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To ensure that AWARDS works correctly for you, cabe gladdiid meeting the system software and hardware
requirements.

Supported Browser and Operating Systems

Browsers supported for use with AWARDS are listed in the table below, along with the corresponding operating
system(s) in which they can be used. These are the only browsers with which Foothold Technology tests AWAF
As a result, if you use a browser other than one listed here, you may not experience AWARDS as it was intende
be used.

Browser Version Operatig System
Microsoft Edge Most Recent Windows 10
Google Chrome Most Recent Windows 7, Windows 8.1, Window
10
Mac OS X
Chrome OS
Linux
Android
i0S
Mozilla Firefox Most Recent Windows 7, Windows 8.1, Window
10
Mac OS X
Chrome OS
Linux
Android
Apple Safa Most Recent Mac OS x
i0S
K Internet Explorer is notipported brows&rWindows WP is not a supported operating system

Notes on Browser and Settings®lug
1 Safari should not be used in O0OPrivate Browsingbé
 Withinyouc hosen browser, JavaScript should be set t o

1 Set your peyp blocker to always allowypsfrom your AWARDS database, as havnglpcoioer
enabled can interfere with some functionality (for exatople)dihds).

1 The Adobe Flash browsesiplisgequired in order to use attachments in AWARDS Messages. Attachments
will not work with browsers that do not support Flash, such as those in iOS and Android.

AWARDS is optimized fokgsand laptop computers with internet accede-datewpeb browser; however
it can also be used with inteametected mobile devices like tablets or smartphones. Many users successfully acce
and work with AWARDS via such mobile devices; ihisvieveortant to keep in mind that AWARDS is hot
mobileoptimized so your experience may vary.
Regardless of the device you choose to use, you are responsible for making sure that it is connected to the inte
upto-date, and works with any extdenales that you use with AWARDS.
Also please keep in mind that the minimum supported screen resolution in AWARDS is 1024x768 on a seven ir
screen. If you use a device with a lesser resolution or a smaller screen, your experience may vary.

# Note: Speciftare should be paid to using AWARDS in a terminal environment and with mobile devices.



Encryptions

Whil e use of AWARDS does not require that the dev
important and highgre mmended piece of technology in today?os
makes data indecipherable to unauthorized iddnghuthitey anyone acting maliciuslyss they have the
shared o0keyo t o unl aectkd healthanfodratiorayou miayhawe dgwnlcadee foms a n
AWARDS to your device in the et ithhcompromised or stolen.

In order to access and work within AWARDS it is necessary to launch an AWARDS dajabasdesassion usin
browser, and log on to the application. When you are done using AWARDS you must log out in order to close tt
database session, ensuring that no one else can access your data without logging onto AWARDS him or herse
For added securitgufing your use of AWARDS you are inactive for a specified length of time, you will be logged
out automaticallyautYewmtwiclalt ebhgoumed¢dgti @ dmeorder

1 Open an Internet browser
i Enter your WARDS URL into the browser Your Logo Here
pressEnter>. The AWARDS Login page is displayed

The AWARDS URE https:// cares.footholdtechnology.com
In the fields provided, type a valid AWARDS username and p ~— AWARDS
1 A Cares Inc. HMIS team member will issue ya@ameiser

1 For the initial log in the default passwardsif234vill be

used

The default password of car g , . d an\
password must be reset by a Cares IittMIS teammember ‘
ClickLog Inor pressEnter>. TheAWARDS Hguoteen is diaped.

Copyright © 2013 Foothold Technology, All Rights Reserved

At times while using AWARDS, it may be necessary for AWA
t o-aurtdhenti cated, meaning sign on to the applicati
more than 15 minutes and tloés alibutton in AWARDS. During-#hethentication process, the user is

required to renter his or her username and password. Once that has been done, he or she will be returned to th
previous page.

To log out of AWARDS and exit the applicick the User Name dtown from the navigation bar and then

click Log Out. Close your browser to complete the process of exiting out of AWARDS

A\Warning! A user must log out in order to end the AWARDS database session. If this is agtatmessothers m
AWARDS from your computer without entering a password.

AWARDS contains Password Reset functionality that enables you to quickly and easily regain access to the s
you forget your username and/or passwordWASRIDS user, you need to complete a few quick data entry steps

to make sure you can take advantage of this helpful tool. Upon logging in to AWARDS for the first time with
username and default password (2} follow the prompts to change yawqrds After successfully changing

your password follow the prompt to record your security details.

1. Select a Security Question from the selection menu (You do not need to enter any password information &
time)



2. Type in your answer to the questton Seturity Question field
3. Enter your work email address in the corresponding field
4. CIICk update. Passwor d & Security Details for Kell Trai

* Securily Answer

Personal Email

L bt rs and num
ers.

wara Policy Rules

v in password reset.
password at keast every 90 days.
v 10 days before password expiration.
of § deys belore paseaword exepiralion.

ser day.

nality Rules
Username and Password reminder & = sent to Work or Personal Emall address,

ok or Parsonal Email address,

External natification emails can be s

From now on ou wi || be able to use the haGBRWhenfyducligot 6
on one of t inks youdl |l be p ratbAWARDS dan toofirme n t
[

y
he o0forgoto |
your identity. Depending on whi ch | aytokestyauAWARDS gpasswgra. Lf yol
get stuck at any point in the process, click the OHavi
Warning! This functionality will not work if your log in credentials have been disabled by CRHMS staff due to nc

conpliance with any of the User Responsibilities as outlined in the CRHMIS Policies and Procedures Manual.

The top navigation bar offers access to the following features and displays throughout AWARDS.
This bar will adjust to fit the screen resolution being used, and will display smaller icons on smaller screens.

Consumer Look Up Calendar "eatur®pens Report Index Opens Usertfiegs

# HOME & CALENDAR B MESSAGES A REPORTS

Jump Back Return t¢Home Page Opens User Im@l Messages Print Bitton AWARDS Help
Qick theSearchbox to open theConsumer Lookup options -
9 Enter any combination of searcherr i a (fir gt ect é
9 dClick the gree®earchutton
1 Consumédrookup Results page is displayed s c
91 Clients who are in programs that the user has chart access to will display as
a bludink
T User can click link to view the clientds program hi

==

Entitlements, Employment, Hospitalization, Face Sheet, Progress Notes, Service Plans, Timetable, and Contacts L
1 Clientswvhoare in programs that the user does not have chart access to, or are in a different agency but have agreec
data sharinglivéippear with no link attached.

Consumer Lookup Results

Search for: First_Name=Fake Last_Name=CLient
Maximum Matches to Display: 25

Clone Personal 1D AWARDS ID Name SS5N DOB Gender Identity Race Status
A+ 415225-67b7-bfo16 250743041 Client, Fake  999-99-9999 07/15/1982 Male Black or African American A Training Nightly Emergency Shelter Resident 12/03/2017 to 12/05/2017
N 274147 client, fake 999-99-9999 02/08/1964 Female American Indian / Alaskan Native 09/24/2012 Referral to Albany County DSS - Various - Psychosocial Screening as of 09/24/2012
N 294992 CLIENT, FAKE 999-99-9999 01/01/1980 Male American Indian / Alaskan Native 07/15/2013 Referral to Albany County DSS - Various - Psychosocial Screening as of 07/15/2013

Intake / Admission Menu

Merge Duplicate Consumer Records



The menu to the left contains module buttons that direct users to the corresponding Menu pages, for data entry
reporting

Censug Int&ke/Admisen, Discharge, Housing, Profile

Home Chart (default view) EmploymenEntitlements$jospitalincidents,
Medical, Outcomes, Reception Desk. Services
Administration - Agency File Cabinétc&l/Programm-House Accounts,
Operations, Report MendpBex, System Setup

24 Census

4, Administration

Sending client level information through regular email is strictly prohibited. All communicati@tiowolving client le

must be submitted through the AWARDS HelpDesk.

In the everypu needubntiaproblem/question to the local Help Desk staff at your agency/comipietehe

following steps:

1. From the navigation bar, Elétf, and then clitlelp Desk TheHow Can We Helpp#ga?s opened in the
AWARDS Messages module.

How Can We Help You?

£ provide you with the best and quickest assistance possble. Here's how you can find what youre looking for

Search Online Help

o uzing our Online Help zearch 2ol Help Detk respanze time can vary from 24 hours o 2 business dare.

Thigpage can also be opened from within the Messages module directly by using tharitisipeeskthinpagrethe left

2. IntheSubjectfield, please type a brief description of the problem or question.

3. Inthe "Problem/Question gtaortion of the form, configure the available fields and options as follows:

91 Description - In this text box please type a detailed description of your questionVédhenotdporting a problem,
be sure to list any steps taken prior to the protdeménce, including any selections made while completing the
problematic task and the text of any error messagesTretedetdil will enable to Help Desk to replicate your
experience as closely as possible and will speed up the ineestigation pro

When filling out the reporting form, keep in mind that the Help Desk is a totally secure mearalofuegoastrgasdistance whic

detailed information regarding client records without breaching confidentiality.

4. If available, pleastach screen shots or files related to your problem or question in the "Attachments" portion c
the form.

5. ClickSEND MESSAGH you are an end user, the message is sent to all members of your agency's/continuun
local Help Desk team, and any ofritinsduals (listed above the Subject field on the reporting form) may
review your submission and respond to you.

6. Periodically check your AWARDS Messages module inbox for a response to your problem report
guestionWhen a response is received, tieviaefully.In the event that the Help Desk was unable to
investigate with the amount of information provided, you will be asked to supply ad@itiamalisketails.
you will be provided with information about the area of the applicatioorlgmgwaite wr with a resolution
to any problem you may have been experiencing.



1. Selecintake/Admission on the AWARDS Home scrBlegintake Records Pegeeis displayed

Intake / Admission Search

Program Database

2. Limit the search by selecting the number of refertal matches o be displayed on the results page

Limik Search Results to 2~ | Matches.

2. Click thé°rogramdropdown arrow and select the program associated with the consumer to be admitted.
3. IntheFirst Name Last Nameand/orAlias fields, type the consumer's name, initials, and/or alias.
4. CIlickCONTINUE TheReferral Search Regdts displayed.

Self Referral Foms Rec

This page contains a list of any existing intake records for which the identifying informationakeRbesrtia feseted on the
5. From the "Applicant” column, €ligate New Application TheAdmission Rumage is disgkd.
6. Complete the admission form by configuring the fields and opteges as tieisessary.
Residential programs that are set to colladbtmasehotdritaResidencdrogdown list that is separated into two
section¥acant Units and Occupied luniteds listed under Vacant Units belong to apartments/units were all beds are lis
vacanftThe beds listed under Occupleddtmitag@@tments/units where at least one bed is Sedechngc lgiddisted
under Occupied Units places the client in a unit with roommates, which may be other household members.
Depending on the programs funding sourceraquisgnane haha entry at intake/admistiepribgrams, so the fields
and options on the admission foriie reatyftwrdfrogogrogram.
7. ClickHOUSING ADMISSIONTrPROCESS ADMISSIONhit label is used for this bigtdatermined by
theprogram typeesidential or noesidential, respectivelfle consumer's admission form is saved, he or she is
admitted to the selected program, athougehold Compesitjens displayed.
If any data entry errors are found by AWARD &aBIVHERIONI/ PROMHBISSIONlisked, the admizgioess is halted

and the errors are listed in red at the top Enthéheveag¢hat an error is received, make any necessary corrections, and click tl
button again befarequling.



1.From the AWARDS Home screeninti&le/Admission. Thelntake Records $eaecis displayed.

2.Click thé’rogramdropdown arrow and select the program associated with thevlconsbeiag readnditte

Intake / Admission Search

program Database
<] ot By ¥

1. Search for existing referrals using identéfying information:

First Name Last Name Alas. ssm

OR enter a screening date range:

Date Range

Celto ovotaor

=
2. Limit the search by selecting the number of referral matches to be displayed on the results page:

Limit Search Results to 25 |~ Matches.

CONTILE

i Menu | | Log Out

3. ClicktheDatabasedropdown arrow and select "Data Entry."

4.1n order to accessatmissiaecord to be updated, a search must be performed fronbLitis {hegesults

of this search in one of the following ways:

1 By Name- To limit refertaecord selection by consumer name, type his or her name, initials, and/dfiedias into the
Name Last Nameand/orAliasfields, respectively.

1 By Screening Date To limit referral record selection by date range, make adjustments to theidefeulfreaitie

and "to'Date Rangedfields.Only those referrals with scredateg in the range entered here are included in the search

results.

5. ClickCONTINUE TheReferral Search Regdts displayed.

6. Fran the "Applicant” column, click the name of the consumerdoeitegt.e

Trsining 1

7.Click the radio button next to Create a new intake recadhaihd re  to this program

The selected admission record has been used to admit John Doe who has since been discharged. This record cannot be used for re-admission. Please select one of the following

options:

Edit the demographic fields of this intake record

Training - Permanent Housing

Admission Form: John Doe

Create a new intake record and re-admit John Doe to this program

8. ClickCONTINUEhe admission form is displayed with prepopulateddata fr e
Enter and update the admission form with current dat&launsirjokdmission Be mindful to update the

CONTINUE || Intake Menu

c |

ent 0s

ast

Living Situation section of the admissididbdoing so will not allow the system to update the numiger of times

person has been homeless



TheHousehold Compesigerisplays differently depending on whether the newly admitted client is already a memk
of a household in thpeney or not

Training - CoC Permanent Housing
Household Composition
Housing Start-Date
Housing Start-Date is currently not in a household.

® Create a new Household
Join an existing Household

Admission Date: 01/11/2018

*Household Start Date
22

CONTINUE

1. If the client is currently not in a household and should be placed in a new hQuselm®ld, remhect
Household. This option creates a brand new household in AWARDS, and places the client into the household a
primary client.

2. In theStait Datefield, type the date on which the client became associated with the ¢imk$eliaddpor
insert below) under the clientds admission date.

9 This date MUST be the SAME DATE as the confuajecs Start/Admission Date

Training - CoC Permanent Housing
Household Composition
Housing Start-Date

Housing Start-Date is currently not in a household.

*Intake Date/Project Start Date: I
01112018 [§ [ —

Date: 01/11/2018

*Household Start Date
DI 112016 =

3. If the client murrently not in a household and should be placed in an existing household in AWWARDS, select
an existing Household

4. AWARDS first prompts users to search for a client record that matches that of the holfsitteylthavember.

been a clientthe agency in thest, less data entry is required.

Adult Home One
Household Search
Household ID: 336

Messy Blott

First Name Last Name SsSN

Limit Search Results to | 25 |~ Matches

1 IntheFirst Namé.ast NameandSSNields, type identifying information for the householdwheseapusehold the
person is beiadded to. e

Household 1D: : 480

1 ClickCONTINUE TheHousehold Search pasudtslisplayed.

1 Beneath the table of search resultd,inth&Vith Househgldrtion
of the page, if the household member being added does not ac
with the primary client and you wish to capture that detail, click
radio buttonThe "Yes" radio button is selected by default. s

1 Click thdRelation to Primary Clidrdpdown arrow and select t = s
relationship that describes the new household member in re
household's primary client.




1 6. In theStart Datield, type the datieat the new household memisameea member of the household. Click
CONTINUE

A. To confirm the client's placement in that househ@tiesékgwbuld remain in their current household

¢ Chent should remain in thelr current household
Remove Clent from current household and areate/join a new household.

CONTINUE

1P T St TS e A e APt S o o P ANTAEN AL _on BT T L S M o A e AR e Dla L bW

B If the client is tanger part of the current household and should be placed in a different h@®esaboetd, select
Client from current household and create/join a new householdand then cli€@ONTINUE

*The client immoved from the householgpdatidousehdoimpositipage is displayed, asking you to create a new household or ha
the client join an existing one.

Adding Household Members

After completing the steps to put the primary client in a household users have the ability to add/admit additi
househd members

1. From the Household Composition pagéestteatid another member to the household @@NTIBRUE

Training 1
Household Composition
Household ID: 216298
Apple Blossom

Eirst Name Last Name Date of Birth SSN Relation to Primary Client
Apple Blossom 01/01/1980 | 999-99-9999 Self

Would you like to add another member to this household?

Yes No

CONTINUE || FACE SHEET

2.When adding a new household member to an existing household, AWARDS first prompts users to search for ¢

record that nedites that of the household meththery have been a client of the agenpgsdn, fhes data entry

is required.

1 In theFirst Name Last NameandSSNields, type identifying information for the household member being added to the
household-or eample, you may enter the first two letters of the household member's first and last names.

1 ClickCONTINUE TheHousehold Search paseilis displayéthis page contains a list of clients with records in the
system for whom the identifgiiogmation entered on the previous page is a match.

3. Review the search results and determine if the household member to be added to the household appears ol
of matchedf he or she is listed, click the radio button to thkdeaiaofe, and continue withitireg With



Household portion of the pagéthe household member to be added does not appear on the list of matches, contint
with the next step.
Clients that appear with the following red icon next to thelongrieaalveadghold within the agency.

T v0e ek T
T B RE s gD A -2l 8P IR DA AT

As a rule, AWARDS only allows a client to be active in one houssshthe alesatlmef the household to which the client belong:

click the red icon next to his or her natoesahdith€ompingipage for that household is displayep wiredpapover the

search results pagm there, you can ckoitsdddasehold Compositifrthat househdlaze

4. Click th&lew Recordradio buttonThe row refreshes and the followingttiateel appear for completion:

The First Name, Last Name, and SSNimbddatiee pvith any search criteria entered on the previous page.

1 First Name Type the first name of the new household member as it should appear throughout the system.

Last Name- Type the last name of the new household member as it should appear throughout the system.

SSN Type the SSN of the new household member.

Date of Birth - Type the date of birth of the new household member (using mm/dd/yyyy format) eqpickserthe dat

that appears to the right of the field.

1 Gender- Click this dregown arrow and select the gender of the new household member.

= =4 =4

Training 1
Household Search Results
Household ID: 224877
Abe Blincoln
Search Criteria
First Name: | Mary Todd

Last Name: | Lincoln

The following results were found.
Please select one of the following matches to add to the household.

First Name Last Name Program History(s) SSN Date of Birth Gender

Mary Tedd * Linceln * (999-99-9999 * (1111980 [ | Female

Indicates Required Fields

5. Beneath the table of search resultgjvmthevith Household portion of the page, if the householiemem
being added does not actually reside with the primary client and you wish to capture that detail, click the "No" |
button. The "Yes" radio button is selected by. default
6. Click th&elation to Primary Clientdropdown arrow and select the apdtip that describes the new
household member in regard to the household's primary client.
7. In théStart Datefield, type the date that the new household member became a member of the household, or |
the date picker to the right.

{ Livimg With Househokd +Relation to Primary Chent *StartDate  EndDate | §

5 eves oo = m =t

(o s ~ i
8. ClickCONTINLE A pop up message is displayed asking if the household member should be admitted

156 999-99-9999 Daughter Arte es

Admit Bonnie Bomb? .

Wiallkd you like to admit Bonnie Bomb into this program?
Clicking Yes will autormatically create & referral record for the chent,

Yes ]

If the household mendleruld be admitted cliddESand a prpopulated admission form is displayed for the
selected progratdse this form to admit the houseboitdaninto the program and complete the process.

If the household mengbeuld not be admitted cliblO

To add another household member to the househsiidl Selewdtiousehold Membeland complete the above
steps

If no further household members beaadidled to thbousehold, selbdictand clicHOME to navigateaway

from this screen



Thg process can also be completed from the primary clients face sheet if afieré¢ohegoing theiheuseholds a ¢

the program
1. From the AWARD#®me screen, clicENSU8&om the lefhand menu, then ckckfile. The

Consumer/Program fpagéles displayed.

MESSAGES ™ FOOTHOLDCONNECT

Consumer / Program Profile

Agency File Cabmet
Program/site Database  A-Z
v | DataErtry v| * v

Face Sheet Program Profile Report

2. Click th€rogramdropdown arrow and select the program associated with the consumer for whom the househo
composition is to be tgdla

3. Select either Current Roster or Roster Archives

4. Click Face Sheet

5. Click the&Client dropdown arrow and select the consumer for whom the household composition is to be entere
or updated.

6. ClickCONTINUE TheConsumer Facegp8pestisplayed.

7. Click Household and Child Info

Training 1
Consumer Face Sheet: Abe Blincoln

Demographic Info: Abe Blincoln

Consents Form | | Househeld and Child Infe | | Legal Data | | Medical Informaticn

8. Seldcthe Household Composition Tab
9. Sel ect to edit a current household memRdieca 6s i n

new household member by clickixgdadew Household Memberand follow the steps outlined above.

Training 1
Household Composition
Household ID: 224877
Abe Blincoln

© From (080312016 [ To [08/03/2016 )
Apply

Complete History

Household Program History Household Composition

First Name Last Name Date of Birth SSN Relation to Primary Client Status Living With Start Date End Date
Abe Blincoln 01/01/1963 | 999-99-1234 Self Active Yes 07/01/2016
George Washington 01/01/2003 | 999-99-9999 Son Active Yes 07/01/2016

Add New Household Member

FACE SHEET



All clients enrolled in CoC funded projects for 365 days or more must have an annual assessment
completed. The assessment must have an effective date recdrdéd G KS 1 aL{ Ly T2 &SO0A;
facesheet record within 30 days-#f KS | Y YA GSNEI NB RIFGS 2F GKS Of ASyic¢

1. From the AWARDS Home screen, click Profile. The Consumer/Program Profile page is displayed.

Consumer / Program Profile

Agency File Cabinet

Program/Site Database AZ

Family Housing One v | |DataEntry v||* v

Face Sheet Program Profile Report

* Current Roster Current Roster
Roster Archives * Roster History from|03/07/2015 || #]t0/03/07/2016 (5]

Monthly Profile || ReportBullders

2. Click thé’rogramdropdown arrow and select the program associated with the consumer whose face sheet is
be updated.

3. If the face sheet to be updated is for a former (discharged) consirostecliakhinesradio button.

4. ClickFace SheetTheConsumearfile / Face Sheet Update Safecisodisplayed.

Family Housing One
Consumer Profile / Face Sheet Update Selection

Consumer: FPis, Pumpkin v

[ coNTINUE | [ JumpBack | OpeningMenu | [__HelpMenu ][ LogOut |

5. Click th&€onsumerdropdown arrow and select the consumer for whom the fatte shespidsted and
CONTINUE

TheConsumer Facep8bees displayed.

This page is broken into sectiikes @dnsumer information that can each be updated individually.

The HMIS section of the Face Sheet must be updated annually for clients that are in a CoC funded project for

365 days. This update must be done within 30 dalyge+dnniversary oftheelint 6 s admi ssi on da
Mt HMIS Info: Abe Blincoln

Flective Date:
i

Residence Unit:
1201 Meg Court 1

Covered by Health Tnsurance:

MEDICAID: MEDICARE:
Yes
State Children's Health Insurance Program: Veteran's Administration (VA) Medical Services:

tmployer-Provided Heahl nealth Insurance obtained through COBIRA:

Privata Pay Health Insurance: State Health Insurance for Adults:

6. Update the face sheet information as necessary by configuring the fields and options in one or more of the a

sectionsDo  no't updat e any of t he Special ashhsails i nf o
cause an _error i n APR reporting. Speci al Needs i
record

7. When all face sheet information has been updated aSlracE§HaATE



From te AWARDS Henreen, cliddischarge TheDischarge Masuge is displayed.
Click thé>rogramdropdown arrow and select the program from which the client is to be discharged.
ClickProcess Discharge

wn e

Discharge Menu

Program Database  A-Z

TheClient Discharge Roster Batgrctdisplayed.

Albany VASH - Albany VISN Consumer Discharge Roster Selection

*  Current Program Roster

Discharges from 01/01/2018 5] to: 011612018 i

CONTINUE

4. Confirm that th@urrent Program Rosterradio button is selected, and the@©OIMKINUE
TheDischarge Client Sebegiois displayed

Training - CoC Permanent Housing Program Discharge Consumer Selection

5. Click theClient dropdown arrow and select the client to be discharged.
6. ClickCONTINUE If the client being discharged is the only person in the holBsbb&tgthénformation
pagéor the client will display

Update the necessary HMIS fields

a.Date 0 Enter the clients discharge date

b. Income, Noncash Benefitand Health InsurancedShoul d b
NOTE: Speci al Needs is only wup
Discharge Record.

c.DestinationdClickthedred o wn menu t o select the clientds housing si
percent of housing situations do in fact fit into-tteevdroptions provided)

d. New Residence County Click the dredown menu to select the NYS county that the client will be residing in upon
discharge (if client is moving out of state select the ayiiopyiate

e.Discharge Noted Enter notes in the appropriate note test box

ClickAPPLY The client's discharge is processed aodlg repdrt version of the form is displayed

A discharged client is included on the current roster of a program up to and including his gramAflischarge date fo
the disatye date, he or she is moved to the program's roster archives.

updated on the .clientd
t ed | Needsm®rmatibnioethet 6 s ad



If the client being discharged is the primary client of a household that has other household members admitted
in the program from which he or she is besufparged, a message displays stating "You are discharging the
primary client of a househol@he listed household members will be discharged along with this client, unless
selected otherwise."

This screen allows you to select whether all househsldithegibgission records in the selected program should
be discharged with the primary client, or if they should remain on the prdgihamseostes.of the following
options:

Discharge household members along with the primary clientIf all houseld members with program
admissions are being discharged with the primary client, click this radio buttorG @I th&FEclick

ACT Services Team One
Discharge Information
Short Glass

You are discharging the primary dient of a household.
The listed household members will be discharged along with this cient, unlkess selected
otherwise.

First Name Last Name Household Entry Date
Kd Gass 01/02/2012
Tal Glass 01/02/2012

View Household Composition

@ Dscharge household members along with the primary dent

Retan the househokd members, desgnate as the primary cient
of this household, from this point forward

CONTINUE

Jump Back | Opening Menu || Help Menu Log Out

A table displays listing each household member to be Hisubahmddl. members must be discharged individually
before the primary client is discharged.

On this table, click the radio button next to the household member to be discharge@GiINd IEE thekischarge
Information ptgehe client will display

1. Update the necessary HMIS fields

a. Dated Enter the clients discharge date

b. Income, Noncash Benefits andealth InsurancdShoul d be updated on the clientd

c. Destination 0 Click the dredown menu to sel ect the cl iseentefcst hoooutshienrgl
99.999% percent of housing situations do in fact fit intddendyppons provided)

d. New Residence County Click the dredown menu to select the NYS county that the client will be residing in upon

discharge (if client is mowimgfostate select the appropriate option)

e. Discharge Noted Enter notes in the appropriate note text boxes

2. ClickAPPLY The household membero6s discharge is proc:
step 1. Repeat steps 2 and 3 umtilssghbld members have been discharged. The radio button then opens for
the primary client, allowing that last discharge to be processed.

The Discharge Date, Destination, and Neswfoliatisn de n c ¢
as AWARDS oOassumesd6 that a household being discha






