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Coordinated Entry – Prevention Data Entry Desk Guide 
This guide is intended to walk through the data entry of an admission, assessment, event(s), and 

discharge of an individual/family being served through Coordinated entry in the AWARDS Database. 

(https://cares.footholdtechnology.com/)  

Admission: From the homepage of AWARDS, select your Coordinated Entry Project. On the 

far left you will select Census and then Intake/Admission as indicated below. 

 

 

On this screen you 

can select continue 

at the bottom, or if 

you are admitting a 

Client that has been 

discharged you can 

enter their 

information to 

expedite finding their 

record. 

  

Figure 1 - Intake/Admission 

Figure 2 - Intake/Admission cont'd 

http://caresny.org/
https://cares.footholdtechnology.com/
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In Figure 3, if you are not selecting an individual with a prior admission you will select Create 

New Application as shown below. If re-admitting, select their name which will display below 

Create New Application. 

 
Data Entry - Intake Form: The next screen to generate will be the intake form, where all 

Universal Data Elements are collected. At this time, you should be collecting and entering as 
much information as possible.  
Figure 4 consists of fields capturing the client’s personally identifying information. Red asterisks 

(*) indicate required fields. 

Figure 3 - Intake/Admission cont'd 

Figure 4 - Intake/Admission cont'd 

http://caresny.org/
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Figure 5 displays three important fields; Phone, Prior Living Situation and Current Living 
Situation.  

• Phone – this field allows for ease of contact when attempting to reach clients 
regarding updating assessments, gathering additional information or sharing 
updates with services being provided.  

• Prior Living Situation – captures where a client last held residency, or previous 

permanent address. 

• Current Living Situation – captures where a client currently holds residency. 

  

Figure 5 - Intake/Admission cont'd 

http://caresny.org/
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Figure 6 allows for the collection of information related to income. If a Client indicates receiving 
cash income, use the drop-down menu attached to Income from Any Source to select yes, then 
enter the appropriate information in Monthly Income Sources to calculate their total cash 
income. Non-Cash Benefits capture streams of government assistance that do not come in cash 
form. For example, SNAP (food stamp), TANF (Temporary Assistance for Needy Families) and 
WIC benefits. 

 

The collection of health insurance information is captured as seen in Figure 7. If the Client 

indicates “yes” for health insurance, you will select yes from the drop-down menu and indicate 

which insurances apply.  

  

Figure 6 – Intake/Admission cont’d 

Figure 7 – Intake/Admission cont’d 

http://caresny.org/
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The special needs section, Figure 8, calculates disabling condition status based on the responses 

to the red asterisked elements combined with the follow up responses. For the fields 

developmental disability and HIV/AIDS it is recognized that these conditions are indefinite 

therefore there is no follow up response. For the others, disabling condition will only be 

calculated as yes if yes is selected from the drop down menu for both the special need and the 

follow up question (OR if income is indicated from SSI/SSDI in the Income from Any Sources 

section). 

 

Figure 9 is a combination of required data elements (indicated by *) and community-based 

questions. 

  

Figure 8 – Intake/Admission cont’d 

Figure 9 – Intake/Admission cont’d 

http://caresny.org/
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The Household Program Enrollment section displayed in Figure 10 will display additional 

household members as they are entered and connected to the Client’s record. Complete the 

remaining questions below Household Program Enrollment. 

When all information is entered, select Process Admission. 

 

At times, the database will request confirmation of the spelling, date of birth and social security 

number when processing an admission. If the information displayed is correct, select yes and 

move on to the HMIS Consent Form. 

The HMIS Consent Form will now populate the screen. This form covers HMIS Data Collection & 

Purpose, Permitted Data Uses and Disclosures, Client Control Over Data, Responsibility to 

Protect Data, Important Information for all Clients, and Acknowledgement of Inclusion. Once 

the form is reviewed you will enter your initials verifying that all information has been shared 

with the client, as well as the method (by phone/in person) and date, then Continue. 

Figure 10 – Intake/Admission cont’d  

http://caresny.org/
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Select Create a new Household as shown in Figure 

11, and then Continue. 

 

 

 

 

 

If there are no additional 

household members to add, select 

No and Continue. If there are 

additional members, you can do 

this by selecting Yes and Continue. 

 

 

 

 

 

 

 

Enter the first and 

last name of the 

client, and then 

select Continue. 

 

 

 

  

Figure 11 – Intake/Admission cont’d 

Figure 12 – Intake/Admission cont’d 

Figure 13 – Intake/Admission cont’d 

http://caresny.org/
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Select New Record. This will enable the appearance of text boxes allowing entry of the first and 

last name, date of birth and gender. Next, indicate yes or no under Living with Household and 

enter the Start Date. This should match the head of household’s start (admission) date. When 

all information is entered select Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Yes to admitting No Person into this 

program. 

After selecting Yes, an intake screen will 

appear allowing you to complete a full 

intake for this household member. Once the 

intake is complete, select Process Admission 

and repeat this process for any additional 

household members. After selecting Process 

Admission on the final record and the 

database prompts you to add additional 

members again, select No and Continue. 

  

Figure 14 – Intake/Admission cont’d 

Figure 15 – Intake/Admission cont’d 

http://caresny.org/
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After selecting Continue the 

screen in Figure 17 will display. 

Select Face Sheet. This will 

bring you to the Household 

Composition page, which allows 

designation of relation to 

primary client. Once all 

relationships are entered, 

select Save. 

 

This concludes the intake/admission process for Coordinated Entry, and you are now ready to 

enter the assessment in HMIS.  

  

Figure 16 – Intake/Admission cont’d 

http://caresny.org/
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Assessment: This step of recording Coordinated Entry in HMIS allows the collection of 

assessment dates and locations, as well as results.  
 
To begin recording an Assessment, start on the homepage in AWARDS and select your 
Coordinated Entry Project. To the far left of this same page you will select Charts then Services-
Individual, Forms, and HMIS Coordinated Entry Assessment - Prevention 507 as shown below. 

 
 

 

Using the Consumer drop down 

menu select the person for 

which you are completing an 

assessment and Continue.  

  

Figure 17 – Assessment  

Figure 18 – Assessment cont’d 

http://caresny.org/
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After selecting Continue, Figure 19 will display on the next screen. To move forward, select the 

red highlighted link Create New HMIS Coordinated Entry Assessment Prevention 507 for (in this 

case) Fake Client. 

 

 

 

The entire HMIS Coordinated Entry Prevention Assessment will display on the next screen, each 

section separated by Update buttons. 

The first section, Update HMIS Coordinated Entry Assessment - Prevention is shown below in 

Figure 20. 

 

• Date of Assessment reflects the date the information was collected. 

• Assessment Location is the organization completing the assessment.  

• Assessment Type collects whether the assessment was completed By Phone, In Person 

or Virtually.  

• Assessment Level captures the type of assessment being completed, either Crisis Needs 
Assessment or Housing Needs Assessment. You will be completing a Housing Needs 
Assessment as your Coordinated Entry is not utilized for Emergency Shelter Placement.  

• Prioritization Status captures if the person is being placed on the prioritization list.  
 
Once all intended information is entered, select Save and move on to updating the next section 
of the assessment.  
 

Figure 19 – Assessment cont’d 

Figure 20 – Assessment cont’d 

http://caresny.org/
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The final section of the assessment captures the point of entry’s contact information as well as 

the prioritization criteria. Once all intended information is entered select Save. (For Urgency of 

Housing Situation select only one.) Once saved, the Total Score will display.  

 

You are now 

able to alert 

committee 

members of 

the 

assessment’s 

completion 

and send over 

any proof of 

eligibility 

documentation 

via AWARDS 

messenger. 

 

 

 

 

 

 

  

Figure 21 – Assessment cont’d  

http://caresny.org/
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Supporting Documentation and On-going Communication (Messages): All 

supporting documentation/proof of eligibility and client specific communication must be sent 

through the Messages module via the HMIS database. 

Follow the steps below to confidentially share and collaborate. Begin with selecting Messages 

in the top banner.  

 

 

Select the paper and pencil icon, which will bring you to a new message box.  

 

  

Figure 22 - Messages 

Figure 23 - Messages cont'd 

http://caresny.org/


   

14 | P a g e  
 

 

Enter the HMIS username of all intended recipients in the To section. If sending to multiple 

recipients separate each HMIS username using a semicolon. Enter the HMIS username of the CE 

Lead in your CoC in the Cc line. Enter the Subject and then compose your message. If sending 

attachments, select the paperclip in the top left corner. Repeat this process until all documents 

are attached.  

  

Figure 24 – Messages cont’d  

http://caresny.org/


   

15 | P a g e  
 

 

Coordinated Entry Event: Coordinated Entry Event is a new data element released specific 

to Coordinated Entry projects in HMIS. This allows the capture of access and referral events, as 

well as outcomes of those events. To begin this process, follow the steps indicated in the image 

below. 

Once HMIS Coordinated Entry Event is selected a new screen will generate where you are able 

to select the Client for which the event needs to be recorded. Once you have selected the Client 

from the Consumer drop down menu, select Continue. 

 

 

 

 

 

  

  

Figure 25 – Events  

Figure 26 - Events 

http://caresny.org/
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After clicking Continue select the red text, Create New HMIS Coordinated Entry Event for the 

intended Client as displayed in Figure 27.  

 

The next step is to record the event. To complete this, select Update HMIS Coordinated Entry 

Event Section as shown below.  This will generate a new screen opening fields for data entry. 

 

Using the data entry fields and drop-down menus enter the Date of event and the type of 

event. The Date of Event should reflect when the first program is able to serve this household 

and the 

household 

accepts. The 

Event will be 

Referral to 

Prevention 

Assistance 

Project.  

 

 

When all intended information is entered select Save. 

Figure 27 – Events cont’d 

Figure 28 – Events cont’d 

Figure 29 – Events cont’d 

http://caresny.org/
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For additional questions regarding this process please reach out to the 
Coordinated Entry Team in AWARDS at: ceteam  
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