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. Participant Search /Add Participant Process

Client Search

Click Clients from the left hand navigation

panel from the homepage.

Search participants by entering the first three

letters of their first name and first three letters

of their last name.
Click Search.

NOTE:

Name

Name Data Quality

Alias

Social Security Number Data Quality

Sex

Exact Match

‘Search ACTIVE Clients

Social Security Number

U.S. Military Veteran?

-select-

enter 3 letters of
s client first and last
o name

Select |~

‘Search INACTIVE / DELETED Clients

Search ALL Clients.

Always check to see if a participant profile already exists before creating a new profile in

HMIS. This step reduces the risk of creating duplicate profiles for the person.

HMIS provides three ways to search, using first/last name, SSN, or participant ID. The

preferred method is to use the name field.

If the participant has multiple last names, search them under each of the last names

provided. Search using an alias if applicable.

In the event you find multiple participant IDs# for a participant, please email them to

hmishelp@multco.us.

. If the participant record exists

Client Results displays the participants that p.

match the search criteria.

Click either the participant name or pencil to open the record.

. If the participant record does not

exist

If Client Results yields No Matches,

continue with the Data Quality fields,

Client Results

D

93

Client Search

Name

Name Data Quality

Alias

Social Security Number

Social Security Number Data Quality.
U.S. Military Veteran?

Sex

Exact Match

Search ACTIVE Clients

Search INACTIVE / DELETED Clients
Search ALL Clients

Personal ID Name &

554bc3afb33eafe
fiflacde0bd7i33a

Doe, John

O Ple:

John Doe

Full Name Reported v

" 0000

Approximate or partial SSN reported (HUD) v

No (HUD) v

Client prefers not to answer v

O 2



then click Add New participant With This Information.
Note: Participants have the right to not provide SSN for the vast majority of programs.
Participants may provide the last four digits of their SSN, if they are comfortable doing so.
For SSN Data Quality, select “Approximate or partial SSN reported”.

e A pop up will appear - just confirm and click OK.
e A new participant record has been created. A new client ID is assigned.
Note: If you need to correct some data fields for example, incorrect spelling of last name,

first name change, or veteran status adjustment, click Client Profile to do so.

Client - (171) Doe, John
L - Click here to change |-

Tl (171) Doe, John client's name, SSN,
Release of Information: None etc.

Client Information

Summary rofi

Continue with the data entry process in the following five important tabs to complete the
entire RRH workflow.

e Households

e ROI

e Entry/Exit

e Assessments

e Service Transactions



A Household only needs to be created in

the event there are 2 or more individuals in

the household being served.

e Click Households from the main menu
bar.

e Click Start New Household.

e Enter the appropriate Household Type.

e Search the household member by
entering the first three letters of their first
name and last name like in step 1.

e Answer all the Data Quality questions.

Household Type

Household Type * Couple With No Children .

Clienmt Searc!/

o Please Search the System before addi
First Middle Last
Name Jane Doe
Name Data Quality Full Name Reported v
Alias
Social Security Number
Social Security Number
Data Quality Client prefers not to answer (HUD) v
U.S. Military Veteran? No (HUD) -
Sex -Select- b
Exact Match O
m Clear Add New Client With This Information

e Click Add New participant with The Information.

e Once you have attached additional household members, Click Continue.

e Click Head of Household and select “Yes” to assign the Head of Household, the

Relationship to Head of Household automatically changes to “Self” and the rest to “No.”

e For the second household member, click on Household to Relationship and choose the

best answer to describe the relationship to the Head of Household.

e Enter the intake date in the Joined Household date.

Household Members
Only one Head of Relationship to Head of | . Previous Household
M He:d of Age lousehold Household Joined Household * racatone ) Coui
@ (174)Doe,Jane | Household No v~  Wife v 08 ;01 y2026 (MM o Q 1 Q
@ (171) Doe, John Sl Yes v  Self v 08 401 42026 [0 Q 1 Q

Add/Delete Household Members

Honeehnld Histnre Renord

Backdate to reflect

» Previous Household Members

the intake date




All members of the household enrolled in the RRH program must complete an ROI. If all
participants give the same consent to sharing, then follow the steps below. Otherwise, you

must transact their ROls separately.

In this demonstration, we will enroll this household into the RRH In Reach program (6930)

from Our Just Future.

select the entire |
household

e Click ROI from the main menu bar. of Information, click the

ME Household may be sele

e Click Add Release of Information O i e

e Check the box next to the household (171) Doe, John login (agency) ’
type to select the entire household. 9 (174) Doe Jane provider I
e Click Search. Release of Information Data l

M‘ L
b Our Just Future - Agency (14) m

In order for other agencies to see the RRH assessment - you must select 2 providers:
1) Login or agency, this is chosen by default, in this example, Our Just Future.
2) Project or program, where you enroll clients in, in this example, RRH In Reach program

6930. Each provider/program in HMIS is assigned a 4 digit number.

Provider Search

A PrOVider SearCh pOP-Up appears Search for Providers by using keywords from the Provider Name or Description.
“ ” . Search RRH A
e Enter “RRH” in the Search box or the provider e =

ID 6930 in the Provider ID box to look up the B2 | cter RRH or 6930 to

look up the program

program_ ' Provider Number
. . Enter or scan a Provider mber 1o search for that Provider
e Click the plus sign to the left of the In Reach g / e

RRH to select it.

Provider Search Results

e Click Exit to close the Provider Search box. # A B C D EF GH I JKLMNC
Provider Level Phone
Our Just Future: AHFE EOP - Rapid Re-Housing
[+ M2 (RRH) (5946) Level 6 Unknc
@ @ Our Just Future: HUD Family Futures - RRH (2365) el 6 503-5.
° e Our Just Future: In-Reach Program (RRH) (6930) Level & Unkne




Release Granted: Select Yes or No based on whether clients agree to share data or
not.

Start date: the ROI start date Release of Information Data

o Clicking "Save Release of Information’ will create a distinct Release of Information for each selected provider.

must equal the program start

Provider * Our Just Future - Agency (14) Search
date even If Consent was [ Our Just Future: I_n—Reach Program (RRH) (6930} -
collected on a different day.

End date: 7 years after the start two providers
date are selected
Documentation: Select Verbal pemtt N e~
c ¢ Start Date * 08 ;01 ;2026 oM@

onsent.

End Date * 08 ;01 ;2033 oM
Witness: Enter the name of the O o s 5
person identified in the Witness Witness Sam Smith T

SKIp client an
i Client Signature
field of the Verbal ROI form. 9 N case manager
Client Signature: Skip this. case mansger signature  [EEEINN signatures
Case Signature: Skip this.

Click Save Release of

Information.

Wellsky added the new ROI buttons in early August, 2026. HSD does not require the use of

these buttons. Data added to Client Signature and Case Manager Signature will not be
migrated to Clarity HMIS.



a. Entry

e Click Entry/Exit on the main menu bar.

e Click Add Entry/Exit.

e Check the box next to the household type to select the entire household.

The agency provider is set by default and it does not carry an assessment. If you proceed
with this agency provider by mistake, you will see this error message:

Entry Assessment

Household Members Household Data Sharing

O arn client: (171) Doe, John

Age: Unknown
Veteran: Mo (HUD)

(174) Do=, Janz
Age: Unknown

‘ Entry Assessment
“etaran: Mo (HUD)

I Mo Basic Entry Assessment has been specified for this Provider I

e Click Search to select the RRH program from the Provider Search box. Revisit this

step if needed.

e Provider: RRH In Reach. AT P A i e
(171) Doe, John

e Type: select Basic. W00 e
e Project Start Date: must equal | "ot PR (7 oe o

the ROI start date. In this R Fgan i (650 e

Type * Basic v
Project Start Date

example, 08/01/2026. Project Start Date o8 01 s2006 J

e Click Save & Continue.

An Entry/Exit Data (RRH main

assessment) popup appears.



Entry Assessment

The Head of Household’s name is

h|gh||g hted on the left menu Household Members Household Data Sharing

e glient: (171) Doe, John

because we will do intake for the

(174) Doe, Jane

Head of Household first, and e ot

Program Entry - [OR-501]

. Complete the following guestions for EACH Household Member
continue the same assessment

If a Housing Move In Date (HMID) from before the Entry Date appears bel

with the rest of the household. O PR LA

If HMID equals Entry Date, enter HMID directly below. If HMID is after Ent

Housing Move-in Date / / gt

HMID is a critical data element in RRH that many users either miss or enter incorrectly.

Remember, HMID must be on or after the program entry date only, never prior.

If clients are not housed on the entry date, leave HMID blank. If clients were housed before
the entry date, or transferred from another RRH provider, HMID must equal the entry date
and the ROI start date.

e HMID: John and Jane Doe were not housed so we leave HMID blank.

e Relationship to Head of Household: select self (Head of Household) for John Doe.

e Enroliment CoC: Select OR-501 Portland/Gresham/Multnomah County.

e DOB and Date of Birth Type: if John declines to answer, leave DOB blank and select
client doesn’t know or client prefers not to answer.

e Gender identity and race/ethnicity identity. To select multiple values, hold down the
“ctrl” key on PC or “cmd” key on
Mac and click on each value. Transltion Assistance Needed Yes (HUD) -

. . . . referred Language -Select- V#'—_-
e Answer if Translation Assistance is refeneatangieg — —

Required response when selecting Different Preferred Language

Needed and if ‘yes’, identify which Isfnggfymm Prefeted Language plesse
Ianguage IS needed Primary Language -Select- v G
e Select Primary language. Spaciy o °



Disabilities, along with Health Insurance, Income and Non Cash Benefits, is one of the
four (4) HUD verification sub assessments you must verify and can change over time
during program enrollment. They are marked with a red triangle warning sign to the right

and a verification question on top.

Does the client have a

disabling condition? -Select- X B

Q) pisabilities E HUD Verification A

.
Disability Type Start Date * Disability determination  End Date /

e Click the red triangle warning sign to open the disabilities sub assessment.
e Select No on top to answer No for all disabilities at once.

e Select Yes to one or more

HUD Verification: Disabilities for 08/01/2026

conditions accordingly, in

Per Disability Type, the current records for Disabilities as of 08/01/2026 are displayed below. Any previous records for Disabilities not
o overlapping as of this date are not displayed. In the event that multiple records exist per Disability Type as of 08/01/2026, records

th i S eXa m ple’ C h ro n i c containing "Yes” values will be displayed and take precedence for reporting purposes.
® No (HUD) -
g lect the Disability determination O Client doesn't KNOWREEEE) ClICk NO tO
Health COndltlon. These VS:\IUE?:f:J?a\rl}inct;r"ntglgt:D\Babilti‘tyType .'g:iLnizreferst:gnc‘ans\'\;Erw answer NO tO a”
Teards © Data not collected (HUD)
disabling conditions are e disabilities at
once first
self-reported and do not B _ —
] ¢ A Yes (HUD) No (HUD) m‘?ﬁaﬁ;‘ mtmljg;mr UDII::‘II::(TM py ncompiete
reqUIre no es rom Alcohol Use Disorder (HUD) () &
doctors- Drug Use Disorder (HUD) ( @
gplhglcom}snd Drug Use @
e Enter some notes for the e . _
. . . ' " Then click Yes
HIV/AIDS (HUD) ( @ .
condition (not required) in _ : : to Chronic
Mental Health Disorder (HUD) ® .
the Add Recordset r— . . Health Condition |
popup /"  Chronic Health Candition (HUD) £ o
== =

e C(Click Save.
e Click Save & Exit.
e Answer Does the client have a disabling condition: select Yes as John had at least

one condition, Chronic Health Condition. If John did not have any disabilities, select No.



Examples
1. This is an example of an accurate verification. A red triangle warning sign is replaced by

a green check mark and the question on top matches the sub assessment.

Does the client have a *
disabling condition? I Yes (HUD) x.6

Q, pisabilities \ HUD Verification (@)
Disability Type Start Date * Disability determination End Date g

' Drug Use Disorder (HUD) 08/01/2026 No (HUD) the green check

/
/B Alcohol Use Disorder (HUD) 08/01/2026 No (HUD) mark means all
s

data is verified

B [ Chronic Health Condition (HUD) 08/01/2026 Yes (HUD)

2. This is another example of John reporting $400 monthly income from Worker’s
Compensation at intake on August 1, 2026.

Income from Any Source Yes (HUD) v G

‘ Q_ Monthly Income HUD Verification o‘
Start Date * Source of Income Receiving Income Source? Menthly Amount End Date
|# W 08/01/2026 General Assistance (HUD) Mo
|
# B 0s/01/2026 iwmer's Compensation (HUD) Yes US$400.00 I
# W 08/01/2026 Unemployment Insurance (HUD) No
s o= VA Service Connected Disability
# | W 08/01/2026 Compensation (HUD) Ng
Z W 08/01/2026 TANF (HUD) No

SHS Priority Population (population A/B)

Complete the following gquestions for Head of Household and All Adults
Complete Pricrity Population for HOH if funded by HSD.

Priority Population -Select- v G

SHS stands for “Supportive Housing Services”. Use this question to indicate whether heads
of household belong to SHS population A or B. This question is required for all programs
receiving any HSD funding.

The Pop A/B form must be included as part of the intake and can be downloaded from our
department website h

10


https://hsd.multco.us/hmis-links-for-providers/pop-a-b-forms/

e Complete this question for all Heads of Households only.

e Definition: Population A includes participants who self-report a disabling condition, are
below 30% AMI, and are experiencing long-term homelessness or at imminent risk. Use

the Experiencing or At Imminent Risk of Homelessness form to determine SHS
population status.

Population B includes anyone who is not in Population A.

Continue with Health Insurance, and Non Cash Benefits and the rest of the RRH

assessment.

e Click Save to finish John’s assessment.

e Move up the page, click the rest of the household members’ tabs on the left menu to
start the intake for them.

e Click Save & Exit once finished.

This is an example of accurate program enroliment.

e Click the Interims icon to enter updates or changes in clients’ situations.

Entry / Exit
: : . Follow Client
Program Type Project Start Date Exit Date Interims Ups Count
B Our Just Future: In-Reach Program (RRH) (6930)  Basic # 08/01/2026 ra BE B Qﬂ U

11



Any updates or changes that happen after intake (in this example, 08/01/2026) must be
recorded in Interims.

Here is the first scenario: John was housed on 08/15/2026.

Household Members

e Click Interims icon

o To include Household members associated with the Entry / Exit for this Interim Review, click the box beside eac

e Click Add Interims Review O] (122) Couple With No Chldren
e Interims Review Type: :Z:Zthm‘olz; sl
unscheduled update or update interim Review Data
e Review Date: 08/15/2026 s e Srmps R e R
e Click Save & Continue S B
Review Date * 08 415 42026 MO 7 v 47v 557 AMv
You will see the same assessment

but HMID is still blank. Fill in HMID accordingly. HMID in Interims indicates that clients

are housed at a later date after intake.

Assessment Updates (Formerly known as the RARE) Interim Review Date: 08/15/2026 07:47:55 AM a

Is the HMID correct?

If updating HMID, ensure that the Review Date for this interim mafches | HMID = 08/15/2026

Housing Move-in Date 08 ;15 ;2026 WEPD B c |

e Scroll down to the end of the page, click Save & Exit.

12



Here is the second scenario: and a few days later, on 08/23/2026, John reported the $400

monthly income from Worker’s Compensation ended. The process involves two steps: first
reflect the $400 was available from the project start date 08/01/2026 until the end of
08/22/2026, then starting on 08/23/2026, the $400 was no longer available.

e Click Interims.

e C(lick Add Interims Review.

e Interims Review Type:
unscheduled update or update.

Review Date: 08/23/2026.
Click Save & Continue.

e Click the pencil to edit Worker’s

Compensation.

e Click Save.

In the Edit Recordset popup, put in the
end date one day earlier, 08/22/2026.

Household Members

o To include Household members associated with the Entry / Exit for this Interim Review, click the box beside eac
1) {122) Couple With No Children

(171) Doe, John (Entry Date: 08/01/2026 2.54 PM)

3 (174) Doe, Jane (Entry Date: 08/01/2026 2:54 PM)

Interim Review Data

Entry / Exit Provider Qur Just Future: In-Reach Program (RRH) (6930)

Entry / Exit Type Basic

Interim Review Type * Unscheduled Update v

Review Date * 08 ;23 42026 | IO 8 v:39v: 24v aMv
L]
Income from Any Source Yes (HUD) v G

C, Monthly Income

Start Date * Source of Income Monthly Am
Fan | Eggaﬁ[ﬁ: General Assistance (HUD)
| gt
ra -i 08/01/2026 Warker's Compensation (HUD) | US$400.00
m View Gross Income First
Edit Recordset - (171) Doe, John X
| Monthly Income |
Start Date » Dos ;o1 ;2026 DMe
Source of Income i Worker's Compensation (HUD) v G

If Other, Please Specify { ERddatE IS 6nE -

day prior to reflect
$400 was valid
until the end of
08/22/2026

Receiving Income Source? I Yes v 6

If other, specify

o

Monthly Amount I 400 ]

End Date 08 ;22 ;2024 :%SEG

Sk ke Rk kb kb

Action for Prosperity 1l and AFP-FUP ONLY!

Progress and Follow-Up Interval  -Select- v 6

Follow-Up Status -Select- v G

[ [ e |

13



The popup goes away but now you will see the red triangle warning sign is back.

Income from Any Source

Yes (HUD)

v G

Q. Monthly Income

m‘ﬁ

View Gross Income

Receiving Income Monthly
Start Date * Source of Income 5 ) & t End Date
- General Assistance
F i 08/01/2026 (HUD) No
- il Worker's Compensation
P4 08/01/2686 (HUD) Yes UsS5400.00 | 08/22/2026

TN = | oioe] o [

Add Recordset - (171) Doe, John

L] C"Ck Add Monthly Income Z
e Source of Income: Worker’s Compensation Strtpates S L El/
L. Source of Income Worker's Compensation (HUD) ¥ G
e Receiving Income Source?: No i ther, Please Specity
[ ] CIiCk Save Receiving Income Source?  No Gt
If other, specify G
e Income from Any Source: select No — :m t
jonthly Amoun [
because John now had no other incomes. End Date bl BoMe
=
Income from Any Source Mo (HUD) v G

©, Monthly Income

(HUD)

m View Gross Income

Start Date # Source of Income S "?g 5T
& | == Worker's Compensation
# W 08/23/2026 (HUD) No
- General Assistance
F 4 08/0/2026 (HUD) Mo
,«. 08/01/2026 Worker's Compensation Vs

ECA = | e e [ s

cation °

Worker's

Compensation was

available from 08/01-

08/22 and ended on
08/23

USS400.00 0B/22/2026

14



Participants should be exited from the RRH program when they are no longer being

actively serviced by it.

% If the participant was placed into permanent housing using RRH client assistance
funds, the participant must receive an exit date of the final day they received that
subsidy.

% If the participant was not placed into permanent housing using RRH client
assistance funds, or the participant continued to receive other supportive
services beyond the final date of their subsidy, the participant must receive an

exit date of the day they stopped working with the RRH program.

e Click the pencil next to

Entry / Exit
the EXIt date‘ Program Type ijeclSmrtDate‘. Exit Date  Interims Fﬂ'::“ gﬂ:}
o Check the box next to §  Our Just Future: In-Reach Program (RRH) (6930)  Basic /' 08/01/2026 ‘,-p' B B a0
the household type. St tent
e Reason for Leaving: choose Edit Exit Data - (171) Doe, John
an appropriate selection from Household Members
the drop down o To update Household members for this Exit Da.
. . [Z17(122) Couple With No Children
e Destination: choose an o
. . [(174) Doe, Jane
appropriate selection from the —
Edit Exit Data - (171) Doe, Joh
drop down. Pta (171 Bos, dobn
. . Exit Date * 08 ;26 ;2026 [O M9 v:18v.58v AMv
e Click Save & Continue e e
Reason for Leaving Completed program
e Make any needed updates in i iy
the eX|t assessment Once a" Destination * Staying or living with family, permanent tenure (HUD)
If “"Other”, Specify
updates are complete, scroll —
to the bottom and click Save

& Exit.

15



This screenshot demonstrates that John enrolled in the RRH program on 08/01/2026,

reported two updates in Interims and exited the program on 08/26/2026.

Client Information

| Service Transactions

Summary John enrolled in the RRH on L‘l | Case Managers Case Plans Tﬁ.sseesn'.ents
' 08/01, had two updates and
S exited on 08/26
Prograi Project Start Date Exit Date Interims F"l;:"mm
B Our Just Future: In-Reach Program (RRH) (6930) Basic # 08/01/2026 # 08/26/2026 % B U]
S
Click Assessments tab
Select an Assessment: select St Assesamant
Housing Outcomes if it's not bl o i
‘ Housing Outcomes

already chosen.

Click Submit.

Click Add under Housing

Placement & Retention

Outcomes.

Add Recordset popup appears.

Reporting Program: RRH.

Housing Outcome Intervention Type:

Permanent Placement.

Initial Placement/Eviction Prevention
Date: RRH entry date = 08/01/2026.
End of Subsidy Date: RRH exit date =

08/26/2026.

What event triggered the follow-up? End

of Subsidy/Exit.

Follow-up Interval: 6-months

Q Housing Placement & Retention Outcomes

m—

Add Recordset - (171) Doe, John X
Housing Placement & Retention Outcomes
Reporting Program RRH v e
Housing Outcome
In ntion Type Permanent Placement v G
Housing Placement Information:
Initial Placement/Eviction
Prevention Date i .;.G‘I _"'.2026 . O m =
End of Subsidy Date 08 ;26 ;2026 DMe
Follow-Up Schedule:
What event triggered this 2 Z
follow-up? End of Subsidy/Exit v 6
Follow Up Interval 6-Months « ©
Follow Up Due Date 02 ;26 ;2027 D Me
Actual Follow-Up Outcome:
Actual Follow Up Date i of OMe
Follow-Up Status -Select- v G
Is Client Still in Housing? -Select- v G
Leave Blank P SMe




e Follow Up Due Date: 02/26/2027.

e Click Save.

e Repeat the same steps for a 12 month follow up.

Annual review occurs one year after clients exit the RRH program, on the 12 month follow

up date, in this example, 08/26/2027.

e C(Click Interims icon

e Click Add Interims Interim Review Data

ReVieW Entry / Exit Provider
Entry / Exit Type
e Interims Review Type: R TR
Annual Assessment Review Date*

e Review Date:
08/26/2027

e C(Click Save & Continue

Update any HUD sub assessments accordingly.

Annual Assessment v T8

_ annual
Our Just Future: In-Reach Program (RRH) assessment one
— year after exit

date
08 ;26 ;2027 LETO [ 9 v rovrroo——"

17



Service Transactions are only required for some programs, including but not limited to

Multnomah County Homeless Services Department’s Housing Placement out of Shelter
(aka In-Reach) and Oregon Housing and Community Services’ Homelessness Stabilization
Division’s RRH programs. Appendix 1 has guidance for which Service Types to collect for
some programs. Please reach out to hmishelp@multco.us or your funding agency’s
Contract Manager to get more specific information on which services need to be entered
into HMIS.

a. One service for one client
All transactions must be created from the profile of the person who is marked as Self (head
of household) on the entry assessment. This will mark the head of household as the

Primary Client on each transaction.

o Click Service Transactions on " client Information | Service Transactions
. . ervice Transaction Dashboard
Client Profile page service Tomsacton®

e Click Add Service o ~0 S

Add Need Add Service Add Multiple Services

@, r
it Sl
View Shelter Stays View Entire Service History

e [nclude all household

click Search to switch to
the RRH program

select other members
who benefit the service

members who have

(171) Doe, John

i 174) Doe, J
been enrolled in your (174) Doe, Jane

entry/exit project on et Qe et
the service

Start Date * 08 ;01 ;2026 [HD [ 11v:23v:27v AMY
transaction by End Date 08 ;31 ;2026 2, E 12v : 00w : 00~ PMwv
checking the box Service Type * Rent Payment Assistance (BH-3800.7000) v
next to their name. Provider Specific

Service -Select- v



mailto:hmishelp@multco.us

e The Service Provider must be the same as the Entry/Exit provider.

e Change the Start Date and End Date to reflect the beginning and end of the service.

Examples: A Rent Payment for August will have a start date of 08/01 and an end date of

8/31. A bus pass given on 2/24 will have start and end dates of 2/24.

Select a Service Type. Each Service Provider will have different Service Type options.

If you believe the list of Service Types is inaccurate, please contact us.

Skip Provider Specific unless your organization has directed you otherwise.

Click Save and Continue.

Under Edit Service, enter Service Notes if needed. . OurJustFuture: inReach
Service Provider V4 Program (RRH) (6930)
. . Start Date * 08 401 ;2026 O M3
If you need to track $$ with your service ==
. W End Date 08 ;31 ;2026 [ O [ 12v: 00~
transactions, scroll down to the “Apply Funds for = " , .
. " . . . # Rent Payment Assistance (BH-3800.7000)
Service” section. Click the arrow to expand this Prinles Spesie
. Service Sl enter notes if
section. . needed
Service Staff -Select- .

¥ Apply Funds for Service

Distribute as Voucher O Yes @ No

Vendor's Client

Account Number

Name on Bill Doe, John
Vendor Please Select a Vendor
Code for Accounting

-Select- v
Department

Click Add Funding Source

Edit Service

Service Notes -

Funding Sources

Source

Client Co-Pay

Add Funding Source Add Other Contributing Sources

Under Fund Search Results, click the grey plus sign to select a fund source.

Complete the Amount in the row you just added.

Enter any additional Client Co-Pay

$ amount in the row above. The

Total will automatically calculate.

|Funding Sources

enter $3 only if clients pay a
| portion of service, if not, leave it |

Source as is Amount

Client Co-Pay : | 0.00

automatically

i JOHS SHS Funds updated $ 500.00 @

r —_—
Add Funding Source | Add Other Contributing Sources Total: $500.00
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In the Need Information section:

Need Information

Need Status to Closed
Outcome of Need to Fully Met

Need Status * Closed v

Outcome of Need Fully Met

Click Save & Exit at the bottom of
If Need is Not Met,

the page Reason

-Select-

Settings for this feature are configured specific to each program. Please contact us if you

would like to use this feature and/or if your view looks different than what is presented here.

All transactions must be created from the profile of the person who is marked as Self (head

of household) on the entry assessment. This will mark the head of household as the

Primary Client on each transaction.

Click Add Multiple Services.
Include all household members who

Service Transaction Dashboard

have been enrolled in your entry/exit P

-

Add Need Add Service

project on the service transaction.

- -

View Shelter Stays View Entire Service History

Click Search to select the matching
Entry/EXxit provider.
Edit the Start Date and End Date. ~ Mtirleservices

Service Provider * Our Just Future: In-Reach

Program (RRH) (6930)

Click the pencil next to Service

Service List

Type to pick Service Type.

Service Transactions

=)

Add Multiple Services

; Click Search to switch
to RRH

Number of Services * i
Add the Funding Source and StartDate 08,01 j2026 (HOE4 v 14v 00w Puv
dollar amount if needed (more s it LRk g ok

. . Service Type /‘ . .
detailed steps on this on pages 19). Gliekpencil Ieaciegra
» Apply Funds for Service service type

Change Need Status to Closed. | Need information|

Need Status * Closed v
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Click Add Another. That will produce a new set of the same questions to create
another service.

Repeat until you've created all the service transactions for this participant.

Click Save and Exit.
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Appendix 1: Service Types for Specific Funding Sources

Service Transactions are only required for some rapid re-housing programs. This document
gives guidance for which Service Types to collect for some programs. Please reach out to

hmishelp@multco.us to get more specific information on which services need to be entered

into HMIS if your program is not listed here, or you are not sure.

a. Housing Placement out of Shelter A.K.A. In-Reach

HMIS Service Type & Code

Description of Service

Rent Payment Assistance -
BH-3800.7000

Ongoing rent payments, including pet and parking monthly
fees.

Utility Service Payment
Assistance - BV-8900.9300

Beginning and ongoing utility payments, including power,
water and sewer, trash and internet.

Rental Deposit Assistance -
BH-3800.7250

Beginning payments to landlord to begin tenancy, including
security deposit, first/last months’ rent, and pet deposits.

Rental Application Fee Payment
Assistance - BH-3800.7200

Payments to submit rental applications.

b. Oregon Re-Housing Initiative, A.K.A. ORI

HMIS Service Type & Code

Description of Service

Basic Needs - B

Hygiene products, furniture, anything that is an eligible
expense under your program that doesn’t fit elsewhere.

Transportation Expense
Assistance - BT-8300

Vehicle gas, bus tickets, HOP cards, car or bike repair.

Rent Payment Assistance -
BH-3800.7000

Security deposit, rental payment, rental arrearage, rental
application fee.

Utility Assistance - BV-8900

Utility arrearage, utility deposit, utility monthly payment.

Records/Licenses/Permits Fee
Payment Assistance - DF-7020

Birth certificate, state identification card, drivers license,
criminal background check.

Debt Reduction Funds -
TB-0700.2200-160

Payments to draw down a debt that is preventing housing.
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Appendix 2: Considerations for Program Transfers

Transfer to a new RRH program

Example: a participant currently receiving short-term RRH rental assistance is approved to
receive a long-term housing voucher.

e The original entry is closed with an Exit Date of their last night spent at their
RRH-supported unit.

e A new entry is created for the new program with an Entry Date of their first night spent at
their long-term housing voucher supported unit.
o HMID is entered at program entry (not an interim review) and matches the new
Project Start Date.

Example: A RRH program at Agency A ends, and all clients being served by Agency A get
transferred to Agency B.

e Original entry is closed with an Exit Date of the final day Agency A's program operation.

e A new entry is created for the new program with an Entry Date of the day Agency B’s
program operation begins.
o HMID is entered at program entry (not an interim review) and matches the new
Project Start Date.

Unit Transfer
Example: The participant's unit needs repair. Their landlord moves them to another unit.

e No action is required for unit transfers within the same program, so long as there is no
break in the participant’s housing status.

Example: A participant gets evicted from their RRH-supported housing. Their RRH caseworker
works with participant to find them new housing, but the participant was unhoused for a period
of time in between.

e Exit the RRH enrollment with an Exit Date of their move-out.
e Create a new enrollment with no HMID.

e Create an Interim Review with an HMID when the participant gets rehoused.
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