Homeless Services
Department

Street Ovutreach Handbook

This handbook provides instruction on how to enroll, exit and transact services for

participants receiving Street Outreach services in Multnomah County.

In addition to traditional Street Outreach providers, this handbook also applies to

Housing Navigators in the Homeless Family System of Care.

If you are new to HMIS and need training on these steps, please contact

hmishelp@multco.us for further support.
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Data Milestones

Below is a figure that represents the HMIS data entry, update and exit flow as it
relates to the client-program relationship for street outreach programming.
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1. Participant Search / Add Participant

e 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.

e Search for an existing client record by entering the first three characters of both
the first and last name.

e If the participant has multiple last names, search them under each of the last
names provided. Search using an alias if available.

e In the event you find multiple Client IDs# for a participant, please email them to
hmishelp@multco.us.

O Last Viewed

Y Favorites

Step 1: Click Clients from the left hand navigation pane on the Main
Menu. A Home

B} cClients

B Resources
A Shelters

B Reports
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Step 2: Search participants by o
entering the first three digits of both _ i
First Name and Last Name. Then, Client Search

o Please Search the System before adding a New C

click Search.
e Alternatively, you can search Neme
by the Client ID, if you know it. e —— v
Enter the Client ID. Then, click W
“Submit”. Exact Match G

Client Number

Step 3: Click on either the participant -

Enter or scan a Client ID number to go directly to that Client's pybrile.

name or pencil to open the profile. Client 1D # s

If creating a client profile with an unknown name, please use information that will
1) clearly identify the client in the future, and 2) prevent duplicate records being
created for the same client.

Examples of this could include a client’s cross-streets, or preferred nickname.

Please use the client’'s name, rather than an alias, whenever possible.

The Client Results section

displays the participants that Clfnt Resuts

matCh the SearCh Criteria' If yOU D Name « Social Security Number Date of Birth
don’t find the client you’re looking

for, follow the instructions below A1 easeuustinn seas -

to create a new Client Profile.

Clients > Client Search Type here for Global Sear

Client Search

Step 4: If the search returns no
matches, click “Add New Client With
This Information”. il i bbb bbb bbb bbb bbb bbb

o Please Search the System before adding a New Client.

Search ALL Clients O

Add New Client With This Information

Add New Client Information X

Step 5: Once you have added a new
L. . . . You are about to add a New Client to the system (Be sure to look through all the
pa rthIpant with this Informatlon -a pOp up possible matches before continuing this process). Continue with Add New Client?

will appear - just confirm and click “OK”. [ o« | cancer |
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Step 6: Click “Client Profile” to
continue adding participant
information, then click the pencil
to edit the Client Record.

Ensure all data elements
have been added - First/Last
Name, SSN Data Quality and
Veteran Status.

Client Record

Click “Save”.

A\ Editing the Client Record Information

Then, click the pencil to edit the Client Record
Client Demographics. Name FJ':j;in “;
Click “Save”. Name Data Quality Full Name Reported
Alias All entry exits will be del¢
Social Security || - || ~ 9846
J
2. ROls

Transact two ROls, one for the login provider (the agency) and one for the street
outreach provider.

Step 1. In order to transact ROls in the system, the SO worker must complete a verbal
Release of Information form with each adult in the household. At the point of data entry,
the HMIS user must transact two ROls; one for your agency’s parent provider (the
default selection) and one for the Street Outreach program. This must be done for all
household members.

Step 2. Click the ROI tab in the Client Profile.

[ Client information l Service Transactions

4 -
‘ Summary | Client Profile ROI Entry / Exit Cas
‘ Added 1o the system 08/20/2025 02:44 PM
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Step 3: Check all household Household Members
members who are covered by

To include Household members for this Release of Information, click the box
Verbal ROIS_ 0 beside each name. Only members from the SAME Household may be selected.
(230) Female single Parent
477) Mouse, Donald
{468) Mouse, Minnie
1 {478) Mouse, Sally
Step 4: Select both the Release of Information Data
parent prOVider (alSO known o Clicking 'Save Release of Information’ will create a distinct Release of Information for each selected provider.
as your login provider) AND Provider * & JOIN - Agency (20)
[ JOIN: Outreach to Housing RRH (2538)
theStreetOUtreaChprogram' VY VYV YV YV VYV YV VYV VYV VYV YVYYYY.
Both ROIs should last for 7
years. The ROl start date [ 11c= R
should always equal the Start Date * 01 16 ;2026
street outreach Entry Date End Date * 01 ;16 ;2033 O
(for the entry Where yOU," Documentation Verbal Consent v
enter the assessment data)' Witness [name of staff member who completed Verbal ROI]

The ROI Start Date cannot be

after the Entry Date. The
Entry Date should be the date the participant did the intake.

If using the Verbal Release of Information document, select “Verbal Consent”.

Click “Save Release of Information”.

3. Program Entry

Do this step only if an entry for your Street Outreach program hasn’t already been

) ] created.
Client Information /
£ Entry / Exit
=
Entry / Exit
Step 1: In the client’s record, click the Program Type
Entry/EXlt tab. Click “Add Entry/Exit”. B Coordinated Housing Access (CoC) CE Clackamas (4433)  HUD

Add Entry / Exit
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Step 2: Select the correct Street Outreach provider, by clicking Search in the provider

field and clicking the grey “+” next to the correct provider.

Project Start Data - (1433793) Case, Sample Provider Search
Provider Search
Cascadia - Street Outreach - - - —
Provider * Team - ISEP Retention Services Search for Providers by using keywords from the Provider Name or Description.
VY VYV YV VYT, _ . _]

(6418)
Type * -Select-~ - - - - - - 2"
Provider Search Results
Project Start Date * 12 ;15 ;2025 DEY3 v:39v:53v
_ — — — | # A B €C D E F G H I J K L M N
Level Phon«
Level 5 503-2
© O cascadia- PATH - SO (Street Outreach) (5613) Level 5 5032

Step 3: Select the “Basic” E/E type and select the
correct Project Start Date.

The “Project Start Date” (also known as the Entry Date) is the date staff first

make successful contact with an eligible client. Entries should not be created in
HMIS for:

e Unsuccessful contact attempts

e Successful contacts with ineligible clients
Step 4: Click “Save & Continue.”

Step 5: Enter all entry assessment data. All of these questions should be located on
your street outreach intake paperwork.

Date of Engagement:
e An important question on the assessment is called Date of Engagement.
e Date of Engagement is the date a client completes an intake or begins a
case plan. This is an important milestone in street outreach programs.
e If program staff do not reach this level of interaction with the client before
exit, leave Date of Engagement blank.

e \When completed, Date of Engagement must always be on or after the
Project Start Date and before the Exit Date.

e Only one Date of Engagement is allowed between project start and exit.

e |f the Date of Engagement is after the Project Start Date, Date of
Engagement should be entered via an interim review.
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Step 6: Click “Save & Exit”.

4. Service Transactions

Step 1: In the client’s record, click the Service Transactions tab. Click “Add Service”.

Client Information

Summary

Added to the system 11/04/2025 02

Step 2: Click Search and
select the correct Street
Outreach service
provider. Edit the service
Start Date, End Date and
Service Type as needed.

If multiple household
members are being
served, expand the
“Household Members”
section and select all
members receiving the
service.

Service Transactions

Service Transaction Dashboard

T
Add Need

-~

View Shelter Stays

Add Service

» Household Members

Service Provider *

Creating User Aj Fouts

Start Date * 12 /15 /2025

End Date 12 415 42025

Service Type*
s -Select-

=0 _'j‘ig‘_d

Add Service Add Multiple Services Ad

-~

View Entire Service History

Portland/Gresham/Multnomaii mt
County (OR-501) (5332)

.Oga v 86V iy
MOF3 v sev:y

Provider Specific

: -Select- v
Service

" Save & Continue

Step 3: Click “Save & Continue”. Attaching fund sources to services is not required as
part of this workflow. Do not change any other information on the “Edit Service” screen.
Leave the answer to “Need Status” as “Identified” toward the bottom of the screen.
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Edit Service

» Household Members

» Apply Funds for Service

Need Information

Need Status * Identified v

Outcome of Need -Select- v

If Need is Not Met,

-Select- v
Reason

Step 4: Scroll to the bottom of the screen. Click “Save & Exit”.

N T N

Repeat steps in this section to transact as many services as needed for this

client.

5. Interim Review

Any updates or changes that happen after initial enroliment and before exit must be
recorded in Interims. In Street Outreach programs, this most often happens when an
intake has been completed, so the Date of Engagement and other assessment

questions can be filled in.

Step 1: Navigate to the Street
Outreach Entry/Exit record and
click on the Document icon within
the Interims column.

Entry / Exit

Program

-i- Cascadia: Housing Focused
Street Outreach (S0) (9643)

Step 2: Click “Add Interim Review”.

Last updated: November 2026
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Step 3: Select the most appropriate Interim Review Type. Edit the Review Date to be

the date in which the street outreach staff gathered the information intended to be
housed in this interim review.

Ex: intake was conducted 11/12/2026, entered into HMIS on 11/15/2026: review
date should be 11/12/2026.

Add Interim Review - (22) Tree, Lemon X
Interim Review Data
Entry / Exit Provider Cascadia: Housing Focused Street Outreach (S0) (9643)
Entry / Exit Type Basic
Interim Review Type * Update ~
Review Date * 11 ;12 42026 (MO 9 v:38v:43v AMv

Save & Continue

Step 4: Fill in the resulting assessment to the best of your ability, using the information
gathered on the review date. In Street Outreach programs, this most often happens
when an intake has been completed, so the Date of Engagement and other
assessment questions can be filled in.

Entry / Exit Interim Review

Interim Review Data

Entry / Exit Provider Cascadia: Housing Focused Street Outreach (S0) (9643)

Entry / Exit Type Basic
Interim Review Type Update
Review Date 11/12/2026 09:38:43 AM

Interim Review Assessment

Household Members ‘ Program Entry - Street Outreach [OR-501] Interim Review Date: 11/12/2026 09:38:43 AM ﬂ

° Age: 26 - Complete the following questions for EACH Household Member
Veteran: No (HUD)

Date of Engagement must be completed if the client has

a full 1t or begun case mar ent.

If the date of engagement is after the project start date, please enter this information in an interim review.
Date of Engagement D / / D m G |

Q_ current Living Situation

Start Date * End Date Information Date Current Living Situation

Add

Step 5: At the end of the assessment, click “Save & Exit”.
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6. Program Exit

Exits can be done at any time if street outreach staff proactively learn of a client no
longer being eligible or interested in street outreach services. Examples of this include:

e Client leaving the program’s defined service area
e Client moving into permanent housing or emergency shelter
e Client expressing no further interest in receiving services

Clients will often exit the program without notifying street outreach staff. Therefore, on a
quarterly basis, data entry staff should exit all street outreach entries for people that
have been inactive for three months. A street outreach participant becomes “inactive”
when they have not received any services from the street outreach program in three
months, as evidenced by a lack of service transactions in HMIS, and staff have made at
least three (3) attempts to contact the client. Contact attempts can be tracked within
HMIS as case notes or outside of HMIS.

(cont. on next page)

Step 1: In the client’s record, click the Entry/Exit tab. Find the Street Outreach provider
entry/exit.

Client Information

Entry / Exit

o Reminder: Household members must be established on Households tab before creating Entry / Exits

Entry / Exit
. o . Follow Client
Program Type Project Start Date Exit Date Interims Ups Count
B sunstone Way: Imago Dei NbN Shelter (ES) (9516) Basic 7 12/10/2025 2 1211072025 B B Qo (]
i Gresham - Homeless Services Program - SO (7118) Basic /‘ 12/03/2025 /‘ B B Qﬂ @J

Step 2: Click the pencil next to the “Exit Date” field.

Step 3: Enter the Exit Destination and Project Exit Date. Click “Save & Continue”.

If this client is getting Edit Exit Data - (1) Case, Justin A
eXIted due tO |naCt|V|ty, Exit Date * 12 415 ;2025 \5 ] g 5~
use today’s date as the Reason for Leaving -Select-

If "Other", Specify

Exit Date and use “No

Destination * No exit interview completed (HUD)

exit interview
If "Other", Specify

Notes
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completed” as the Exit Destination.

Step 4: Make any needed updates to the client’s exit assessment. Once all updates are

complete, scroll to the

Entry Assessment

‘ Exit Assessment I

bottom and click “Save &

‘ Household Members

Household Data Sharing

Exit”.

Veteran: No (HUD)

P LS

Client: (1) Case, Justin A

Add Household Data

Program Exit - [OR-501]

Exit Date: 12/15/2025 05:10:09 PM ﬁ

Verify, and if applicable, Update the following questions for EACH Household Member

Relationship to Head of

Household

I Self (head of household)
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