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UPDATING THE RECORDS OF Qies
DISCHARGED CLIENTS IN AWARDS

Client records often need to be updated even after the client has been discharged from a program; possible reasons include

responding to data standards changes or addressing data quality issues.

This document contains instructions to update Admission, Face Sheet, Progress Notes/Contacts Logs,
and Discharge records for clients already discharged from program.

Updating a Discharged Client’s: Admission

NOTE — All Admission Record fields can be updated EXCEPT for the client’s admission date.
Please submit a HelpDesk ticket to the HMIS team if this is necessary.

1. From the AWARDS Home page, select Intake/Admission.
2. The Intake/Admission Search page is displayed. Using the ‘Program Selection’ drop-down, select the

Program the client was discharged from.
3. Type the discharged client’s first and last name into the ‘Search for Existing Referrals...” fields and click

CONTINUE.

Search for existing referrals using identifying information:

First Name Last Name Alias SSN

) [ B |

4. The Intake/Admission Search Results page is displayed. Select the discharged client’s name from the list

of admission records.
5. Options for the admission record are displayed. Select the option to ‘Edit the demographic fields of this

Training - CoC Permanent Housing
Intake / Admission Search Results

Referral Source Type: All Sources

Name =CB
Application Status: all undecided dispositions - all resolved outcones

Screened Applicant Birthdate SSN Status Updated Program Eligibility. Source Forms Days Admission Discharge
Received Open Date Date
? Create New Applj Screening ? Training - CoC Permanent
Housing
08/29/2017 Cinna Bun 08/30/1999 379-24-  Accepted- 08/29/2017 Training - CoC Permanent Undetermined Self- No Date for 08/29/2017 02/01/2018
5678 Admission Housing Eligibility Self Forms
Referral Received

intake record’ by clicking on the circular radio button to the left and click CONTINUE.

Training - CoC Permanent Housing
Admission Form: Cinna Bun
The selected admission record has been used to admit Cinna Bun 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
Create a new intake record and re-admit Cinna Bun to this program

CONTINUE || Intake Menu
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6. The client’s admission record now opens in data-entry form mode. Update the necessary fields (excluding
Admission date) and click UPDATE FORM.

Intake Date/Project Start Date: Client Location (Continuum of Care):
16/20/2017 .

Discharged:
2/01/2018

Information Sharing Level:

Ugstine Rafieral Seurce

Reforred By: Tradning - CoC Permanent Housing Sell
*First Narme: Middbe Name: *Last Name: Sulfix:
Cna i
*Name Data Quality: Alias: *Sockal Security #: *55N Data Quality:
Full nama regeactad . 173456785 Dt et colaciad 0
=Gender (HMIS): =Birthdate: *Birthdate Data Quility: fFutsshimponsd |
- - = s i . 2 o0 parial S5N reporied

7. The Household Composition page is displayed. By default, the ‘Consumer should remain in their current
household’ option is selected. Leave this option selected and click CONTINUE.
Training - CoC Permanent Housing
Household Composition

Household ID: 241760
Cinna Bun

Cinna Bun is currently a member of the following household.

First Name Last Name Date of Birth SSN Relation to Primary Client
Cinna Bun 08/30/1999 |123-45-6789 Daughter

Honey Bun 03/21/1980 |867-96-6652 Self

‘ * Consumer should remain in their current household
Remove Consumer from current household and create/join a new household.

8. The Household Composition page refreshes and asks if you want to add another member to this
household. Your updates are now saved. Click HOME to go back to the AWARDS Homepage.

# HOME £ CALENDAR X MESSAGES 3/ REPORTS

Training - CoC Permanent Housing
Household Composition
Household ID: 241760

Cinna Bun

First Name Last Name Date of Birth SSN Relation to Primary Client

Cinna Bun 08/30/1999 |123-45-6789 Daughter
Honey Bun 03/21/1980 |867-96-6652 Self

Would you like to add another member to this household?

Yes @® No

CONTINUE || FACE SHEET
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Updating a Discharged Client’s: Face Sheet
1.

From the AWARDS Homepage, use the ‘Program Selection’ drop-down to select the Program the client
was discharged from. Then select ‘Profile' and the ‘Face Sheet’ option from the flyout menu.

ﬁ H Program Group All Program Types @ Division | All Agencies @ HMIS Options All HMIS Project Type -
Program: Training - CoC Permanent Housing <
28x Census
B chans Census Activities
A Administration o )
A+ Intake/Admission a- Discharge
‘™ FootholdConnect

AWARDS Certification

Qualifying Exam Cpen B Housing # profie
Through September 4th!
Face Sheet

View Waiting List

2. The Consumer Profile / Face Sheet Update Selection page is displayed. Click the box next to “Roster
Archives” and WAIT FOR THE PAGE TO REFRESH BY ITSELF.

Training - CoC Permanent Housing
Consumer Profile / Face Sheet Update Selection

Consumer: |Anas, Ben v
‘ ¥ Roster Archives
CONTINUE

3. After the page refreshes, the Consumer drop-down will contain only clients who have been discharged
from the program. Select the discharged client’s name and click CONTINUE.

Training - CoC Permanent Housing
Consumer Profile / Face Sheet Update Selection

Consumer: |Anas, Ben v
Anas, Ben
|Bun. Cinna | _
* Cat, Milo
Cat Jr. Milo
Choke, Artie

pERSON, hAPPY “panding
Sample3, Random “pending
| Sladder, Jacob

The Face Sheet page is displayed. Scroll to the HMIS Info section to complete the updates as needed by

clicking on ‘Update HMIS Info’ to open this section for data entry OR by clicking on the pencil icon to the
right of the specific update that needs to be edited. NOTE — All fields can be updated by editing an existing

record EXCEPT for the Effective Date. If the Effective Date is incorrect, you must create a new update with the
correct date.

HMIS Info Update History

HMIS Info Update History o —

X &
None 08/01/2015 Annual Update X a
Update HMIS Info | Update HMIS Info |

5. Once you complete an update OR edit an existing update’s information, click UPDATE to save the record.
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Updating a Discharged Client’s: Progress Notes

1. From the AWARDS Home page, use the ‘Program Selection’ drop-down to select the Program the client
was discharged from.
2. Select ‘Charts’ from the left-side menu.

Program Group Al Program Types » Division  All Agencies . HMIS Options.

# Home

' ’[ Chart Activities

IW Employment ©= Entitlements

a Hospital ¥ incidents

+ Medical 4 Outcomes

0 Reception Desk = Services - Group

i services - Individual

3. Select ‘Services Individual ‘and then the ‘Progress Notes’ option from the flyout menu.

= Services - Individual

Assessment Data
Charting Timetable

Contacts Log
Progress Notes
Service Coordinators

Service Plans

Service Referrals
Toxicology Information
Utilization Reports »
Forms »

4. The Follow Up Progress Notes Data Entry page will display. Click the box next to “Roster Archives” and
WAIT FOR THE PAGE TO REFRESH BY ITSELF.

Training - CoC Permanent Housing Follow Up Progress Notes Data Entry
Former Consumer
Anas, Ben v

| Roster Archives

Worker

Trainer, Staff v
CONTINUE

5. After the page refreshes, the ‘Consumer’ drop-down will contain only clients who have been discharged
from the program.

6. Select the discharged client’s name from the ‘Consumer’ drop-down and YOUR name from the ‘Worker’
drop-down (you can only edit notes you wrote) and click CONTINUE.
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7. The Individual Progress Notes Editing Index page is displayed. Select the radio button to the left of an
existing note that you want to edit, or select the top row to add a missing note, and click CONTINUE.
NOTE — Depending on how your program is set up and how long ago this client was discharged, you may need to

request both back-dating privileges and for that program’s back-dating window be expanded (the default back-
dating window is 45 days.)

Individual Progress Notes Editing Index

Consumer Program Note Writer Date Range Admission

Ben Anas Training - CoC Permanent Housing Staff Trainer Last 9999 Days 09/08/2017

Select the Note Section to Add / Edit / Remove

Selected Date Start Time End Time Note Type sVC Duration Face2Face
O 99/99/99 ? ? New Note (Section) ? XOGXX ?
09/09/2017 04:45PM  07:15 PM General Chart Note* CM 2 Hours 30 Minutes yes

09/09/2017 03:20PM  04:30 PM General Chart Note* CM 1 Hours 10 Minutes yes
09/09/2017 09:45 AM  10:00 AM General Chart Note* CM 0 Hours 15 Minutes no
09/09/2017 09:00 AM  09:05 AM General Chart Note¥ CM 0 Hours 5 Minutes no

09/08/2017 01:00PM  02:30 PM General Chart Note* CM 1 Hours 30 Minutes yes

General Chart Notes with matching Contact Log Records indicated by *

| CONTINUE || Consumer || Consumer View |

8. You can now add/edit a note for the discharged client in the same way you would for a current client, and
save the note by clicking SAVE NOTE.

| SAVE NOTE <

Updating a Discharged Client’s: Contact Logs

1. From the AWARDS Home page, use the ‘Program Selection’ drop-down to select the Program the client
was discharged from.
2. Select ‘Charts’ from the left-side menu.

Program Group Al Program Types * | Diision ANl Agencies + | HMISOptions  AllHMIS Project Type  +
f Home
Program Trainang - CoC Pemanent Howsing

A
(=} Chart Activities
A
= i Employment OF Entitiements

-] Hospital ¥ incidents

I Medical @ Outcomes

9 Reception Desk Services - Group

Services - Individual
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3. Select ‘Services Individual ‘and then the ‘Contact Logs’ option from the flyout menu.

i= Services - Individual

Assessment Data

Charting Timetable
‘ Contacts Log
Progress Notes
Service Coordinators
Service Plans
Service Referrals
Toxicology Information
Utilization Reports »
Forms »

4. The Supportive Services Checklist page will display. Click the box next to “Roster Archives” and WAIT FOR
THE PAGE TO REFRESH BY ITSELF.

Training - CoC Permanent Housing Supportive Services Checklist

Consumer

Choke, Artie M

Worker

Trainer, Staff v

| Roster Archives
CONTINUE

5. After the page refreshes, the ‘Consumer’ drop-down will contain only clients who have been discharged
from the program.

6. Select the discharged client’s name from the ‘Consumer’ drop-down and YOUR name from the ‘Worker’
drop-down (you can only edit notes you wrote) and click CONTINUE.

7. The Individual Supportive Services Editing Index page is displayed. Select the radio button to the left of an
existing contact that you want to edit, or select the top row to add a missing contact, and click CONTINUE.
NOTE — Depending on how your program is set up and how long ago this client was discharged, you may need to
request both back-dating privileges and for that program’s back-dating window be expanded (the default back-
dating window is 45 days.)

Individual Supportive Services Checklist Editing Index

Consumer Program Worker Date Range Admission

Ben Anas Training - CoC Permanent Housing Staff Trainer Last 9999 Days 09/08/2017

Select the Supportive Service Record to Add / Edit / Remove

Selected Weekday Date Start Time End Time Duration Worker SVC Note Attached
O Add New Session 99/99/99 ? ? Staff Trainer 7?7 ?
. Thursday 09/14/2017 03:00 PM  03:15PM 0 Hours 15 Minutes Kelli Clark CcM Yes
Saturday 09/09/2017 04:45PM 07:15PM 2 Hours 30 Minutes Staff Trainer CcM Yes
Saturday 05/09/2017 03:20PM  04:30 PM 1 Hour 10 Minutes Staff Trainer CM Yes
Saturday 09/09/2017 09:45 AM  10:00 AM 0 Hours 15 Minutes Staff Trainer ™ Yes

Saturday 09/09/2017 09:00 AM  09:05 AM 0 Hours 05 Minutes Staff Trainer M Yes

‘ Friday 09/08/2017 ©01:00 PM  02:30PM 1 Hour 30 Minutes Staff Trainer ~ CM Yes

CONTINUE || Consumer || Consumer View

8. You can now add a new or edit an existing contact the same way as for current clients and save the
contact by clicking CONTINUE.

CONTINUE
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Updating a Discharged Client’s: Discharge

1. From the AWARDS Home page, use the ‘Program Selection’ drop-down to select the Program the client

was discharged from.
2. Select ‘Discharge’ and then the ‘Process Discharge’ option from the flyout menu.

Program Group  All Program Types it Division Al Agencies - HMIS Options All HWIS Project Type =

# Home

Program Traning - CoC Permanent Housing

ﬂ Chans

Census Activities
A Adminetraton
A+ Intake/Admission - Discharge
*®  FootholdConnect
Process Discharge
x ar Referrals Out
& Housing  Profile

3. The Consumer Discharge Roster Selection page is displayed. Select the ‘Discharges From’ radio button and
enter the client’s discharge date in both the “from” and “to” date fields and click CONTINUE.

Training - CoC Permanent Housing Consumer Discharge Roster Selection

Current Program Roster

_ O Dischargesfror|1 20118 Co] toz[2r1ng] |5

CONTINUE

4. The Program Discharge Consumer Selection page is displayed. Only clients with a discharge records taking
place within the date range you entered will be available.

Training - CoC Permanent Housing Program Discharge Consumer Selection

Discharges from 02/01/2018 to 02/01/2018

Former Consumer:

Bun, Cinna
CONTINUE

5. Select the client that needs to be updated from the ‘Former Consumer’ drop-down and click CONTINUE.
6. The Discharge Information page will be displayed. Update or correct the necessary information.
Training - CoC Permanent Housing Discharge Information

Former Resident: Cinna Bun  Gender Identity: Female  Birthdate: 08/30/1999
Admission: 08/29/2017  Address: 200 Henry Johnson Blvd Apt.7-B, Albany, New York 12210

Referral Source: Self Referral

*Discharge Date 02/01/18 l] Cannot Undo - Bed in Use
Reason for Discharge

*Income from Any Source:

I No Discharge [Read cnly: value is determined from income source entries.]
fves

1 Client doesn't know
Client refused

rR‘:‘}ﬁL‘?‘ collected |- employment Unemployment Insurance: Supplemental Security Income (SSI):
Social Security Disability VA Service-Connected Disability VA Non-Service-Connected Disability
Insurance (S5D1): Compensation: Pension:

Private dizahility inanrancas Winrker's ramnanaatinn: Temporary Assistance for Needy

—
7. Click APPLY.

8. Aread-only confirmation version of the discharge record is displayed. The discharge information is
saved.
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