HMIS Family Shelter Instructions – 
How do I access the waitlist?

 

1. Log into HMIS

2. Click Reports on the Left Toolbar

3. On the reports dashboard, scroll all the way down to the bottom and click report writer

4. Click the magnifying glass next to "2012 Family Shelter Waitlist"

5. Click Download FULL Report

 

Do I need to record any transactions I have with the client in HMIS?

Yes. When you call a client (to prep for shelter entry or ask a question), please complete one of the “Contact” text boxes at the bottom of the client summary page, under the clients records. When filling out the text box, please include your program’s name, the date, and any important notes. Keep tracking of contacts here will allow us to reduce duplication, if two shelters are working to enroll the same client.
I have an open bed, how do I take the household from the Waitlist?

1. Log into HMIS

2. Locate the client’s record in HMIS

3. On the Client Summary Tab, scroll down to the State Family Waitlist (if it does not show up, call RICH, to fix).

4. Scroll to the bottom of the page and select “No” under the “Client still actively searching for shelter?” question & enter the shelter the client is entering.

5. Save.

6. Go through normal workflow for family shelter entries.

