to the client page in ClientTrack

» Click on “Common Assessments” from the left pane, then click on “Behavioral Health”

Q, Search

13 COVID-19 Intake

> [3 Client Profile

> 3@ Family & Contacts

IV O common Assessments I

[ Domestic Violence

3O Barriers

3 Master Assessments
3 Employment

2 Education - Adult

|2 Education - Child

&R Financial Assessments

[ Behavioral Health

[3 Universal Data

3 Financial Evaluation

Clients / Joey Test's Dashboard

i Joey Test
o 5 Male
% 3/4/1988

Joey's Enroliments

561-123-7777

7565
Joey Test's Dashboard
Joey Test's Information
Name:
Gender:
Ethnicity:

LCaco

Test. Joey

Male

Hispanic/Latin(a)(0)(x)

&

Birth Date: 3/4/1988 Age: 35

Veteran: No

Race: Black, African American, or African

Z

8 results found.
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OUTCOME ENTRY & REPORTING: Behavioral Health

Individuals will improve their level of functioning score as measured by a decrease score of at least 1 point on the
CFARS/FARS from their baseline score at admission within the fiscal year

To complete the CFARS/FARS (cont.):

» Click on “Add New”
o Complete all the necessary fields (i.e. Program, Assessment Date, Assessment Type, Baseline or
Followup, Score)
o To ensure you are completing the correct assessment, please make sure to select ‘CFARS’ or ‘FARS’
from the Assessment Type dropdown
» For followup assessments, repeat the aforementioned steps with updated Dates, Types, Baseline or
Followup, and Score.

Q Search < Clients / BHA Overview / Behavioral Health @ fay
~ A J Test 561-123-7777
13 COVID-19 Intake (BN~ JoeyTest -123- A
’ )7 3/4/1988 7565 i
> [ Client Profile Behavioral Health < B
> (3 Family & Contacts
~ [0 Common Assessments Program:* | -- SELECT -- v
3 Domestic Violence Assessment Date: * |
[ Barriers
Assessment Type:* --SELECT-- v~
[0 Master Assessments
Baseline Or Followup:* --SELECT-- v
B Employment
2 Education - Adult Seore:®
2 Education - Child Total Change :
&R Financial Assessments
[0 Behavioral Health
v
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OUTCOME ENTRY & REPORTING: Behavioral Health

Individuals will improve their level of functioning score as measured by a decrease score of at least 1 point on the
CFARS/FARS from their baseline score at admission within the fiscal year

To run a report for the CFARS/FARS:

» Go to the Reports page in ClientTrack
» Click on ‘Data Explorer’ from the left panel and de-select “Only Show My Questions”

o Inthe search field, type in “BH” and press enter

o Click the stacked paper icon to the left of the report to make a copy of the ‘BH Assessments and
Client Demos’ report (by SCocerez created on 4/24/2023); rename as you wish

o Under “Which records do you want to include?”, only adjust the dates and the Program Name; leave

the rest of the setup as is.

() Data Explorer

= Files on Server BH Assessments and Client Demos

v What interests you today?

> [3 HMIS Exports ) )
Enroliment = ~ ‘Zm | Ll Behavioral Health ~
> [J HMIS Reports L \
=3l Client A: ment v
> O Client Reports

> 3 Enroliment Reports v What do you want to know?

>
D Referral Reports Created by Organization Grant ciient D | Enroll Date || Exit Date || Destination at Exit || Still Enrolled | Full Name [| Birth Date
> [ Service Reports w ) . o - .
Gender | Race | Ethnicity [j Veteran Status | Zip Code J| Assessment J Assesssment Date J| Baseline or Follow Up J| Score | Total Change [l Living Situation

v Which records do you want to include?

m Program H Program Name ‘ + H X ‘
m Assesssment Date MOVZOZZ‘ ]
m[ Assessment D;H '09/30/2023' H + H X ‘

B0 -

‘ Start Over ‘
L v

| Reset Filters ‘
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Individuals will improve their level of functioning score as measured by a decrease score of at least 1 point on the
CFARS/FARS from their baseline score at admission within the fiscal year

To run a report for the CFARS/FARS (cont.):

» After you click “Show Me”, export the resulting report to ‘Excel Data’ by clicking the download icon to the
top right of the report popup

Export Diskar Explorsr 2H Assmanimibs and Chmnl Dumen H23-04-25 (Tha b - Facel
Forrmala Cuta Rovie: Yiowr Feail FOF 2 Todl e whast o manl L e
wib v
E F G H P qQ R 5 T v =
1 Enrcll Date Exit Date Destination at Exit 5till Enralled Aszessment Assesssment Date Baseline or Follow Up SCore latal Change Living Situation
2 Bf15/2022 1/10/2023 Data not collected M CFARS 1/13/2023 Followup 21 -7
3 6/15,/2022 1172023 Data not colleciesd Mis CFARS 1/17/2023 Followup 1 -7
4 BSS2022 11752023 Data nnt collected Mex CFARS 117/2023 Fnllnwup " -7
5 | Gf15/2022 1/17/2023 Data not collected Mo CFARS 11772023 Followup 2 7
7] bflo/2022 L1023 Data not collected N CHARS L14/e0ds Follawup 21 !
7 B/15,/2022 1/13/2023 Data not collected Mo CFARS 1/13/ /2023 Followup Z1 -7
a 12172022 10,/18/2022 Drata not collected Mix CrARS 10/18/2032 Followup 30 -B
q 10412021 11772077 Data nnt collected Miw CFARS 11747077 Frllnwup d | -17
10 104172021 Data not collected M CFARS 11/7/2032 Followup 21 i7
11 10/1/2021 11/0a022 Data not collected ] CRARS 11/3/2022 Followup 21 -17
1z 10/1/2021 11/0/2022 Data not collected Wiy CFARS 11/3/2032 Followup 21 -7
13 10/1/2021 11772022 Data nol collecied M CraRs 11742022 rollowup 21 -17
14 10412021 11/7/2022 Data not collected Mex CFARS 1/7/2037 Falkawup s | -17
15| 104172021 11/7/2022 Cata not collected N CFARS 11/7/2022 Followup 21 17
10 10/1/2021 1132022 Data mot collected Mo CFARS 11378022 Faollowup 21 -17
17 104172021 1182022 Data not collected M CEARS 11372022 Followup 21 -1
1E 10/1,/2021 11772022 Data not collected M CraRSs 11/7/2022 Followup 21 -17
19 10412021 11772022 Data nnt collected Mex CFARS 1172027 Followup b | -17
n 10412021 11/7/2022 Data not collected W CFARS 11772022 Followup pal iv
21 Fi1sfa022 3 16/2023 Data not collected N CRARS 31672023 Followup 20 -33
Fr 101920 Yag CFARS 10/ 26 2022 Baseline 58
23 ES1IES2022 3/3/2023 Data not collected M CraRs 3/3/2021 rollowup 24 -18
74 EXEl Ve CFARS 3701 Raseline A3 Data not collercted
25 1/25/2022 2z Clata not collected Mo CFARS /23023 Fallowup 18 10
26 35203 Yas CFARS 3/21/2023 Baseline 28 Data not cellected
£ bf15/2022 2024/2023 Data not collected N CEARS 2/24/2023 Followup 0 -7
2B 1072022 3102023 Data not collecied M CraRs 11/7/2022 Dasaline 26
] 10/772022 302023 Data nnt collected Mex CFARS AM0/2033 Folkaeup s | -5
0 1072022 302023 Cata not collected M CFARS 1025/ 2022 Bascline 27
0 .
Feed B m + 120
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OUTCOME ENTRY & REPORTING: Behavioral Health

Program participants (families or youth) will receive a warm transfer to supportive services based on their
designated plan during the fiscal year

This outcome is based on services (see section on how to enter services). The outcome is a proxy measured from
the referral/supportive services entered into the database.

To run a Service Summary report:

» Go to the Reports page in CT

» Select ‘Service Reports’

» Select ‘Service Summary’

» Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program) and press ‘Report’

> 03 HMIS Exports Service Summary Report -

> 3 HMIS Reports
Date Range

> O Administrative Reports
Indicate the time period for this report. Only records that fall within the date range you select will be included.

> 3 Client Reports

> 03 Enroliment Reports Predefined Date Range: Current Month v

> [ Referral Reports Service Date Between:*  04/01/2023 =] |and 04/30/2023 D| |

v 3 Service Reports

a Frequently Served Clients

E Service Summa Indicate which organizations should be included in the report by selecting each organization separately, or click the ¥ icon to select all. Note: The list only shows organizations you are
rvice Su
i authorized to view.

Organization(s)

B Zip Code & County
B Clients Served Organization(s): * Adopt-A-Family of the Palm Beaches. Inc. v
American Association of Caregiving Youth

E Reason for Service Boys Town South Flarida

N Center for Child Counseling
B Family Size & Income e e
E Service Demographic Totals
B Family Demographics Totals Program(s)

. . eck the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected above. Indicate which programs should be
B Service By Provider Check the box to limit t Its by lected Whi hecked, the list displ; that bel to th t lected abi Indicate which hould b

included in the report by selecting each program separately. or click the ¥ icon to select all

B Turn Away Reason
B Household Composition Pragram(s): Filter by Program(s) e

| [ Schedule Report ‘ Cancel
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Example of a Service Summary report

Service Summary

®
7/1/2024 to 9/30/2024 ){ ClientTrack"

Report Cniteria:

Organizations:
Programs:

First Time Served: N/A

Undu * Total =

Servic + P Children Individua

e Total < Client in Adultsin® Seniorsin +  Isin

Service + Entries Units +  Value 3 Families + Families Families Families Families

Client Achieved Long-term_ F 7.00 $0.00 5 5 0 4 1 5
Goal

Duplicated Total 7 7.00 $0.00 5 5 0 4 1 5

Total
Service Undup. Children in Adults in  Seniors in Individuals
Entries Units Total Value Clients Families Families Families Families in Families
Unduplicated Totals 7 7.00 $0.00 5 5 0 4 1 5
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OUTCOME ENTRY & REPORTING: Strategic Partnerships

Individuals will receive a bus ticket to return home to their family and will not reenter the Palm Beach County
Homeless system

This outcome is based on services (see section on how to enter services). The outcome is a proxy measured from
the transportation services entered into the database. The transportation service should be entered when issued
and a follow-up service indicating whether they are Stably Housed or Not Stably Housed should be inputted when
the follow-up is conducted.

Due to the nature of this outcome, the client should also be exited from ClientTrack once the follow-up is
complete.

To enter Exit Destination information:

» Go to the client page in ClientTrack
» Click on the action dropdown “(...)” to the left of your client’s enrollment into your program and select ‘Exit
the Enrollment’

(0 Da A 7565
-]
jru]
w

Q- , ww Ethaicty.  Hispank/L . Ra Back. Af o X

Joey’s Enroliments 4
=
Case
Encoliment Members  Enroll Date |} Exit Date  Case Manager Ouganization Acuity List Detait? O

v Cunr

° P29 - Circles SOFI 1 04/24/2023 Stessy Coceror Patherys to Prosperity

bor (Services Only) 1 04/01/2022 Esianna Pierre Loun Pain Beach County BCC - Lead No

P2 e m

RIY 0 Exit the Ervoliment =
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OUTCOME ENTRY & REPORTING: Strategic Partnerships

Individuals will receive a bus ticket to return home to their family and will not reenter the Palm Beach County
Homeless system

To enter Exit Destination information (cont.):

o Complete the Enrollment Exit (i.e. Exit Date, Destination, Exit Reason) and press “Save”
» Complete the Universal Data Assessment, the Barriers/Special Needs Assessment, and the Income
Assessment
» When complete, press “Finish” to close the workflow

Q Search < Clients / Joey Test's Dashboard @ Ja
~ Joey Test 561-123-7777
HUD Program ddl il Male e fa
I Dashboard . g X 1) 3/4/1988 7565
Exit :
Find Client i <
Q & BT EET I Enrollment Exit =
B Intake - Self QO Exit Assessments
Sufficiency . - e
To exit the client from the Enroliment, enter the Exit Date and Destination.
13 COVID-19 Intake
1 Il Pause X Cancel Exit Date:* 04/24/2023 |
ination:* Staying or living with family, permanent tenure v
> 03 Client Profile Destination: ying 9 y. p
> [ Family & Exit Reason: Completed Program v

Contacts
Case Manager Assignment: Stessy Cocerez @

v[3 Common

Assessments End Case Assignment: (i ]

3 Domestic
Violence

3 Barriers

[ Master
Assessments

2 Employment

2 Education -
Adult

2 Education -

Child
:

javascript:void(0); B Financial v
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OUTCOME ENTRY & REPORTING: Strategic Partnerships

Individuals will receive a bus ticket to return home to their family and will not reenter the Palm Beach County
Homeless system

To run a Service Summary report:

» Go to the Reports page in CT

» Select ‘Service Reports’

» Select ‘Service Summary’

» Complete the necessary fields to obtain the report for your program (i.e. Date range, Organization,
Program) and press ‘Report’

> [0 HMIS Exports Service Summary Report <9

> [3O HMIS Reports
Date Range

> [ Administrative Reports
Indicate the time period for this report. Only records that fall within the date range you select will be included.

> (3 Client Reports

> 3 Enrollment Reports Predefined Date Range: Current Month v

> [ Referral Reports Service Date Between:*  04/01/2023 =] |and 04/30/2023 | |

v [3J Service Reports

E Freguently Served Clients

E Service Summa Indicate which organizations should be included in the report by selecting each organization separately. or click the ¥ icon to select all. Note: The list only shows organizations you are
rvice Su
i authorized to view.

B Zip Code & County

Organization(s)

Adopt-A-Family of the Palm Beaches, Inc.

&

§ Clients Served Organization(s):
American Association of Caregiving Youth

§ Reason for Service Boys Town South Florida

Center for Child Counseling

Prmbarfan Famails Caminnn nf ADA Tan

§ Service Demographic Totals

§ Family Demographics Totals Program(s)

B
B
B Family Size & Income
B
[}

E Service By Provider Check the box to limit report results by selected programs. When checked. the list displays programs that belong to the organizations you selected above. Indicate which programs should be
included in the report by selecting each program separately, or click the ¥ icon to select all

B Turn Away Reason

W Household Composition Program(s): Filter by Program(s) (i ]

BReport || BSchedule Report ‘ Cancel |
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Example of a Service Summary report

Service Summary

L J
71112024 to 9/30/2024 )l( ClientTrack"

First Time Served: N/A

Report Criteria:

Organizations:

Programs:

Undu * Total =

Servic + P Children * Individua

e Total < Client in Adultsin® Seniorsin *  Isin

Service + Entries Units +  Value s Families + Families Families Families Families

Client Achieved Long-term_ 7 7.00 $0.00 5 5 0 4 1 5
Goal

Duplicated Total 7 7.00 $0.00 5 5 0 4 1 5

Total
Service Undup. Children in Adults in  Seniors in Individuals
Entries Units Total Value Clients Families Families Families Families in Families
Unduplicated Totals 7 7.00 $0.00 5 5 0 4 1 5
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ENTERING OUTCOME ACHIEVEMENTS in HMIS/CMIS

Q, Search

Q. Find Client
T3 Intake
B coviD-19 Intake

# COVID-19 Vaccine Intake

» 33 Profile

1. Click on Client Dashboard

> O Commaon Assessmaents

» O Other Assessments

c—:ﬂ} Determine Refarral ElgibDility

O Enrcliments

2. Click on “Enrollment and Services”

3. Click on “Services”

4% Housing Program Eligibility and Awvailability
@ qu
aa* Referrals
=] CES
» [ RHY Assessments

*» [ SPDAT Assessments




4. Click on “Add New Service”

5. Add Enrollment, Grant, Services

- Follow Up Service (Outcome

Achieved, Not Achieved)

4

Enter the informatien about the service provided to the client below.

) Enoimont:*

Grant:

E—
IEE——

Date:*

Units Of Moasure: *

Units:*

Unit Value:*

Total:

User Performing the Service:

Comments:

Service:*
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Family Income:

[#]

No Recent Income
Family Members 3

Poverty Level 52.151.67

--SELECT-- W
AACY - Caregiving Youth Project w
Follow Up Service: Outcome Achieved v

T/05/2024 =]

Diliars
Mirutes
O Count

Hours
100
50.00

S0u00

Joanna Reid E
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0

Family Members 3

6. Add Enrollment, Grant, Services

- Follow Up Service (Stably " o [
Housed, Unstably Housed) S ——" “e

0 1/05/2024 ]
) t Mo ars
Minutes
©Count
Ho
) 100
0.00
ota
se 1 '] a oid Q
omm
Restriction
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CONTACTS —

The Strategic Planning, Research, and Evaluation (SPRE) Team is tasked with collecting Outcome Quarter Reports
and the supplemental data reports (to verify the numbers reported on the report and to ensure data entry into
the assigned database is being done accurately). Each Strategic Planning and Performance Analyst Il has been
assigned a set group of programs to oversee in regards to the Quarter Reports. Feel free to reach out to your
assigned SPRE member for any technical assistance as well.

Please submit Quarter Reports to the SAMIS Portal https://Ixm.cc/5jhnw0

All other questions please your assigned Program Evaluator and CSD-ContractsManager email (CSD-
ContactsManager@pbcgov.org).

Please note that Quarter Reports and their supplemental data reports are due by the following dates within the
fiscal year:

> Quarter 1: January 15%
> Quarter 2: April 155

> Quarter 3: July 15t

> Quarter 4: October 15

NOTE: If the 15" falls on a weekend or a holiday, the due date will be the following business day.

Thank you


https://lxm.cc/5jhnw0
mailto:CSD-ContactsManager@pbcgov.org
mailto:CSD-ContactsManager@pbcgov.org

