Kentucky Housing Corporation
Effective 04/01/2025

KYHMIS 103: Adding Case Manager, Case  Scribe -
Notes, Services, and additional Clients to
an existing Household

In this module, we will go over:

Case Manager

Case Plans

Adding a Service

Adding a Client to an existing Household

Case Manager
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2 Moving along the tabs left to right, click the "Case Managers" tab within the Client
Record.

— -

ﬂ‘(i Cot

Type here for Global Search

Date: 1210172012 8:00:00 AM

“Switch to Ancther Household Member- b m

Head of Relationship to Head of Jo

A% Lousehold  Househald Ha
32 |Yes Self 1z
32 | No wife 12
3  Click "Add Case Manager".

- i+ ST g 8 R v P —

b ® Kentucky Housing Corporation - BOS Fe Enter Data As Kentucky Housing Corp

I September 20, 2024 P Back Date Mode 09/01/2024 8:00:00 AM 2]

O Last Viewed Shesitis: ) CHAE Brfe Type here for Global Search = .9 * @

¥ Favorites Client - (263826) Kitty, Hello A

(263826) Kitty, Hello Date: 09/01/2024 8:00:00 AM

A Home

Release of Information: None -Switch to Another Household Member- v m

R Clients Client Information

B Resources imma | e 1 f RO ntry / E Case Managers

Case Managers
Name Provider Phone Number Start Date  End Date
,. @ i g/lrz:tgharel Ann (test) ggguétgg Housing Corporation-CoC Rural-Housing Connector- 08/07/2024
/. ® -—.- Kim Webb éﬁzlrtlgﬁT}—ll\j’EtEs‘laﬂé‘lsr’ZUz‘l—Franklin County Women and Family (502) 352-2843 08/14/2018
/. @ -i- Veicic Suibank é%lz_'-lgdggTIVE 10/31/2020-Bluegrass LPC Coordinated Entry- 1553-92234 834 x 06/20/2018
,. e —.- Sam.Chanda Young gggnéc(lg Housing Corporation-CoC Rural-Housing Connector- 07/15/2024 07/15/2024
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4  Select the appropriate household members.

Made with Scribe - https://scribehow.com

-

Case Manager - (23) Smith, John Jo

* Household Members

. To include Household members for this Case Manager, click the box beside eac
from the SAME Household may be selected.

B (10) Couple
-
] h,_Sal
Type* ® Communiry Services User O/ Me O Other
Select User* Kentucky Housing Carporation -
BOS (39) s =
'SElEB‘I' W
Hame *
Title
Phone NMumber




5  Select the Case Manager:

» "Me"- will default to you (the user entering the information)

» "Community Services User"- allows you to pick from a drop down of users for that

provider

« "Other"- will allow manually entered Case Manager information

To include Household members for this Case Manager, click the box beside each name. Only members
0 from the SAME Household may be selected.
(10) Couple
{23) Smith, John Jo
8 (24) Smith, Mary Jo
(O (92) Smith, Sally Sue
Type* O Commuynity Sarvices User ® Me O Other
Name * Kﬁsﬁnlﬁrﬁ'\
e \
Phone Number
Email Address kmurley@kyhousing.org
pmimes )t ot
Start Date * 12 00 2012 O
End Date . oM
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6 "Provider" will be defaulted to the provider the user is Entering Data As (EDA).

—_—

[ (92) Smith, Sally Sue

O Community Services User ® Me O Other

Kristin Murley

Phone Number

Email Address kmurley@kyhousing.org

Kemucky Housing Corporation -
BOS (39)

Start Date * 12 jo1 y2012 (O™

/ moM™

Provider *

Add Case Manager

7 Fill in the relevant information, and click "Add Case Manager".

Title

Phone Number

Email Address kmurley@kyhousing.org

- TSR

Start Date * 12 4001 y202 BOM
12 01 ;202 EOMH

Case Plans
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8 Click the "Case Plans" tab within the client record.

Sg g e e araene I e

r-’at Connect To BusinessObjects

Type here for Global Search E ._o * e
o]

Date: 12/01/2012 8-00-00 AM

-Switch to Another Household Member- ~ m

Case Managers

Phone Number Start Date End Date

12/01/2012 120072012

Showing 1-1 of 1

9  Click "Add Goal".

-
A Home :
Release of Information: Mone
A clients Client Information
B Resources Profile
@ Shelters
Goals
=p Scans Classification Type
B Reports Add Goal | ]
& Admin
Case Plans File Attachments
[ Logout
Date Added
Collapse € Add Mew File Attachment
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@ Tip!

In this section, Goal Classification, Action Steps, Case Notes and related Service
Transactions can be added.

10 Select the appropriate household members that the Goal applies to.

Goal

Goal - (23) Smith, John Jo

* Household Members

.' To include Household members for this Goal, click the box beside each name. C
Household may be selected.

Kentucky Housing Corporation - m l
mi
BOS (39)

Cass Manager -Select- i

Date Goal was Set * 12 ;01 ;2012 oM
Classification Select- v
Type#* -Select-w
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11  Select the Case Manager who will be working with the client.

Enter the "Date Goal was Set". Date is defaulted to the current System or Back Date.

L /7 7344) Single

A Home

[} (115045) Couple w. Dependent Children
() (284320) Frehley, Paul Daniel

(263826) Kitty, Hello Case Plans
) (100) Squarepants, Spongebob

Provider * Kentucky Housing Corporation-CoC Rural-Housing Connector-SSO-BOS (3487)
Case Manager “Select- v
Date Goal was Set * 09 ;10 ;2024 [H4D M
it il * o .

r.a Admin Classification Select v

Type * -Select- v
= Lot e
[ Goal Description

¢ P

Kenzie Strubank

Target Date a]
Kim Webb Exit
DistallStatues Margaret Ann (test) Smith
If Closed, Outcome Margaret Ann (test) Smith i / O E
If Partially Complete, *Sam Chanda Young*

Percent Complete

Projected Follow Up Date PO, oM |

12  Select your "Classification" and "Type"- what kind of goal is it?

Enter the "Goal Description".

L /7 7344) Single

Economic

[ (115045) Couple w. Depend

() (284320) Frehley, Paul Da| Education

(263826) Kitty, Hello Employment
) (100) Squarepants, Spand Environment and safety

s Financial Stability
Provider * sing Connector-SSO-BOS (3487)
Health
) Case Manager Health Improvement
S Date Goal was Set * Household necessities
@ Admin Classification * Houslng
e : Interpersonal Relationships
Type*
=L Legal
Goal Description
| Mental Health Treatment
Notes not associated with a goal 4

Target Date By MomM™
Exit
Overall Status * -Select- v
If Closed, Outcome -Select- v 7N/ oM
If Partially Complete,
Percent Complete Select- v
Projected Follow Up Date /7 oM |
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13  Select the "Target Date".

Select the "Overall Status".

o e
Case Manager *Kristin Murley® v

Date Goal was Set * 1z 00 42012 EOME

Classification* Housing ~

Type* Move to Permanent Housing ~

Goal Description

Target Date 01 ;0 4+ MOM™
Overall Status * @

If Closed, Outcome -Select- v i oM
If Partially Complete, . -~
Percent Complete ZEEEER
Projected Follow Up Date I MmoM
Follow Up User Kentuck i fon -
808 (39) Search My Provider
-Select- A
Follow Up Made -Select- v
Completed Follow Up Date T / @ 19} m
Outcome at Follow Up -Select- v

@ Tip!

The questions in bold are required to be answered to save the goal.

Create Goals, Action Steps, and Case Notes to assist clients in planning self sufficiency
and track outcomes!

Once the goal is saved, different areas on the screen are available to be completed. It
depends on your agency's workflow which of these areas would need to be filled out.
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14  If necessary, create a follow-up.

* This will create a reminder within the "Home Page" Dashboard within the "Follow-Up"
Dashlet.

Assign the date the follow-up should be done by, and the user who should
follow-up, if necessary.

Once the follow-up has been made at a later date, the following fields can be
answered: "Follow-up Date", "Completed Follow-up Date", and the "Outcome".

Then click "Add Goal".

Goal Description
s
Target Date 01,01 2014 D E
Overall Status * In Progress v
If Closed, Outcome -Select- ~ ! A o Eﬂ
If Partially Complete, . N
Percent Complete ZEGER
Projected Follow Up Date i oM
Follow Up User Kentucky Housi jon -
ng Corporation e S
= T
-Select- g
Follow Up Made -Select-w
Completed Follow UpDate ;4 oM
Outcome at Follow Up

Made with Scribe - https://scribehow.com



15 Click "Add Case Note".

Add Service Add Multiple Services

e S
-Select- ~
Follow Up Made -Select- w
Completed Follow Up Date | 35 m
Qutcome at Follow Up -Select- w
Case Notes
User Creating Mote Date Hote
Mo matches.
Action Steps Planned
Action Step Target Date Status Outcome
s
Service Items for this Goal
Date Set  Created By ‘Need Type Need Status Outcome of Need
No matches.

16  Enter your Case Note information.

Entering Case Notes allows you to record:
* Progress & accomplishments towards the Client's goals.

* Important notes for the other staff or to document a call with

a landlord, etc.

* Times you met with the Client or talked to them over the phone, etc.

* Add Action Plan- click "Add Action Step" field.

Made with Scribe - https://scribehow.com
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17 Complete the Case Note(s).

Case Note

Case Note - (23) Smith, John Jo

¥ Household Members

e To include Household members for this Case Mote, click the box beside each name. Only members from
the SAME Household may be selected.

O (10) Couple

[23) Smith, John Jo
{24) Smith, Mary Jo

- g e s -
Provider * Search My Provider Clear
jectEligibility (2234) X

Case Manager

Mote Date *

Mote*

*Kristin Murley*

e

Save Case Note

18 Click "Save Case Note" when finished.

Case Note - (263826) Kitty, Hello

w Household Members

No Household Members were originally associated.

Provider * Kentucky Housing Corporation-CoC Rural-Housing Connector-SSO-BOS (3487) v

Case Manager Margaret Ann (test) Smith v

Note Date * 09 410 ;2024 (MO

Note * Met with client today to fill out their Case Plan and major goals. Client
would like to focus on obtaining PSH and maintaining stable housing.
Worked with the client on searching for available housing options.

%

Save Case Note

Made with Scribe - https://scribehow.com



19 Add Action Plan.

Click "Add Action Step" field.

/ ' Kentucky Housing Corporation - Durnmy Kristin Kristin 12,
Project Eligibility Murley Murley
——
Action Steps Planned
Action Step Target Date Status
Add Action Step Mo matches.
Service Items for this Goal
Date Set  Created By Meed Type Heed !
ot

T

20 Thisis a free text area so the user can be specific.

(24) Smith, Mary Jo
; S M S scorcn |y provser | clear |
Provider * Dummy Project Eligibility (2234) Search My Provider Clear
Date Action Step was *
e 12,01 ;2002 EMOME
Action Step * apply for available apartments
&
Target Date (A (=Rl
Overall Status * Select-  w
If Closed, Outcome -Select- v SO ol
Projecied Follow Up Date ;o OME
Follow Up User Kemtuck " T
y v cemoreten (D =
BOS (39) Search My Provider Clear
-Select- ~
Follow Up Made -Select- v

Made with Scribe - https://scribehow.com 13



21

-
I (10) Couple

(23) Smith, John Jo.
8 (24) Smith, Mary Jo

Click "Save Action Step" when finished.

Kentucky Housing Corporation -
Bummy Project Eligibilty (2234)

12 40 42012 MOM

apply for available spanmens

Target Date
Overall Status*

If Closed, Qutcome  -Select-

01 401 42013 [MOM

In Progress v

Follow Up User
B80S

-Select-
Follow Up Made

Completed Follow Up Date

Ouicome at Follow Up

Projected Follow Up Date /

/ Bo®

e T

~

22

Made with Scribe - https://scribehow.com

Click "Print" to print the Case Plan for your client.

Provider Case Manager User Creatit
| ’p -. Kentucky Housing Corporaticn - Dummy Kristin Kristin
Project Eliginility Murley Murley
Add Case Note Showing 1-1 of 1

Action Step Target Date St

Z B 2ooly for available apartments

Add Action Step

01/01/2013 In

Showing 1-1 of 1
Service ltems for this Goal
Date Set  Created By Need Type
—

m

T e

14



23  Select the desired options.

Then click "Print".

al Print Options

Include Case Notes ®yes O No

Print Case Notes @ all O Date Range
Case Note Providers ® all O My Provider Only
Include Action Steps

Include Service ltems

Include Signature Lines

24 Click "Save Goal" or click "Save & Exit" when finished.

7 | B pgiectEigibility. ’ Murley Murley 1AUIE0Y2 | b ousing
o1
Action Steps Planned
Action Step Target Date Status Outcome
Z W 2pply for available apartments 01/01/2013 In Progress (]

Add Action Step Showing 1-1 of 1

Service ltems for this Goal

Date Set  Created By Heed Type Meed Status Outcome of Nead

Add Service Add Mukiple Services No matches.
ECTE ST

Made with Scribe - https://scribehow.com
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& Alert!

We will skip "Add Service" within this screen. See the "Service Transactions" section for

details on how to add services.

Service Transactions

@ Tip!

Use the Dashboard to quickly add Needs, Services, Referrals, or to view the client's

historical service records.

Service Transactions Workflow

25 Click the "Service Transactions" tab.

Date: 12/01/2012 £:00:00 AM

-Switch to Another Household Membe

I Cas

Date Added

Date Set Notes La

02/07/2024

12/01/2012 % 12

Showing 1-1 of 1

Made with Scribe - https://scribehow.com
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26 Click "Add Service".

[ Service Transaction

=0

Add Service O

B
S

itays View Entire Service History

&9

Add Multiple Services

Adding a Service

Made with Scribe - https://scribehow.com
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27 Select the appropriate household members (check the household type to include

all family members at once).

Select your Service Start & End Dates. Date & time will default to either the current

System date, or Back Date.

A clienis et rror Tt
B Resources Add Service
@ Ssheliers
¥ Household Members
i Scans
E Reports 1 {10) Couple
[23) Smith, John Jo  (Primary Client)
% Admin (24) Smith, Mary Jo
_1(92) Smith, Sally Sue
[ Logout
Service Provider* 3
i BOS (39)
Collapse <« Creating User Kristin Murley
Start Date * 12 ;01 p202
End Date 12 ;01 / 2012
i *
Service Type -Select-

Kentucky Housing Corporation -

B O M8 v 00w : 00w AMw

BOMe v:00v:00v AMw

Made with Scribe - https://scribehow.com

O Toinc

3 O
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28 Then you will select your "Service Type".

"Service Type" is the general category that the service you are providing falls
under.

The "Service Type" list will be pre-populated for you, based on funding type &

project type.
Release of Information: None -Switch to Another Household Member- v s
A Clients Service Transactions
B Resources Add Service
Shelters
a w Household Members
i Scans o To include Household members for this Service, click the box beside each name. Only members from the SAME Household may be
selected.
B Reports ) (77344) Single
(263826) Kitty, Hello (Left Household: 05/01/2018) (Primary Client)
Admin .
re ! (115045) Couple w. Dependent Children
O 3
|:" Logout (284320) Frehley, Paul Daniel
(263826) Kitty Hello (Primary Client)
[ (100) Squarepants, Spongebob
Collapse <<
Service Provider * Kentucky Housing Corporation-CoC Rural-Housing Connector-SSO-BOS (3487)
Start Date * £ 00 v AM v
| Basic Needs (B)
End Date 200~ PM v

4 Benefits and Services Assistance (FT-1000) | ——

Service Type *
= Case/Care Management (PH-1000) Look Up

Provider Specific Housing Counseling (BH-3700)
Service

~

| Housing Expense Assistance (BH-3800)

Life Skills Education (PH-6200.4600) m
ve ontinue

Movina Services (BH-5000)

& Alert!

DO NOT use the "Look Up" function. Use the pre-populated list.

Made with Scribe - https://scribehow.com



29 Next, select your "Provider Specific Service".

This is the specific service or activity that you are providing for the client(s).

The "Provider Specific Service" list will be pre-populated for you, based on
funding type & project type.

B Resources Add Service

Shelters
a w Household Members |
i%p Scans o To include Househo Annual Assessment of Service Needs jame. Only members from the SAME Household may be

N Assistance with moving costs
B Reports ) (77344) Single
Benefits Screening
(263826) Kitty, Hello {

Admin

e O (115045) Couple w. Depl 2S¢ Management

[ (284320) Frehley, pg Child care

(263826) Kitty, Hello | Direct provision of services

[» Logout

0 (100) Squarepants, § Education services

Coll «
Faese Employment assistance and job training
Service Provider* Food ?nnector—SSO-BOS (3487) ~
Creating User | Housing search and counseling services
Start Date * Legal services M AM v
Eit Dote Life skills training |

= | Medicaid Applications
*
Service Type Look Up
Medicare Enroliment

Provider Specific i
Service ] Mental health services

Outpatient health services

Outreach services Save & Continue

/N Alert!

Use the "Service Transaction Crosswalk" on the HCA Partner Portal to assist you
with quickly selecting your "Service Type" & "Provider-Specific Service".

Service Transaction and Case Notes - Intake Forms and Crosswalk - effective

10/1/24 - Housing Contract Administration Help Desk (zendesk.com/)

Made with Scribe - https://scribehow.com
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https://kyhmis.zendesk.com/hc/en-us/articles/28718024848155-Service-Transaction-and-Case-Notes-Intake-Forms-and-Crosswalk-effective-10-1-24
https://kyhmis.zendesk.com/hc/en-us/articles/28718024848155-Service-Transaction-and-Case-Notes-Intake-Forms-and-Crosswalk-effective-10-1-24

30 Click "Save & Continue".

263826) Kitty, Hello (Left Household: 05/01/2018) (Primary Client)

i045) Couple w. Dependent Children
284320) Frehley, Paul Daniel
263826) Kitty, Hello (Primary Client)

100)_Squarepants, Spongebob

e Provider * Kentucky Housing Corporation-CoC Rural-Housing Connector-SSO-BOS (3487) ~
ng User Kristin Murley
)ate * 09 401 42024 (RO Y8 v :00v:00v AM v
ate 09 401 ;2024 (RO M 12v 00V :00v PM v
eType*
Case/Care Management (PH-1000) ~ Look Up
I Specie Outreach services ~

e

@) Tip!

Once the service is saved, different areas on the service screen are available to be
completed. It depends on your agency's workflow which of these areas would need to
be filled out.

Made with Scribe - https://scribehow.com
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31 Next, fill in your "Service Notes".

This is a brief description of the service that you provided to the client(s).
Then, enter your "Service Costs".

These can be tracked via Dollars, Hours, Days, Months & Weeks. You may or may
not have an actual monetary cost to enter here.

nclude Additional Household Members

E Reports
6 Adimin Service Provider * # Kentucky Housing Corporation-CoC Rural-Housing Connector-SS0-BOS (3487)
Creating User Kristin Murley
[> Logout Start Date * 09 401 ;2024 OMs v:00v:0v AMv
End Date 09 ;01 42024 (O 12v 00w :00v PM v
hoes & Service Type * /' Case/Care Management (PH-1000)
gémssr S Outreach services ~
Service Notes Met with the client for the first time at the park. Discussed her housing

history and current needs and barriers.

%
Moving On Assistance -Select- v
‘Service Costs|
Number of Units 1
Unit Type -Select- ~

Cost per Unit

Total Cost of Units $

OSSN RS SN SR

Made with Scribe - https://scribehow.com



32 Next, record your funding source by clicking "Add Funding Source".

Note- this feature is only for service transactions with a monetary value attached. To

use this feature you must enter a cost.

Unit Type Hour
Cost per Unit

Total Cost of Units 3

Apply Funds for Service

Funding Sources

Source

Support Documentation

Date
Added

Add Support Documentation

Mame

—| Follow Up Information

Projected Follow Up
Date / / oM

33 You can also click on "Add Support Documentation" to attach a copy of any
documentation (ex: receipts, lease copy, invoice for moving services, etc.).

Unit Type Hour W
Cost per Unit
Total Cost of Units B

Apply Funds for Service

Funding Sources

Outcome of Need -Select- ~

If Need is Not Met,

-Select- v
Reason

Made with Scribe - https://scribehow.com

Source
B HoME
Support Documentation
Date N
o i Description
Add Support Documenation. | No matches.
[ Follow up Information |
Projected Follow Up
Date i/ Bof
Fallow Up User Kentucky Housing C =
B0S (35) ikl
Selec- v
Follow Up Made Select- v
Completed Follow Up T
Date A < o) |
Heed Information
Need Status * Identified v

23



34

login in KYHMIS.

AU L LU e T LI

Date
Added

T | Follow Up Information

Projected Follow Up
Date

Follow Up User

Follow Up Made

Completed Follow Up
Date

Need Information |

Need Status *

Outcome of Need

If Need is Not Met,
Reason

Made with Scribe - https://scribehow.com

MName

Add "Follow Up Information" as necessary. This allows you to assign a user to
follow up with this client, and a reminder can be added to your Dashlet when you

Add Support Documentation

BoMm

BOS (39) My Provider
-Select- v
-Select-w

I Bo8
-Select-
Carol Anne Sell
Cassie Carter

Curtis Stauffer
Jefirey Gates
Kayla Sexton

24



35 "Need Information" for this service will AUTOMATICALLY be identified. Use the
drop-down menu next to "Need Status" to select the appropriate status.

Select "Outcome" of need if appropriate.

Select "Reason" if not met as appropriate.

Add Funding Source

Suppert Documentation
:::jeed Name Description
| Follow Up Information |
zrao(j:cted Follow Up BE HoM
Follow Up User Kentucky Housing Corporation - m m
BOS(39)
-Select- v
Follow Up Made -Select- v
S:tn:pleted Fallow Up I U ) B
(Need iformation|
Need Status * Identified W
Outcome of Need -Select- v
If Need is Not Met, Seloct v

Reason

36 Click "Save & Exit".

Type

Made with Scribe - https://scribehow.com
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Entire Service History View

37 Review Historical Transactions! Navigate Back to Dashboard.

108

Service Type

Cost of Service

Case/Care Management

Showing 1-1 of 1

$100.00

Back to Dashboard m

Made with Scribe - https://scribehow.com
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38 Then click "View Entire Service History" to view.

[
G =3
i =,
) _,,:_ﬂ
d
Add Service Add Multiple Services
1 ] l
-

¥

View Entire Service History I

Adding Multiple Services

@) Tip!

Click "Add Multiple Services" within the Service Transactions Dashboard.

Select multiple services (of the same service type) at one time.

Made with Scribe - https://scribehow.com
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39 Select "Add Multiple Services" from the "Service Transactions" Dashboard.

Date: 12/01/2012 £:00:00 AN

-Switch to Another Ho

Service Transactions

S+

Add Multiple Services Add Referrals

& History

Entry/Exit: Adding Household Members

40 Now we will learn how to add a new member to the household.

The example we will use is adding a child that is born.

Made with Scribe - https://scribehow.com
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41 First, search for the Head of Household/HoH (Parent in this case).

Then select the pencil next to their name to open up their Client Record.

E Resources =
Alias

) Shelters Social Security Number

Ci it T it
35 Scana Social Security Number Data Quality
U.S. Military Veteran?

B Reports
Exact Match

€@ Admin

[* Logout
Client Number

N T

Collapse €<

Client Results

Enter or scan a Client ID number 1o go directly to that Client's profile.

D Name &
2o Smiith, Jean Mary, Mrs
VR L Smith, John Jo

\
>
>
o
8

Smith, John Paul, Mr

Made with Scribe - https://scribehow.com

Social Security Number
403-87-6300
123-45-6789

402-87-8600

29



42  Setyour Back Date to the date the new person joined the household.

When the new person is a newborn, you will use a date a few days after

their Date of Birth.

Click "Set Back Date".

A The current System Date is set toc

02/09/2024 2:56:26 PM

If you would like to use a different date, please select one below:

Back Date

07 ;02 ;2013

BFOMe v 00w :00v AMw

Set New Back Date

43 When adding a new member to the household, first add them on the HoH's

"Households" tab.

> Client Profile

) Smith, John Jo
mith, John Jo
2 of Information: Ends 12/01/2013
iation Service Transac
I Client Profile Houszeholds \ ] ROI Entry / Exit
he system 01/11/2024 09:34 AM \-.../
ne Smith, John Jo Social Security Tkt 5 7TH9
U.S. Military
= of Birth
01/01/1980 (Age 33) For No (HUD)
L Black, African American, or African
EnnElinchy Hispanic/Latina/e/o
der Man (Boy, if child)
= of Information ‘ Entry/Exits
ider Permission Start Date End Date ‘ Program

Made with Scribe - https://scribehow.com
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44 Click "Manage Household".

Client - (23) Smith, John Jo

(23) Smith, Jahn Jo

Release of Information: Ends 12/01/2013

B clients Client Information

E Resources na Client Prof I Households

Shelters
e * {10) Couple

% Scans

Hame

B Reports

23) Smith, John Jo
% Admin

[+ Logout

» Previous Households

—

Collapse <

**Note- KYHMIS 102 is "KYHMIS Workflow- Creating a Client ¢

Household™*

45 Follow the same steps as in KYHMIS 102, and click "Add/Delete Household
Members" to add the new person to the household.

o

‘WeIISky | communtty services Household Information - (10) Couple
T Housing C tion - BOS (10) Couple
Household Type * Couple v
Clients > Clent Profile o USS0.00 Q
Chant- (23) Smith, Jon Jo Client Count 2
(23 Swith, Sobm Jo Household Members
st i i - o pe—
client information @ (23) Smith, John Jo 33 Yes v  Self v 12 401 g2002
Summary ]Clieumﬁle & 182) Smith, Sally Sue 32 No v wife v 12 401 ;2012

b Previous Household Members

Individual Client Assessment

@ Admin

Household Members

> Logout

Made with Scribe - https://scribehow.com

# Client Record

Name Smith, John Jo

Name Data Quality Full Name Reported
Alias

Social Security w6789

SSN Data Quality Full SSN Reported (HUD)

US. Military Veteran? No (HUD)
Age 33
Household Profile Assessment

Mo Household Profile Assessment is specified for this Provider

Previous. Household

e s
BmEca 1 aq
BHo a1 Q

e o

31



46

v FrEveus NUUSENOI MEmMEETs

First, click "Search" to see if the new client (baby in this case) is already in the
System.

w Add Clients to the Household

Age Head of Relationship to Head of Joined Left Previous
ame Housshold  Housshold Household Housshold  Associations  Count
W | (24) Smith, Mary Jo 2 Mo wife 12012012 201202 1 Q 0 Q

Client Search

D Flezse Search te System before adding 3 New Clisnt
First Middle
[EEE]

Last
Name. Smith

Hide Advanced Search

Name Data Quality

Alizs
Social Security
Number

Social Security Number
Dara Quaiity

USS Military Veteran?

ExactMStch,

cClient Number

Add Anonymous Client

Enter or Scan a Client ID to add that Client o this Household.

Selected Clients

D Name ochl ey Date of Birth

47 Ifthey are not, then click "Add New Client With This Information".

MNdImc Laid QUginy

—SEIeCE -
Alizs
Social Security . i
Number
e o .
UL.S. Military Veteran?  -Select- w
Exact Match O

Client Number

T —

Enter or Scan a Client ID to add that Client 1o this Household.
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= ==
Client Results
ID  Mame Y Date of Birth Alias Gender Banned :
No matches.
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48 Once you have your new client selected at the bottom of the screen, click
"Continue".

w Add Cliems to the Household

Client Search
o Please Search the System before adding & New Client. Hide Advanced Search
First Middle Last Suffix
Name Baby Mae Smith
Name Data Quality Select- v
Alias
Social Security
Number - §___»§______|
Social Security Number
Dara Quaiity “Select: g
U.S. Military Veteran?  -Select- v
Exact Match (n]
T —
Client Number

Enter or Scan a Client ID to add that Client to this Household.

—

Client Results

Social Security Household
10 Hame = Date of Birth Alias Gender Banned
No matches.
Selected Clients
Social Security Household
| 0 Name Date of Birth Alias Gender Banned
© 106 Smith, Baby Mae 0 Q
| Showing 1-1of 1 N

49 Review the "Household Type" to see if it needs to be updated.

In this case we changed "Couple" to "Couple w. Dependent Children".

Household Information - (10) Couple

Household Type *

Couple

Income uss0.00 Q

Client Count 3

Household Members

4 e Hnadtzl“ RfalanunullllpwHaadnf Joined H leﬂfm‘ Household
Count
-Select-
- Caregiver
23) Smith, John J 1] 1
e.( ) Smiith, John Jo aial v 12 /0 j202 fﬂ. Q Q

@ (108) Smith, Baby Mae Wx- v 07 02 2003 EIE0 Q s T

. Couple w. Dependent Children
@ (92) Smith, Sally Sue Couple With No Children v 12 ;01 ;2012 Mo Q 1 Q

Female Single Parent
Add/Delete Household Membe Foster Parent(s) Household History Report
dparent(s) and Child
Male Single Parent
P Previous Mon ial Caregiver(s)
Other
Single
I Client A Single w. D Children

Two Parent Family

Household Members /‘ Client Record Issue ID Card a ‘

© (22 St Sohn 30
Self, Age: 33

(106) Smith, Bzby Mae

Name Data Quality Full Mame Reported

Name Smith, John Jo ‘
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50 Make sure that you set the new client's "Relationship to Head of Household" and
confirm their "Joined Household" date is correct.

0 o =N T

Household Type * Couple w. Dependent Children »
Income uss0.00 Q
Client Count 3

Household Members

Aue Head of Relationship to Head of Joined H hold* Pmu:n Household
© (23) Smith, John Jo 133 Yes v sef v 124010 y202 EM0 Q 1Q
@ (106) Smith, Baby Mae No w -Sele-:r( )v 07 402 y2013 (M0 Q i g

_ : e e feh
@ (92) Smith, Sally Sue 32 |(No v | wife ™

12 ;01 42012 M0 Q 1k el
Add/Delete Household Members Household History Report

» Previous Household Members

Individual Client Assessment

Household Members ‘ fl:lient Record Issue ID Card @ ‘

Name Smith, Jehn Jo ‘

51 Click on the pencil next to "Client Record" and fill in the information.

@ (106) Smith, Baby Mae No w | daughter ~ 07 ;02 ;2013 [HE 0
& (92) Smith, Sally Sue 32 No w  wife v 12 ;01 ;2012 E:u
» Previous Household Members
Individual Client Assessment
Household Members ra %l Record l
(23) Smith, John Jo T Name Smith, Baby Mae
° (10) Srith, Baby Mas . Name Data Quality
Ane: Unknown Alias
(92) Smith, Sally Sue Suciel Securi
wife, Age: 32 | nd
SSN Data Quality
j U.S. Military Veteran?
Age
Household Profile Assessment
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52 Then click "Save & Exit".

S g wyuany FUl NGNS MO o
il Security 1789
Data Quality Full SSN Reported (HUD)

dilitary Veteran?  No (HUD)

Id Profile Assessment

iold Profile Assessment is specified for this Provider

53 If your new client was not already in the System, then you will need to utilize the
"Switch to Another Household Member" feature to switch to the client's Record
and fill in just their "Client Profile" tab.

& Shado

B3 Enter(

™ BackC

Type here for Global Search

Date: 3 8:00:00 AM
h 10 A Household Member- w

Case Managers I Case Plans | A

Service Transactions

Entry / Exit

-Switch 1o Another Household Member- r ;
(10) Couple w. Dependent Children ship to Head of Joine:
{106) Smith, Baby Mae old House
I [*]2} Smith, Sally Sue | E1om1
Made with Scribe - https://scribehow.com
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54

Demographics".

@ Shelters # Client Record

Mame

ip Scans
Mame Data Quality

Alias

B Reports

Social Security
SSM Data Quality
5. Military Veteran?

& Admin

[ Logout Age

# client Demographics

Collapse €€ Date of Birth

Date of Birth Type

To select multiple
values hold down the
"ctrl” or "emd” key and
click on each value

Race and Ethnicity

Additional Race and
Ethnicity Detail

Gender

L R R BT

Made with Scribe - https://scribehow.com

Fill out the new client's information by clicking the pencil next to "Client

Smith, Baby Mae

Full Name Reported

ik TRG
Full SSH Reported (HUD)
No (HUD)
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55 IMPORTANT: when you are done filling in the new client's "Profile”
information, make sure that you "Switch Back" to the Head of
Household/HoH's Client Record.

You always want to work off of the HoH's record because there you can enter date
for the ENTIRE household.

Kristin Murley &
- System Admin Il

=, Shadow Mode awilliamson
Fg Emter Data As Kentucky Housing Corp...
™ Back Date Mode 07/02/2013 8:00:00 AM 2]

Type here for Global Search é ‘ * o
é 1

Diate: 07/02/2013 8:00:00 AM

(23) Smith, John Jo

+ N
Izsue ID Card

Made with Scribe - https://scribehow.com
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56 When someone new is added to the household, you MUST record a new ROI that
covers the entire household on the HoH's "ROI" tab.

Click "Add Release of Information".

Release of Information: Ends 12/01/2013

A clients Client Information

B Resources

B Shelters
Release of Information
55 Scans Provider
E Reports Vi i Kentucky Housing Corporation - Dummy Project Eligibility

[ Logout

Collapse <<

57 Click the "Entry / Exit" tab.

Date: 07/02/2013 8:00:00 AM

-Switch to Another Household Member-

ROI

Permission Start Date
Yes 07/02/2013
Yes 12/01/20012

Showing 1-2 of 2

Made with Scribe - https://scribehow.com
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58 Click the pencil next to the Project Entry date.

Date: 07/02/2013 8:00:00 AM

-Switch to Another Household Member- ~

Service Transactions

Entry / Exit ] Case Managers ] Case Plans ] Assessme

usehold members must be establizhed on Households tab before creating Entry / Exits

Exit Date

HUD

59 Click "Include Additional Household Members".

Edit Project Start Data - (23) Smith, John Jo

Household Members

o To update Household members for this Entry Data, click the box beside each name.

] (10) Couple w. Dependent Children
11 (23) Smith, John Jo (Entry Date: 12/01/2012 8:00 AM),
B4 (92) Smith, Sally Sue (Entry Date: 12/01/2012 B:00 AM),

Include Additional

Edit Project Start Data - (23) Smith, John Jo

Provider Kentucky Housing Corperation - Dummy Project Eligibility (2234)
Type HUD

Project Start Date * 12 401 ;2012 MO [EY 8 v 00w 00V AM Y

Save & Continue m
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60 Click the additional household member(s) that you want to add to the Project.

61 Then, click "Save & Continue".

3] Smith, John Jo (Entry Date: 12/01/2012 8:00 AM)
16) Smith, Baby Mae (Joined Household: 07/02/2013)

1) Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM)

include Additional Household Members

Include Additional Household Members

Household Members

o To include additional Household Members, click the box beside each name. Only
from ONE ld may be sel at atime.

[} (10) Couple w. Dependent Children

(23) Smith, John Jo
(1 [106) Smith, Baby Mae
“(92) Smith, Sally Sue

Continue Cancel

ct Start Data - (23) Smith, John Jo

E Kentucky Housing Corporation - Dummy Project Eligibility (2234)
HUD
Start Date * 12 401 202 FOMe viooviow AMY

Made with Scribe - https://scribehow.com
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& Alert!

When adding a baby to the household, their Entry date CANNOT be the same as their
Date of Birth. Use a date a couple of days later.

62 When adding a new household member at a later date, you will need to edit the
Project Entry date to reflect the date the client entered the household.

Click on the pencil to edit the date(s) as necessary.

v ’ } I : ’ that Assessment record for the Client.
Provider * Kentucky Housing Corporation - Dummy Project Eligibility (2234) ~
Type* HUD w

Household Members Associated with this Eniry / Exit

Name Head of Household Project Start Date Fi Interims. T Reason for Leaving

Ups

3 0 (23 smith, John Jo Yes A 12/01/2012 7 E B

3 @ | (106) smith, Baby Mae No S 1m0z Vi B B

3 U (92 smim,saly sue No 2 120172012 Vi B B

Include Additional Household Members Showing 1-3 of 3
Entry Assessment
Select an Assessment
BOS- HUD CoC & ESG RRH Entry (FY2024) BOS- HUD CoC & ESG RRH Update (FY2024) BOS- HUD CoC & ESG & TBRA Exit (FY2024)
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63 Uncheck the household members that the Entry date does NOT need to be
updated for.

] (10) Couple w. Dependent Children
(O (23) Smith, John Jo (Entry Date: 12/01/2012 8:00 AM)

' (106) Smith, Baby Mae (Emtry Date: 12/01/2012 8:00 AM)
0 {92) Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM)

Include Additional Household Members

Edit Project Start Data - (106) Smith, Baby Mae

Provider kentucky Housing Corperation - Dummy Project Eligibility (2234)

Type
Project Start Date * 12 401 j2012 FOM s vioov 00w AMw

Save & Continue m

64 Click "Save & Continue".

DUy ivide |CIUY Laies, 1a/U 1/ au L O.UW AV

sally Sue (Emtry Date: 12/01/2012 B:00 AM),

include Additional Household Members

ata - (106) Smith, Baby Mae

Kentucky Housing Corperation - Dummy Project Eligibility (2234)
HUD

e+ 07 ;02 ;2003 [MOM s v 00w 00w AMv

Cancel
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65 Utilize the "Household Members" menu on the left to click on the new household
member(s) and update their Entry Assessment questions as usual.

Select an Assessment

m BOS- HUD CoC & ESG RRH Entry (FY2024) BOS- HUD CoC & ESG RRH Update (FY2024) BOS- HUD CoC & ESG & TBRA Exit (FY2024)
Household Members BOS- HUD CoC & ESG RRH Entry (FY2024)
23) Smith, John J
° t.ﬁ.ge'} 2 ° SECTION 1: ANSWER FOR ALL CLIENTS
Enrollment CoC -Select- v G
i i *

(92) Smith, Sally Sue :3::;2“’ to Head of -Select- v G

Age: 32

Vieteran: No (HUD} Housing Move-in Date / / 9 E -

Based on the housing
move-in date above, what
county was the client

housed in?
: KY-500 Balance of State
Unit Address G
KY-501 Louisville/ Jefferson County
Unit Gity K¥-502 Lexington/Fayette County &
Unit Zip G

66 When you get to the "SECTION 2: O IF CLIENT IS A MINOR WHO IS NOT HEAD OF
HOUSEHOLD STOP DATA ENTRY HERE" :

* you can stop answering the questions if the client you are entering data for is a child/minor.

Q Disabilities (Please List Drug and Alcohol Disabilities Separately. DO NOT USE THE "BOTH DRUG AND ALCOHOL ABUSE" choice.) HUD Verification °
Disability Type Disability determination Start Date *

2 W Physical (HUD) No (HUD) 07/02/2013

/| W |HV/AIDS (HUD) No (HUD) 07/02/2013

/2 W Mental Health Disorder (HUD) No (HUD) 07/02/2013

/' | W | Chronic Health Condition (HUD) No (HUD) 07/02/2013

# W DrugUse Disorder (HUD) No (HUD) 07/02/2013

=n il - [~ | e |

SECTION 2; @ IF CLIENT IS A MINOR WHO IS NOT HEAD OF HOUSEHOLD STOP DATA ENTRY HERE

INCOME INFORMATION (required information)

Income from Any Source? -Select- ~ G
Q Monthly Income HUD Verification A
Start Date* End Date Source of Income Menthly Amount
==
Total Monthly Income G

NON-CASH BENEFITS (required question)

Mon-cash benefit from any

-Select- v G
source?
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67 Click "Save & Exit" when finished.

oo | mein )] e

68 You can check the "Client Count" feature on the "Entry/Exit" tab to make sure that
you have the correct clients associated with the Project Entry and that their start
dates are correct.

Date: 07/02/2013 £:00:00 AM

-Switch to Ancther Household Member- w

l Service Transactions

Entry / Exit Case Managers Casze Plans

Assessments
shed on Households tab before creating Entry / Exits
) : . Follow Client
Type Project Start Date Exit Date Interims Ups C
HUD 2 1z0iznz Va B BN
Showing 1-1 of 1
Exit
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