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Agenda
•Visibility Basics

•Enter Data As Basics 

•When to EDA

•EDA and Data Sharing

•Common Questions 

• Data Security

•Additional Resources
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Visibility Basics

10/1/2020
HTTP://WWW.COMMUNITY-PARTNERSHIP.ORG/

3

http://www.community-partnership.org/


Who Can See 
What?

•The database contains hundreds of thousands of client files, 
each with dozens of project stays, services, and case notes.

•Having a visibility structure is important to ensure client 
information is protected, while also ensuring agencies and 
programs are able to work together to help clients.

•Client choice to share their program level information is at 
the heart of our visibility structure. 

Visibility
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Visibility Basics – Current Structure
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HUD UDEs – What’s Shared & What Isn’t
UNIVERSAL IDENTIFIERS (ONE ANSWER PER 
CLIENT RECORD)

•Name

•Name Data Quality

•Social Security Number

•Social Security Number Data Quality

•Date of Birth

•Date of Birth Data Quality

•Race

•Ethnicity 

•Gender

•Veteran Status

UNIVERSAL PROJECT STAY ELEMENTS (ONE OR 
MORE VALUES PER PROJECT STAY)

•Disabling Condition (Yes/No)

•Project Start Date

•Project Exit Date

•Destination

•Relationship to Head of Household

•Client Location

•Housing Move in Date (for RRH and Permanent 
Housing projects)

•Prior Living Situation 
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Family Shelter, Outreach, and Prevention
• This is a group of programs that are sharing 
client program data amongst themselves 

◦ Release of information (ROI) signed at Virginia 
Williams allows this to happen.

• ALL Client data created by these programs are 
shared with the other programs

◦ AS LONG AS the information is tagged as coming 
from one of the following programs. 

◦ If it is coming from a different program (even 
within an Agency that has one of those 
programs) it will not be shared per the 
agreement of the ROI. 

• Temporary Shelters for Families

• Overflow motels/hotels for Families

• Virginia Williams

• Homeless Prevention Programs for Families

• Short Term Family Shelters 
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Enter Data As Basics
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What is Enter Data As? 
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• Most agencies have multiple 
programs that they operate. 
These often are in different 
buildings. 

• Using Enter Data As is like 
physically going from one 
program to another but 
within the Database. 
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Why use Enter Data As? 
• Allows for you to see what is shared with individual programs.

•Allows others to see data from your shelter/prevention/outreach program

• You no longer have to manually change your provider in your
◦ Entry/exits

◦ Goals

◦ Case plans

◦ Case notes

◦ Case managers

◦ Services

◦ File attachments
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How to Enter Data As – Step 1 

• When you log into HMIS, go to the 
top right corner and click on the 
Enter Data As button
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How to Enter Data As – Step 2
• Find the program you are going to be doing 
data entry as.

◦ You can search in the search box

◦ You can type in the provider id

◦ You can look through the list of options for the 
correct provider
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How to Enter Data As – Step 3

• When you find the correct program, click the 
green plus sign.
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How to Enter Data As – Step 4
• When you click the green plus sign, the name 
of the provider you will be doing data entry as 
will appear next to Enter Data As. 

• To remove the EDA click on the name of the 
provider (blue text).
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When to EDA
• Doing Data Entry

• Looking at client files

• Running Canned HMIS Reports
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Searching for a 
Client •You will need to search for a client in order to add the client 

to your program

•You can search for the client by name, or if you know the 
client’s ID #, you can use that. 
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Creating a new 
client file
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•If you do not find a client record for the client you are serving, 
you will need to create a new client record. 

•This is done from the Search box in ClientPoint. 
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Completing the 
Client Profile 
Information •Once in the Client record in ClientPoint, navigate to the Client 

Profile. 

•If there is any missing or incorrect information in the Client 
Record or Client Demographic sections, click the 
corresponding Edit Pencil(s) to make the necessary changes. 
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Creating a 
Household

•Often, existing client records are a part of existing 
households. 

•Use existing households wherever possible. 

•If the household does not yet exist, you will need to create a 
new one. 
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To create a new Household, 
navigate to the Household Tab. 

Click “Start New Household” 
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Choose the Household Type

If you know the household member’s HMIS 
ID#, type it in the Client ID # and click 
“Submit” 

If you do not know the household member’s 
HMIS ID #, Search for the client
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Choose the Household Type

If you know the household member’s HMIS 
ID#, type it in the Client ID # and click 
“Submit” 

If you do not know the household member’s 
HMIS ID #, Search for the client

If the client appears in the Client Results 
Section ensure it is the correct client, and 
then select the green plus sign to add the 
client to the household. 
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If the client doesn’t appear in the search, add the 
new client in the Add New Household Tab. 

You MUST search for the client record before you 
are able to create a new client record. 

You MUST enter all the information indicated 
BEFORE you click “Add New Client With This 
Information”
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Once the household is fully built, 
Click Continue. 
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In the Household Members section, 
assign 1 person as Head of Household = 
Yes. This will automatically make the 
client’s relationship to Head of Household 
= Self. 

Then select the Relationship to Head of 
Household for the other household 
members. 

When complete, click “Save & Exit”
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Creating an 
Entry

•To document the household’s participation in the program, 
you need to create an Entry. 

•Navigate to the Entry/Exit Tab. 
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• Click “Add Entry/Exit”
• Select the members of the household that are 

being served.  
• Choose the correct Type
• Set the Project Start Date 
• Click Save & Continue
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10/1/2020
HTTP://WWW.COMMUNITY-PARTNERSHIP.ORG/

33

The Entry/Exit Data pop-
up shows the clients that 
are associated with the 
Entry/Exit. 

The Household 
Members on the side 
can be clicked on to 
toggle to the other 
clients and their 
assessments. 
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The Entry 
Assessment

•The Entry Assessment captures the universal data elements 
requested by the Federal Partners and DC CoC as well as any 
program specific data elements required for your agency’s 
funding source. 

•Street Outreach, Emergency Shelters, and Safe Havens have a 
different set of assessments than all other project types. This is 
due to the way HUD captures Previous Living Situation 
information. 

•Most programs (Non SO, ES, or SH) have the HUD CoC & ESG 
Entry All Other Projects (2020) TCP assessment. This is the 
required assessment for all HUD CoC and DHS funded programs. 

•Virginia Williams uses the 2018 VWFRC Intake Assessment
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• Anyone for whom you answer ‘yes’ to the 
question U.S. Military Veteran, you must 
also complete the Veteran Information 
sub-assessment.

• Make sure to confirm or deny each of the 
different war eras. 
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• Begin by setting all incomplete values to 
“No” 

• For each source of income, add the 
income source, receiving income source 
= Yes, monthly amount and start date. 

• Once all income sources have been 
recorded via the HUD Verification, click 
“Save & Exit” 
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• Begin by setting all incomplete values to 
“No” 

• For each source of income, add the 
income source, receiving income source 
= Yes, monthly amount and start date. 

• Once all income sources have been 
recorded via the HUD Verification, click 
“Save & Exit” 
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• Begin by setting all incomplete 
values to “No” 

• For each source of Non-Cash 
Benefits, add the Non-Cash Benefit 
source, receiving benefit = “Yes”, 
and start date

• Once all Non-Cash sources have 
been recorded via the HUD 
Verification, click “Save & Exit” 
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• Begin by setting all incomplete 
values to “No” 

• For each type of Health Insurance, 
add the Health Insurance type, 
covered? =  “Yes”

• Once all Health Insurance sources 
have been recorded via the HUD 
Verification, click “Save & Exit” 
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• Begin by setting all 
incomplete values to “No” 

• For each Disability, add the 
disability type, determination, 
duration, and start date. 

• Once all Disabilities have 
been recorded via the HUD 
Verification, click “Save & 
Exit” 
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• For each Disability, add the disability 
type, determination, duration, and 
start date. 

• Once all Disabilities have been 
recorded via the HUD Verification, 
click “Save & Exit” 
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Domestic Violence Questions

• Domestic Violence Questions should be 
completed for Heads of Households and 
Adults. 
o Verification is not necessary unless required 

by your funder. 
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Work History

The Work History Sub-assessment should be 
completed for the Head of Household if they 
have been employed and/or are currently 
employed. 
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VW Resources

• Add the resources that Virginia Williams has 
provided the household. 

• Resource options include
o Clothing
o Diapers
o Food Vouchers
o Identification Cards
o Long Distance Transportation
o Personal/Grooming Needs
o Transportation Passes
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Potential Housing Accommodations 
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2018 VW Intake Assessment Cont’d
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Updating Sub-assessments
•If information in a sub-assessment has changed, we need to end the old information, and create 
new, accurate information. 

•We do not want to Delete any information that used to be correct. 

•We will add an End Date to the information that is no longer true, and then Add a new line in 
the sub-assessment with the new information. 
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Here we have the details of the Non-
Cash Benefits sub-assessment. 

In my update, I find out that the 
client now has Food Stamps. I will 
want to update this information in 
HMIS.
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Here we have the details of the Non-
Cash Benefits sub-assessment. 

In my update, I find out that the 
client now has Food Stamps. I will 
want to update this information in 
HMIS.

This information is no longer true. I 
will add an End Date to this record 
for yesterday. 
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Here we have the details of the Non-
Cash Benefits sub-assessment. 

In my update, I find out that the 
client now has Food Stamps. I will 
want to update this information in 
HMIS.

This information is no longer true. I 
will add an End Date to this record 
for yesterday. 

Once the End Date has been added, I 
will need to Add a new record for 
Food Stamps.
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Here we have the details of the Non-
Cash Benefits sub-assessment. 

In my update, I find out that the 
client now has Food Stamps. I will 
want to update this information in 
HMIS.

This information is no longer true. I 
will add an End Date to this record 
for yesterday. 

Once the End Date has been added, I 
will need to Add a new record for 
Food Stamps.

Since the client is receiving food 
stamps now, I answer “Receiving 
Benefit” = “Yes. 

The Start Date = today’s date. 
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Exiting a 
Household

• When the household exits your program, you will need to 
create an exit for all household members. 

•Navigate to the Head of Household’s client record in 
ClientPoint and then go to the Entry/Exit Tab.
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Exiting a Household
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Make sure the correct clients are 
selected.

Set the exit date to the date the client 
left your program and the time to the 
standard 12:01:00 A.M.

Set the exit Destination. The 
destinations with “(VW)” next to them 
are specific to Virginia Williams.
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• On the Entry/Exit Data pop-up 
you will now see that all clients 
are exited .

• The Exit Assessment is similar 
to the Update and Annual 
Assessment in that you can 
update the same fields if 
anything changes the day the 
client leaves your program

• Depending on your program’s 
funding source, you may have 
additional questions that only 
appear at Exit. 

• Be careful to read the 
assessment carefully to ensure 
you are answering all 
questions. 
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EDA and Data 
Sharing

• Enter Data As allows for more pinpointed data sharing to 
happen. 

• This mirrors clients wishes and intentions when they sign 
Releases of Information. 

• Keeps client information safe and secure. 
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Common EDA 
Questions

• Do I really need to do this every time I log in? 

• Do I need to actually change my provider I am EDA’d to when 
I start data entry into another program? 

• What happens if I forget? 
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Data Security 
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Data Security
• Keeping client information safe and secure begins with YOU!

•Do not let others log in as you. 
◦ Keep your user name and password to yourself. 

◦ Do not keep it posted anywhere others can see 

•Do not leave your computer unattended while logged into ServicePoint.

•Do not save your login information with your web browser. 

•Do not send client identifying information via unencrypted emails (including to the helpdesk!)
◦ Client Identifying information includes:

◦ Name

◦ Date of Birth

◦ Social Security Number
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Additional 
Resources

•Helpdesk: hmis@community-partnership.org
◦ Email the helpdesk with questions and we will provide answers 

and resources. 

◦ We respond within 2 business days. 

•Trainings: 
◦ We hold HMIS trainings every month. 

◦ They are open to all, new user, seasoned veteran, or anywhere in 
between

◦ Training eventbrites are found at http://community-
partnership.org/providers/training 

◦ Have questions about the trainings? Email the helpdesk! 
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Thanks for participating!
Questions? 

HMIS Help-Desk Email:  hmis@community-partnership.org
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