CITY ESG/CDBG
DRAFT WORKFLOW 2013

** Wherever data entry occurs, carefully monitor the

Client’s identity for correct spelling of names, SS#, and DOB. **

STEP ONE: Click ‘ClientPoint’ (left hand side) 

a. Enter the client’s first and last name 

b. Click Search (search results appear at the bottom of screen).  

c. If an existing client, click the Edit Pencil from the results list to select.

d. If client’s name does not appear on the search results, ENTER LAST FOUR DIGITS OF SSN AND click Add New Client with this Information.  (Page refreshes and screen is on Client Profile tab)
 STEP TWO: Create a Household (if applicable)  If you do not have the names of all the household members at the time of screening then just create a household of 1 and enter the actual HH type (DO NOT create a HH if client is Single)
a. Click the Household tab.
b. Click the Start New Household button.
c. Answer questions: HH Type, HoH, Relationship to HoH, and Date Entered (if not already in backdate). Do not enter a Date Removed (unless the individual leaves the household).
d. Click Save.
e. Create remainder of HH members – Skip (e-k) if you don’t know this information at the time of screening.
f. Enter the HH member’s First and/or Last Name and/or partial SSN.

g. Click Search (search results appear at the bottom of screen).  

· If an existing client, click the Edit Pencil from the results list to select.

· If client’s name does not appear on the search results, click Add New Client with this Information. 
h. Answer questions about HH member:  HoH, Relationship to HoH, and Date Entered (if not already in backdate). Do not enter a Date Removed (unless the individual leaves the household).
i. Click Save.
j. Continue this cycle until all HH members have been added to the HH.

k. Click Exit when finished adding all HH members.

STEP THREE: Grant a Release of Information to Turn on Internal Sharing (Informed Consent) and/or External Sharing (Sharing QSOBAA)

a. Click the ROI tab.
b. Click Add Release of Information.
c. If HH members are present, click Check all HH Members (or click the check box(es) individually) to include them in the release.
d. Provider: defaults to the location the ROI are being added.

e. Granted = Yes.  Start date = Screening Interview date (if not already in backdate).  End date = Client determined.  Documentation = XXX (most common: Signed Statement from Client)

f. Click Save Release of Information.
Add Additional HH members (if applicable and not done at time of screening)
a. Click the Household tab.
b. Click the Edit Pencil next to HH Type .
c. Enter the HH member’s First and/or Last Name and/or partial SSN.

d. Click Search (search results appear at the bottom of screen).  

e. If an existing client, click the Edit Pencil from the results list to select.

f. If client’s name does not appear on the search results, click Add New Client with this Information. 

g. Answer questions about HH members:  HoH, Relationship to HoH, and Date Entered (if not already in backdate)

h. Click Save.
i. Continue this cycle until all HH members have been added to the HH.

j. Click Exit when finished adding all HH members.

IF Additional HH Members Were Added (from Step #3 above), Add a 2nd ROI to Include All Members
a. Click the ROI tab.
b. Click Add Release of Information.
c. If HH members are present, click Check all HH Members (or click the check box(es) individually) to include them in the release.
d. Provider: defaults to the location the ROI is being added.

e. Granted = Yes.  Start date = Initial Screening Date (if not already in backdate).  End date = Client determined.  Documentation = XXX (most common: Signed Statement from Client)

f. Click Save Release of Information.
Recording An ESG Intake in HMIS 
(Complete once the client is determined eligible for services –includes clients who will be receiving financial assistance as well as those who will only be receiving housing relocation and stabilization services).

STEP FOUR: Add a Program Entry (to document the SSVF Intake Assessment) and complete household data sharing
a. Click the Entry/Exit tab to create a program Entry (this is what makes the HPRP reports work!)

b. Click Add Entry/Exit.
c. If HH members are present, click Check all HH Members (or click the check box(es) individually), to include them in the program entry.
d. Provider: defaults to the location the Program Entry is being added.
e. Type of Entry: HUD
f. Enter the Entry Date = Date of Initial Screening (or combined screening/intake) 

g. Click Save & Continue.  Page refreshes.  
h. If you are working with a household:

· Click on Add HH Data button.  Click Check all HH Members (or click the Check Box(es) individually).Answering questions on this assessment will cross-populate other household member’s records that you selected.  
· Save & Exit button. Window closes and takes you back the HPRP Intake Assessment.
STEP FIVE:   ESG Intake Entry Assessment 

	
	Specific Steps (1-16)

	1.
	From the ClientPoint tab, click on Entry/Exit TAB 
on the ClientPoint Profile screen. The Entry/Exit window displays.

	2.
	Click Add Entry/Exit.  

	3.
	To include Household members on the entry, click box beside each name.

	4.
	Make sure the provider is correct.

	5.
	In the Type field, select HUD.

	6.
	Enter the correct program entry date.  Use the date of the CITY ESG/CDBG INTAKE

	7.
	Click on Save.  

	8.
	Click on the Add Household Data button. Check box for the other household members. When the Household data questions are answered, they will cross-populate to all other household members who were checked.  Answer only questions in red.

	9.
	In the Is Client Homeless field, select an option.

	10.
	In the Housing Status field, select an option.

	11.
	In the Is Client Chronically Homeless field, select an option.

	12.
	In the Prior Living Situation field, select an option.

	13.
	In the Length of Stay field, select an option.

	14.
	In the Zip code of Last Permanent Address field, enter the zip code of the client’s last permanent address.

	15.
	In the Zip Code Data Quality field, enter an option.

	16.
	Click on Save and Close. You may have to click on Save again on the Program Entry screen.


Step 6: Entering the Clients into a Program: Completing the CITY ESG/CDBG Housing Assessment INTAKE
	
	Specific Steps (1-47)

	1.
	From the  program entry screen (SCROLL DOWN
If kicked out go to Entry/Exit ((select pencil next to HOH to get in)

	2.
	In the Gender field, select an option.

	3.
	In the Date of Birth field, enter the client’s birthdate.

	4.
	In the Date of Birth type, enter an option.

	5.
	In the Ethnicity field, select an option (Notice that the ethnicity defaults to the head of household’s race; change if necessary.)

	6..
	In the Primary Race field, select an option. 

	7.
	In the Secondary Race field, select an option if applicable.

	8.
	In the Health condition compared to people your age field, select an option.

	9.
	Answer pregnancy questions, if applicable.

	10.
	In the Do you have a disability of long duration field, select an option.

	DISABILITY SUBASSESSMENT

	11.
	If the client has a disability, in the Disabilities section, click the ADD button.

	12.
	In the Disability Type field, select an option

	13.
	In the Disability determination field, select an option.

	14.
	In the Currently receiving services or treatment field, select an option.

	15.
	In the Above condition is going to be long term? field, select an option. .  If desired, enter a note.

	16.
	In the Start Date field, enter a date.  A start date is required if the income information is to be included in the HUD APR.  The start date must be on or before the entry date or the start date has to be before the first day of the operating year for the report.  If the start date is after the entry date, the information will not be pulled into the HUD APR.

	17.
	Leave the End Date field blank.  The End Date field is not required.

	18.
	If the client has another disability, click on Save and Add Another.  If the client does not have another disability, click on Save & Exit.  The assessment screen refreshes, and the disability is added.

	19.
	In the US Military Veteran field, select an option.  If No, it is not necessary to complete other Military Information fields.

	20.
	If you completed the Household Data Sharing assessment, the following fields will be completed for all Household members.

	· Zip code of Last Permanent Address  field
· Zip Code Data Quality field
· County of Last Residence field
· Prior Living Situation field

· Length of Stay field

· Is Client Homeless?  field


· Housing Status field 

	21.
	Answer Prevention questions if applicable including the Utilities sub assessment

	22.
	In the Income Received from any source in past 30 days  field, 
enter a dollar amount, if the client is receiving income.

	INCOME SUBASSESSMENT (see HPRP Forms/Charts for HUD information)

	23.
	In the Monthly Income section, click the ADD button.

	24.
	In the Last 30 Day Income  field, enter a dollar amount.

	25.
	In the Source Of Income field, select an option.  

	26.
	In the Receiving Income source field, select an option.

	27.
	In the Start Date field, enter the date the income began.  A start date is required if the income information is to be included in the HUD APR.  The start date must be on or before the entry date or the start date has to be before the first day of the operating year for the report.
If the start date is after the entry date, the information will not be pulled into the HUD APR.

	28.
	Leave the End Date field blank. The End Date field is not required.

	29.
	If the client has another income, click on Save and Add Another.  If the client does not have another income, click on Save & Exit.  

	30.
	In the Non cash benefit received in past 30 days field, select an option.

	NON-CASH BENEFIT SUBASSESSMENT

	31.
	If you answered yes to the previous question, click on Add to complete the Non Cash benefit sub assessment.  Save and Exit.

	32.
	In the Amount of Non-cash benefit field, enter an amount.

	33.
	In the Source of Non-cash benefit field, select an option.

	34.
	In the Receiving Benefit field, select an option.

	35.
	In the Receiving benefit start date field, enter the date the clients started receiving the benefits.

	42.
	In the Employed field, select an option.

	43.
	IF applicable Answer the other employment questions

	46.
	Click Save.  The Assessment screen updates.


If you are working with a household:
Important:  Complete the ESG/CDBG Intake Entry Assessment (on the Program Entry screen) for ALL ADULTS in the household.  

Click on the Edit pencil next to the other client’s name to switch records.  

For children, access each child’s record, and answer the following questions on the Program Entry Screen: 

· Date of Birth

· Date of Birth Type 

· Race

· Gender 

· Ethnicity 

· Disability

· Income

· Homeless question

· Housing Status

Is Client Homeless and Housing Status should have carried over from the HOUSEHOLD DATA SHARING TAB
When finished entering data for all household members, go back to the HoH record.
STEP SIX: SELF SUFFICIENCY MATRIX: Complete the Self-Sufficiency Matrix for HoH (the four fields in red are required).  
The SSM may be difficult for the Case Manager to complete upon program entry. However, it can be completed within the first month of program entry (See above for instructions on how to return to this section).
Click Save and Exit.  Window closes to the Entry/Exit tab
STEP SEVEN: NEEDS * SERVICES* REFERRALS 
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Add the Initial Case Mgt Service under the Service Transactions Tab
a. Click the Service Transactions tab (above the Entry/Exit tab) to view the Dashboard.  You may need to come back to this section several times while working with the client.
b. Click Add Multiple Services (if you don’t see this option click Back to Dashboard).
c. If HH members are present, click Check all HH Members (or click the Check Box(es) individually), to include them in the service

d. Provider: Defaults to the location the Services are being added

e. Click Add Another in order to add a service
f. Number of Services should default to 1.  If not, enter a 1.

g. Start Date = Intake/Eligibility Date 

h. End Date = Same as start date
i. Service = Case Management

j. HPRP HRSS Service Provided = Case Management

k. HPRP Financial Assistance Type/Service Costs/Units = leave blank

l. Status /Outcome = Closed/Fully Met 
m. Click Save (-OR- Add Another – if you have additional services to add at this time). 
n. Continue to add services that are provided throughout the client’s time in the program
Record any Financial Services Provided under the Service Transactions Tab
If a Financial service is being sought, but the type/or amount is not known at this time, the user must come back to the Service Transactions tab at a later date. Once the financial service has been approved:
a. Click the Add Multiple Services button. 
· Start Date & End Date = varies based on the type of service provided Add the appropriate HPRP Financial Service = < XXX service > (e.g. rent payment assistance, rental deposit, utility deposit assistance, etc…)

· HPRP Housing Relocation & Stabilization Service Provided = leave blank

· HPRP Financial Assistance Type = Same as < XXX service >

· HPRP Financial Assistance Start Date/End Date = varies based on the type of service provided).

· Record Source (i.e. ESG OR CDBG.)

· Record Cost of Service.
· If recording Back Rent or Back Utility, utilize the Units fields.
· Status = Closed.  Outcome = Fully met.
b. Click Save (-OR- Add Another – if you have additional services to add at this time). 

c. Continue to add services that are provided throughout the client’s time in the program
NOTE: Clicking the Entire Service History tab (within the Service Transactions) tab will give you the display shown below.  This is where you can edit or delete services that have been recorded. If you want to edit a service, make sure you click the Edit Pencil next to Service (not Need). If you want to delete a transaction, deleting the Need will remove both the Need and the Service.

STEP EIGHT: Exiting Clients 
1. Close Any Outstanding Services and/or Add an Exit Case Mgt Service 

a. Click on the Service Transactions tab. 
b. Click Services – make sure that all services have end dates and that there is at least 1 case mgt service for every quarter that a client was considered “open”.
c. To add additional service transactions- Click Add Multiple Services (Add any additional services that the client(s) received while in the program (if you don’t see this option click Back to Dashboard). 
d. Click Save.
e. Click the Client Information tab when finished. (Page refreshes and screen is on Client Profile tab)
Add a Program Exit 

a. Click Entry/Exit tab to add a program Exit when the client is no longer participating in the program. 

b. Click the Edit pencil below the words “Exit Date”
· NOTE: If you are exiting the client, DO NOT click the Add Entry/Exit button.  It will create another program Entry.
· Exit Date = Actual date of Exit.  (If a quick in-out situation, Entry Date + 1-day) – (Note: Make sure that the time listed for the program exit is AFTER the time listed for the exit date for all service transactions)
c. Be sure HH members boxes are checked if they are to be exited with the HoH.
d. Reason for Leaving and Destination must be completed.
e. Update and/or complete the entire assessment (Michigan Exit Assessment) for all HH members 
f. Update Housing Status (to reflect the status at exit) Remember to do this for everyone in the HH!

g. Update Monthly Income and Non-Cash Benefits if the client has been in the program longer than 30 days, and income has changed. 
h. Add a new Self-Sufficiency Matrix for HoH (if completed at program entry).
i. Click Save.
j. Click the Edit Pencil next to the Exit Date for the OTHER HH member’s name, in order to switch between records.  

k. Repeat steps e-g and i-j above.
l. Continue this cycle until all exit data has been added to each client’s record.

m. Click Save & Exit to close the windows. (Each HH member Exit window will lay over top of the others, therefore you may have several open if you have a large HH)
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