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Welcome to ClientTrack

Browser-Based & Easy to Use

ClientTrack™ is designed using Microsoft Visual Studio®.NET on the Microsoft.NET Framework to
run via Microsoft Internet Explorer 7.0 +, Google Chrome, or Mozilla Firefox. Essentially,
ClientTrack is Internet-capable and runs entirely in a browser. Because the developmental
concept concerning all screens is ease-of-use, end users are able to use this application
intuitively, allowing them to focus the majority of their attention on issues other than the
application, especially their clients.

Configurability

The ClientTrack application offers a tremendous amount of functionality and allows
organizations to tailor their workflow and menu system to their specific needs.

This online help covers the ClientTrack functionality as originally installed. Please note that as
your organization configures your system, it may look different and have different menu names
than those contained in this documentation. Therefore, when you are looking for help, search
for generic terms. Also, check individual pages for customized help.

Case Manager Tools

ClientTrack supports the case manager in his/her work area as well as the client. We have
included a separate area for the case manager to display his/her open tasks, number of client
assignments, upcoming events, memorized reports, and more. This area is also configurable, so
the case manager can easily configure and control the more important functions.
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System Requirements

In order for the program to work properly, please check the system requirements listed below
and make any necessary adjustments.

Use a computer with DSL or faster connection to the Internet

For best results, make sure the computer you are using to access ClientTrack has a DSL or faster
connection to the Internet.

Use a computer with a modern browser

ClientTrack is designed to run on Microsoft Internet Explorer 7+, Google Chrome, and Firefox
9.0+. Operation of ClientTrack depends on the browser, not on the operating system installed on
the computer. If the system will run one of the browsers above, ClientTrack should operate
normally. The program may not operate properly in other browsers, such as Netscape
Navigator or Safari.

Set your video display to 1024 x 768 or higher

Certain pages in ClientTrack will not display properly in resolutions less than 1024x768, although
higher resolution settings are fine.

To set your video display (Windows 7)
1. Go to your Control Panel.
2. Inthe Appearance and Personalization section, click the Adjust screen resolution link.
3. Under Resolution select 1024 x 768 (or higher).

4. Click OK.
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Logging in

Log in to ClientTrack by typing the User Name and case sensitive Password provided to you. Click
Sign In or hit Enter on the computer keyboard.

. i DT T om e M) =
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) ClientTrack
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Sign In to ClentTrack wil be Wearsd e " g/ Apcrtal hodgow tudpomal/HuD?
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After logging in, a new window will open in your browser. Be sure to disable any pop-up
blockers that would prevent a new window from opening, prior to logging in.

Login Errors
This section lists common problems users may encounter while logging in.
Invalid login or password

If you receive this error when you try to sign in, double-check your login information.
Remember that your user name is not case sensitive, but the password is. Also, check to be sure
CAPS LOCK on the computer keyboard is turned off.
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No second window appears:

If you typed your User Name and Password, clicked Sign In and nothing happens: First, check the
task bar at the bottom of your computer screen to see if another browser window is open and
minimized. If there is another window, click it, and you will see the ClientTrack home page.

If there is no second browser window open and minimized on the task bar, most likely a pop-up
blocker has prevented the ClientTrack home page from opening. Verify that all pop-up blockers
are turned off and sign-in again.
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Basic Steps to Use ClientTrack

This help document is designed to teach you how to use ClientTrack to accomplish the following
tasks:

e Intake new clients and record client information

e Understand how client information is shared and restricted in ClientTrack
e Record additional client information in ClientTrack
o  Work with client Families in ClientTrack

e Create case notes

e Record client assessments

e Record goals and action plans

e Record services provided for clients

e Record referrals

e Use ClientTrack Workflows

e Assess shelter bed availability

e Make reservations for a facility

e Check clients into a facility

Use the ClientTrack calendar

Getting Help
There are various ways to access Help in ClientTrack:

Page-level Help

Most pages in ClientTrack include basic help information displayed automatically as brief written
notes designed to facilitate entries on the page.

Screen-Level Process Help
The help icon‘@‘ is available on many screens and pages in ClientTrack. Your organization has

the ability to customize many of these notes during administrative setup. Click on the Help icon
V2.0 10



to see if there is special help for your screen. If the help icon does not appear on a particular
form, then there is not any help text identified for that form.

0 Pacow your search
—

Page-level Help

WAL Marme

Gender
Fesk Narme

Mudde Name

#all Name (Lt At

00l Secanty Namser
frth Davec

Scan Card 10

Help Menu

This document may be accessed and downloaded by clicking Help in the upper right corner of
every ClientTrack screen.

. ESEINTIALS Smingy (Ywp o Sonas
) ClientTrack S e A o e

Ease-of-Use Features
Form Steps

Form steps are designed to facilitate data entry by leading the user through an orderly process
displayed as numbered steps at the top of the page.

O e e @

Search Existing Chients Client Intake Fanuly ard Comiset [mdormaton Demagrash o Infoematon Refeate snd Lecunty

Compiete the client's identifying information. Enter a full or partial Social Security Number, If the dient has no SSN, select an answer for SSN Quality. Enter
the chent's birth date. and the client's current age will dsplay. If an exact birth date is unknown. enter the first day of the month and/or year of barth

Select the approprate gender, [f the chent is female, pregnancy status s requared, If the chent is pregnant, Pregnancy Due Date 1s required, Click Next to
continue

Ladt Name: m ] i
First Namz*  Robin
Middte Name:
Social Security Number:
SSN Qualty© @ DontKnow or Don't Have
Refused

-

Sirth Date:

V2.0
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Paused Operations

Many times you may not finish an entire process, and you may want to put a record on hold, log
out of the program, and return to the particular form at a later time. If a user has not
completed a process and selects Logout, a new window will open that presents the user with
the option to pause the operation.

Please select any actions you'd like to perform before
Sigming out:

|77 pause the Client Intake form

Selecting yes will save the data entered in the current form and allows the user to continue the
process later. Selecting No will end the current process, and the data already entered on the
form will not be saved. On many pages in the program, ClientTrack displays a Pause feature,
which allows the user to pause the current operation, move to another page, and then return to
the original process when desired. Processes that are halted using both Paused Operations
methods are displayed in the User Home area under My ClientTrack.

V2.0
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e VelcomeDam

) ClientTrack

(P SearchMenu )

2 User Dashbosrd

' Recent

My ClientTrack ‘ Training 2
M Builetin Board ‘ Welcome t

¥ Recent
e

» B UserTasks

» WU Calendar
» f Case Load
» . My User Configuration
—: Quick Services - Multiple Clients

My Workflows
Program

20120924.

Q Paused Operations

&' Facility Log

t Case Load

Required Fields

Required fields are referenced on the forms with a red asterisk * that displays at the end of the
field label.

é B Client Intake Ekrrs 0%
Search Existing Clients Cent Intake Family ang Cofeact informaton Dem 3;39':-:5 Information Reease and Secury

Complete the cient's identifying information. Enter 3 full or partial Social Security Number, If the dient has no SSN. select an answer for SSN Quiality. Enter
the dlient’s birth date and the client's current age wall display. If an exact birth date is unknown, enter the first day of the month and/or year of birth.

Select the appropriate gender. IF the dient is female pregnancy status s required. If the cient is pregnant, Pregnancy Due Date is required. Click Next 1o
continue.

Middle Name:

Sedial Security Number: Tl
SSNQuality:* @ Don'tKnow orDon't Have
Refused

Keyboard Shortcuts

There are many keyboard shortcuts within ClientTrack. For example, when recording
information on ClientTrack screens, you can use the Tab key on the computer keyboard to move
from field to field. For a full list of keyboard shortcuts, click the help link in the top right corner,
and then select Keyboard Shortcuts.

V2.0
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Help

.= Report an issue
i There is a problem on the current page. i

= Ask a question

1 have a question or request about the current page.

= Make a suggestion

1 have an idea on how to improve the current page.

= View the documentation

= Keyboard

Shortcuts

=7board Shortcuts used for

accessibility

Abcut ClientTrack

Sorting

In categories such as Find Client (see below), where results are displayed in column form,
ClientTrack has a sorting feature. To sort results, click on the category heading or the grey arrow
. Ablue arrow = will appear next to the heading, telling you that the section is displayed in
either alphabetical or numerical order. If you click on the same heading again, the arrow will
switch directions =, indicating that the category is now displayed in reverse alphabetical or
numerical order.

For example, clicking on Birth Date will sort the results with the earliest date listed first. Clicking
on Birth Date again sorts the list with the latest date listed first.

V2.0 14



6 & Find Client n‘ TG

Use the section onteria below to find your chent. To narrow the search, il in more than one critaria. Social Security Number and Birth Date are the best
fields to narrow your search.

Last Name |

Gender SELECT ~-[»]
First Name:
Miidie Name
Full Name [Last, First)
Socal Secunty Numbear
Birth Date |
Scan Card 1D
& Search
E3 recorgs found,
Last Name « First Name «  Middle Name « 5SN « S-:sn Card ID Cay - Home Phone «
Simuth Joe X0 XX-0499 UIyo2/eetY
Willams Hank XXX-XX-6789  05/18/2010 Gotham 555-555-5555
Bergson Little 05,05/2006 Dade City BE8-445-1614
Murdoch Junior 0705/2005 Weodbndge 888-451-5645
Hegel Arthur 05/05/2005 Merrifield 888-111-1111

Foucault Junior 05/05/2005

Clicking and holding a column header will show a sort menu. Mouse over the sort option you
want, and then release your mouse button to activate that sort option.

A-Z Sort Ascending
Z-A Sort Descending

Remove Sort

Data Validation

When a field is required and has not been properly completed, a message will display in red at
the top of the screen indicating that more information is required. The application will also
draw a red box around the field(s) that may have a problem.

Tip: Clicking an error message will place your cursor on the field that generated that message.

V2.0
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continue.

Last Name;

Middis Name:

Sogal Security Number;

Birth Date

Cient Age:

Mantal Status

V2.0

First Name:*

SSN Quality:*

Birth Date Quality:*

Gengen*

Cemplete the chent's identifjing information. Enter a full or partial Soaal Security Number. F the dient has no SSN, select an answer for SSN Quality.
Enter the chent’s birth date, and the dient's cumrent age will display. I an exact barth date is unknown, enter the first day of the month and/or year of
birth.

Select the appropnate gender. TF the dient is female, pregnancy status is required. I the chent is pregnant, Pregnancy Due Date is regusred. Click Next to

Rebin

A

& Don't Know or Don't Have
Refused

N/A
Full DOB Reported
Appreximate or Partial DOB Reported
& Don't Know
Refused
—SELECT-[+]
—SeLECT—_ ic

—_— —
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Basic Navigation

ClientTrack consists of the following main areas:

Entity Toolbar Tabs

Banner

» "
lad F003 (hame

Cane Mmagrsment
o — Search Fxisting Chents
O F O O ke
1 Teewy el . o
o F temew

o5 tanie Tha first 5360 in 20200 & Dot Nt 15 10 6a1Th Gudsting CHNt secords 00 posiible matches 10 Fwaid duphcate ondy, Enter partial idanofying Pfomation oo
velvm—
the chect, anc then dick Next 1o saarch Som exmbng dhent recontds.

* O

o 0 s + I the sysem finds no potential matchas, you will be token clrectly 10 Step 2

« IF the syem findks potental matcned, 1he seanch reccits will chcplay below, IF an Jcoorata mAtch 2p0ears, Geledt 200 Opan That éxiiting et recoed by
dicng on that sow,
oy v = [F there ate 0 accurite mardches Siok Next sgit 10 contms %0 S3ep 7 0 adding & tew cSent recond

* I Oort s Tawrnt

L e

" e

LAt M < Locionley
Firsl Mame  Robin
WM

Buth Date

5 ——
Form/Page

Navigation Panel

Tabs

Several Tabs appear across the top of your screen. Each Tab indicates a specific area of the
application in which you are able to work in.

e Home Tab — This tab is your “home base” as a user. Here, you can view information
specific to you as a user like your caseload or update user information like your
password.

e (Client Tab — This tab provides you with access to information specific to a selected
client. This is where most users spend the majority of their time in ClientTrack.

o Employer Tab — This tab provides you with access to information specific to a selected
employer.

V2.0



e Provider Tab — This tab provides you with access to information specific to a selected
provider. Here, users can identify which services a provider provides and review a
history of their referrals.

e Housing Tab — This tab provides you with access to manage information about a specific
housing facility. Here, users can identify whether there are rooms available or check
clients in.

Entity Toolbar

The Entity Toolbar identifies which entity you are currently working with. For instance, on the
client tab the entity toolbar will display the client you have selected; on the Provider tab the
entity toolbar will display the provider name that you have selected.

Note: If no entity has been selected, the Entity Toolbar will appear to be empty and some menu
options may not be visible. Use the find functionality on each tab to select an entity.

Navigation Panel

The Navigation Panel is on the left. In the Navigation Panel, you will navigate to the different
areas to perform your daily case management tasks, such as client intakes, assessments,
services, and referrals.

Page/Form Area
The data entry form or page is on the right. This is where users create, edit, and review content.
Banner

The Banner area of the application allows users to perform simple actions such as getting help
or logging out. Users can also click on “My Configuration” to change their color theme or
change workgroups and/or organizations (only available to certain users).

Navigation

Expanding/Collapsing the Navigation Panel

A small arrow icon in the left Navigation Panel can be used to expand or contract the panel.

V2.0 18
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‘). ESSENTIALS
)

{ ClientTrack:

(P Search Menu

w Chent Dashboard
» ' Edit Client Information
il » 1 Family
» &' Assessments

» & Enroliments

Clicking on the icon will collapse the left Navigation Panel. To restore the panel, click on the
icon again.

ESSENTIALS

{ ClientTrack

&R

Search Existing Clients

Search Existing Clients §

Expanding / Collapsing Navigation Folders

Clicking on the arrow adjacent to a menu category displays the available submenus. The
downward arrow next to a category indicates that the folder is open. Click on the downward
arrow to close the folder.
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ESSENTIALS

);/CIientTrack'

(P Search Menu )
L& Add New

Case Management

¥ Chient Dashboard

» ' Edit Client Information

» 1 Family
» g‘ Assessments
» & Enroliments
¥ Goals
4 g Services
2 Quick Services
F Service Eigibility
™ Batch Services
& Indirect Services
W Provider Services
Q Standard Intake
Q Client Services Report
Q Family Services Report
[ Service Authorizations

* § Bill for Services

Searching the Navigation Panel

ClientTrack includes the ability to search the navigation panel for any menu option. Click the
search menu button and begin typing the name of the menu option you are looking for.

ESSENTIALS

);’ClientTrack '

1 Search Menu
| Add New Client

As you type, ClientTrack will show a list of menu options that match what you have entered.

V2.0



Quick Barriers

Quick Services

Quick Services - Multiple Clients
Quick Services

Quick Barriers

Quick Health

Quick Referrals

Quick Goal

Quick Prescriptions

Quick Services - Multiple Clients

Search

ClientTrack makes searching easy. Anywhere in ClientTrack when a search button is displayed,
type in any identifying information, such as part of the Last Name, and click Search. For
example, you can type in just part of a client's last name to get a list of clients that match that
last name. Or, you can simply click Search and all clients will be displayed.
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& . Find Client

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number and Birth Date are *

Last Na
SECECT -[+]

the best fields to narrow your search.

Gender: -

First Name:

Middle Name:

Full Name (Last, First);
Social Security Number:
Birth Date:

Scan Card ID:

First Name Middle Name
Tommy
Mary Jo
Julie
julia
John
Joe

joe

Joe
janice
Jamie
James
James
Jjake
Frank

SSN &
XXX-XX-6789
XXX-XX-8734

XXX-XX-5677

XXX-XX-6789

XXX-XX-7869
XXX-XX-0499

XXX-XX-2093
XXX-XX-6789

XXX-XX-8765

Birth Date » Scan Card ID »
08/05/1989
12/22/2007
04/05/1970
09/14/1977
05/02/2000
05/22/1957
05/05/1960
01/02/2012
04/12/2011
02/17/2005
04/18/1983
01/02/1966

City »

Fulton

Oswego
Oswego
Oswego
Chicago

Orlando
Oswego

.® Search

Home Phone »

315-592-0000
315-343-1234

315-343-1234

315-343-1234

m

=

Click Trails

Click trails serve a dual purpose. They indicate the user’s location in ClientTrack, and by clicking

on the displayed arrow, the program will return the user to the page listed in the title.

V2.0

22



® e D

8 ot gy

2 he Case, which inciudes the Program Grant and Family. Seect Relationsivip to Head of
M Sdm;(mwammumemolmm Sebect e Entry A B « and creste & Foll

for the dient and case marager if desred

Name:  Sewth, e
Ervodment Date . |
Case - Zor » head of housahold dient, wse the detaul value to ceate a new case. For  family member, use the lcckup to select the heed of
housenold's case - ths will encoll the family member 25 & case member in the same case.

Case ™ Srrith, Julle “~
Svoanam SELECY -
Crant: - SELECT - Z

Famdy:
Helatcrmh 1o Head of Hipashoict Spouu x_'_j
Cave Manoger;  Dols Systems
Entry Assessment - Selict the Assessment comeponding 0 the poet in-tame of entry for thrs enroliment
Entry Assesament

No Assessment Selecied
N4

Followup - To create 2 followup choosa one or more of the aptions below. If you do not mant to schedule a folewup, & Not necessary to
choase any of thess optians.

Create 30 Day Followge |

Creste 80 Dey Followop:
Create 50 Day Fodkowugx

Navigation Icons:

V2.0

Action Menu

Displays a list of available actions

Delete

-

Delete a record

Edit

N

Edit a record

Find

Search records

Print

5 0
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V2.0

Print the page contents

information. (See page 59.)

Navigation among family members’

Date
Displays a clickable calendar to E
facilitate date entries
Family
a

Alerts

The alerts icon displays when an
alert has been posted concerning a
client or other entity. The priority
of the alert is displayed by color.

Red = High
Yellow = Medium

Green = Low

@
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Working with Clients

How is the client intake process accomplished in
ClientTrack?

During the intake process, new clients are first added to the ClientTrack database. The initial
step involves searching the database to see if the client is already in the system. Then, you will
enter basic client demographic data, which will help you accomplish specific assessments and
provide the client with essential services.

To begin the client intake process:

Click the Clients tab at the top of the page. In the left navigation panel click the Case
Management menu. In the Case Management area you will see several of the client intake
processes including the Add New Client and Find Client links as well as the Case Management
menu group.

(:murr M talisEdntialPage= 1A btz feppk - Wardzw Internert Explocer _—i@_ 0"

Custoay Date » Parcle Date

Name  Efvan Darry Hirth Oute
Marmnad?

Duabing Educatian

Bty NOfHESINKAINNG Race  Whie

Dot Date » Ervpliesot « Members « freod Date

$ Totsl & Cogaruzation

V2.0
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To add a new client to ClientTrack:
1. From the Left panel in the Case Management area, click Add New Client.
2. ClientTrack will take you through a series of Add Client Steps.

3. The first step usually asks for Client Name, SSN, and Birth Date. ClientTrack
automatically checks for duplicate clients when you click next on this step.

é [B. Client Intake BERrE 0
e e @ @
Search Existing Clients Client Intake Family and Contact Information Demographics Information Release and Security
nt g 0

The first step in adding a new client is to search existing client records for possible matches to avoid duplicate entry. Enter partial identifying
information on the client, and then click Next to search from existing client records.

« If the system finds no potential matches, you will be taken directly to Step 2.

« If the system finds potential matches, the search results will display below. If an accurate match appears, select and open that existing
client record by clicking on that row.

« If there are no accurate matches, click Next again to continue to Step 2 in adding 2 new client record.

Last Name:* |
First Name:*
Suffix:
Social Security Number:
Birth Date: =

4. If your client has a family, be sure to set up the family so you can attach the other family
members to it. (In ClientTrack, you add each family member as a new client, and then
tie their record to the family account created for the first family member.) With the first
family member you add as a client, click Look-up next to the Family Account box, and

then click Add New Family.

5. Click Finish.
Finding an Existing Client

After you have added a client to the database, you can find that client's file easily from the Case

Management Left Navigation Panel.

To find an existing client:

1. At the top of the Case Management area in the left panel, click Find Client.

2. Type in any identifying information, such as Last Name, and click Search. If you leave
the form blank and then click Search, a list of all clients will be displayed.
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& ®. Find Client

the best fields to narrow your search.

Last Name:

Gender:

First Name:

Middle Name:

Full Name (Last, First);
Social Security Number:
Birth Date:

Scan Card ID:

smi
- SELECT EI

3. If the client appears in the search results, click on the clients’ name.

.» Search ‘

Tip: You can search on any of the fields listed. The more fields you fill out, the more specific

your search will be.

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number and Birth Date are *

& . Find Client Ekroz®

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number and Birth Date are

the best fields to narrow your search.

Last Name:

Gender:

First Name:

Middle Name:

Full Name (Last, First);
Social Security Number:
Birth Date:

Scan Card ID:

15 records found.

Last Name » First Name Middle Name
Smith Tommy
Smith Mary Jo
Smith Julie
smith julia
Smith John
Smith Joe
smith joe
Smith Joe
smith Jjanice
Smith Jamie
Smith James
Smith James
smith jake

Smith Frank

V2.0

smi
— SELECT --|Z|

SSN &
XXX-XX-6789
XXX-XX-8734

XXX-XX-5677
XXX-XX-6789

XXX-XX-7869
XXX-XX-0499

XXX-XX-2093
XXX-XX-6789

XXX-XX-8765

Birth Date » Scan CardID »
08/05/1989
12/22/2007
04/05/1970
09/14/1977
05/02/2000
05/22/1957
05/05/1960
01/02/2012
04/12/2011
02/17/2005
04/18/1983
01/02/1966

City &

Fulton

Oswego
Oswego
Oswego
Chicago

Orlando
Oswego

.» Search

Home Phone »

315-592-0000
315-343-1234

315-343-1234

315-343-1234

m
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ClientTrack also offers a client quick search option at the top of the right navigation panel. To

use quick search, type the client’s last name and click the Find iconQ. The Find Client page

will then be displayed.

Editing a Client

To edit a client:

1. On the Clients tab, in the Case Management menu, click Edit Client.

2. You can then edit by changing the fields or adding information to blank fields.

TR iy A

>
B s

| Amver ey

manth /o yesr of bith

required. Click Next to continue

it Name:

First Name:

Micdce Nam

Sooal Seaunty Number:
Bith Date

Clevt Ag=

Eirth Date Quality:

Gencer:
Mantsf Stabus:
Chsnt Typac
Account:

Scan Cord 1%

PRSI 0D

Compiote tha chent's entitying mformation. Enter 3 fulk or partial Scoal Security Number, If the dient has no SSH select an answer for
SSN Quality. Erter the chiant's birth data and the dient's cormant age will cipiay. If an euact birth date is unknown, enter tha Ars day of the

Select the appropriste gencer, [f the chent s female. pregrancy datus & requeed. ¥ the dent & pregnant, Pregrancy Due Dute (s

S

Tony

123 -%02
0572001965 75
&

& Full DOS Reportad
Approsmate or Partal DO2 Reported
Cont Cow
Refused

Mala izl

Never Marmod

Chont =l

ot Selected )

Note: This edit page will vary depending on the edit rights you have for each client.
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Families

How is a family handled in ClientTrack?

Clients related to other clients are normally entered in the ClientTrack database as families.
ClientTrack uses the term “family” to refer to a household. A client may be a member of
multiple households, but always has a “primary household” identified.

Family information in ClientTrack

There are two primary ways to access family information in ClientTrack. On the top tab area,
click the Client tab. In the left navigation panel click the Case Management menu. Click Edit

<
Client, and then click Family. Or, click the Family icon & in the entity toolbar, then click
Quick Add Family Member. Both of these methods will be described below.

Recording a Family
The family can be recorded several different ways.
To add an existing client to a new family:

1. Inthe Case Management menu, click Edit Client then click Family.

'ht'tps:)'/app._cli'eﬁ :

)./ ESSENTIALS
A

ClientTrack

(P Search Menu ).
4 Find Client

Case Management
 Client Dashboard
» B Edit Client Infrmation

B R
™ Current Family

b & Assessments

2. Onthe Client Family History page, click Add New Family.

V2.0
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Family Members option on the action whesl To it or view 0 fanidy mfomaation seiect the Edit Family cption. Thi Set as Cureent cption wil
St tha tamily a5 the chent's cument family. You Can ako add Cace Notes 1o the famdy with the Case Nobes cption, view a hestory of amiy name
changes with Family Alinses. record sanices Sor The entes famdy, of view 3 hisiory of Famsily Services

L recora foura
Qurrent? « Famly Name Fhone « DCate Added v
o - Lockskey, Ao - 1078 535-555-55%5 0161978

3. Onthe Add the Client to Another Family page, click the Find Icon.

4. The Find Family page will open. Click the Add New Family button to add a new
family to the system.

i identify the chent's family by cicking the Lookup icom. A new family can also be added by chdong the Lookup icon. then dicking the Add New
Family bumon. After you've ideetified th Tarmily vwirify that the contact information & commel. If 1 & nOT Comea, phease comect it below. Oicking
Set an Current Family will tag thus a5 the curment famly i family sussmary. Chckong Remeve Client from All Other Families wil remove the dieet
from any other famsly

£y Narne *

o GO EE

[IF _geee
o To search existing family recoeds sa31ch for 3 member of the fandy, Selecting the member wil 35500410 the members famdy 10 the currant
et
To sefect » recond Froen B search seputs, Sick on the row.

o B chren

To create a new family record clck Add New Family

Last Mame
el Mame
Faouly Aodress
Family Dp Code

Famiy City

Ovdy show *Currert” family members v

5. Enter the family information on the Family page.

6. Click Save.
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I Add New Family

B ramily

Family Name defaults to Last Name, First Name - Birth Year of the current client as the head of household. Verify or edit Family
Name. Enter opticnal address and telephone contact information for the family. Click Save.

Family Name:*
Address :
Address 2:
City/State/Zip Code:*
Home Phone:
Family Type:
Restriction:

Locksley, Robin - 1978

— SELECT - =l
" Restrict to Organization @
> Restrict to User

@ Unrestricted

i Save il Pause f§ 3¢ Cancel ]

7. The new family name will then appear in the Family Account.

8. To add the client to this family, select his/her Relationship to Head of Household

from the dropdown menu.

9. Enter any other desired information, then click Save.

V2.0
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é lient Family History » [l Add the Client to Another Family ERrzm oo

Igentify the client's family by clicking the Lookup icon. A new family can also be added by clicking the Lookup icon, then clicking the Add New
Family button. After you've identified the family, verify that the contact information is correct. If it is not correct, please correct it below. Clicking
Set as Current Family will tag this as the current family in family summary. Clicking Remove Client from All Other Families will remove the client
from any other family.

Family Name:* Locksley, Robin - 19784
Family Address:
Family Zip Code: 123452

Family Home Phone:
Date Added:  11/07/2012 [

Relationship To Head of Household:* |- SELECT — i

Relationship Type: Self

Set as Current Family:  |Parent

Son

Daughter

Dependent Child
Grandparent
Guardian

Spouse

Other Family Member
Other Non-Family
Other Caretaker

To add a new family to a new client:
1. From the left panel of the Case Management menu, click Add New Client.

2. Click the Find icon next to the Family Account box wherever it appears on your add
new page(s).

é [B. Client Intake

@ @ O e @

Search Exi'sﬁng Clients Client Intake Family and Contact Demographics Information Release and Security
Information

-

-

o
QU

y and Contact Information @

Family Information - If the client is 2 member of a family household, link the client to a Family using the lookup to search for a family member
and associate the member's family to this client. Select the client’s relationship to the family's head of household. The family's contact

information displays below.
Family: @

Relationship to Head of Household:* |— SELECT —- Ba
Family Address:
Family Zip Code:

Family Home Phone:

3. Inthe Find Family pop-up window, click Add New Family.

V2.0
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—
.\ Search X

‘9\' Find Family FrrE Oox®

To search existing family records, search for a member of the family. Selecting the
member will associate the member's family to the current client.
To select a record from the search results, click on the row.

To create a new family record, click Add New Family.

i Add New Family

Last Name:* Fitzwalter
First Name:
Family Address:
Family Zip Code: “*
Family City:

Only show "Current” family

&3]
members:

m

4. ClientTrack will default a Family Name as Last Name, First Name- Birth Year. Record
other contact information in the Family window and click Save.

5. Complete the additional Client Information wizard steps.

To add a new client to an existing family:
1. Inthe left panel of the Case Management menu, click Add New Client.

2. Click the Find icon next to the Family Account box wherever it appears on your add
new page(s).
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é [P Client Intake Sl < i R

(%) ) O @

Search ExiSting Clients Client Intake Family and Contact Demographics Information Release and Security

Family Information - If the client is 2 member of a family household, link the client to a Family using the lookup to search for a family member
and associate the member's family to this client. Select the client’s relationship to the family's head of household. The family's contact
information displays below.

V2.0

Information

Family: @

Relationship to Head of Household:* |— SELECT —- Bd
Family Address:

Family Zip Code:

Family Home Phone:
3. Type any information into the fields and click Search.

@, search 3

@, Find Family FeRrrE BOox®

To search existing family records, search for a member of the family. Selecting the
member will associate the member's family to the current client.
To select a record from the search results, click on the row.

To create a new family record, click Add New Family.

g Add New Family

Last Name:*  Fitzwalter
First Name:
Family Address:
Family Zip Code: 2
Family City:

Only show "Current” family
members:

4. Click on the appropriate family name and the program will return to the Family and
Contact Information page and the appropriate family information will be
automatically inserted into the Family Contact Information area.

5. Click Next and complete the additional Client Information Wizard steps.
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Alternative method to add a new client to an existing family:

<
1. Click the Family Icon “=""" in the top right corner of the right navigation panel.

(a.:“.w. e tabaEintialPage=1AaHC Bt RIA ek — Windiws Intemet Esplccst =W &

Samis Note o Fendaratnn o

E

Birth Date: 1V1OVISTH

WwredT Common Law

3. Since the process of adding a new family member involves adding a new client to
the ClientTrack database, the Client Intake page will be displayed. ClientTrack
enters the Last Name of the new client automatically. If the last name of the family
member is different, type the correct last name.

4. Since the new client will be linked to the current family, ClientTrack enters the
Family name in the Family and Contact Information area. The Family name should
not be changed.

5. Clicking the Copy Address button will copy family contact information to the client’s
individual contact information.

6. When finished entering client information, click Save.
To add an existing client to an existing family:

Under the Case Management menu, click Find Client and locate the client that will be added to
the family.

1. Inthe Case Management menu, click Edit Client and then Family.

V2.0

35



ESSENTIALS

);(ClientTrack
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Case Management

@ Client Dashboard
» B’ Edit Client Infarmation
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35 STEIN o

™ Current Family

b & Assessments

Family Members option on the acion whisl To aoit or view the fanidy infomeation select the Edit Family cption. Thy Set as Cureent cption wil
et tha tamily 2 the chent's Qument family. You Gan ako acd Cace Notes 1or the famidy with the Case Notes cption wiew a history of famiy nams
changes with Family Alisses. record sanices Sor The entiss famdy, o view 2 hisory of Famsily Services.

Qurren? « Famly Name » Fhone « Date Added v
- Lockshey, Ao - 1978 535-555-55%5 1101978

3. Onthe Add the Client to Another Family page, click the Find Icon next to the Family
Account field.

é Client Family History p l Add the Client to Another Family

Identify the client's family by clicking the Lookup icon. A new family can also be added by clicking the Lookup icon, then clicking the Add New
Family button. After you've identified the family, verify that the contact information is correct. If it is not correct, please correct it below. Clicking
Set as Current Family will tag this as the current family in family summary. Clicking Remove Client from All Other Families will remove the client

from any other family.

Family Name:* | < \‘L )

Family Address:
Family Zip Code:

Family Home Phone:
Date Added: ~ 11/07/2012 [
Relationship To Head of Household:* [~ SELECT — [~]

Relationship Type: |~ SELECT —[+]

Set as Current Family: [

V2.0
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4. Inthe Find Family pop-up window, type some search criteria in the Family Name, Zip
Code and/or City fields and click Search.
5. Alist of families will display below the fields on the form. Click the appropriate family.

P B e Ot et
ol rer
o oy Mvremn
W rnaen ety
[ et
o B e
¥ Dius

" e

Family bunon. After you've ideetifiad B Tamily vwarify that the contact informatcn & compct. 1T 1t & D01 Comeat, pheass Comect it Délow. Oicking
Set an Current Family will 1ag 1hus a5 the current famdy o family susemary, Chckong Remeve Client from All Other Families will remaove the cherd
from any other famsly

£ amily Narme
Per 8 0026

To search existing family recoeds sa3ich for 3 member ot the famdy, Selecting the member wil 3550051 the members famedy 10 the current =
et
To select » recond Froen B search semuts, Sick on the row

To create a new family record clck Add New Family

@ Add New Famly

Last Name
Fosl N
Famaly Aodress
R T o
Famly City

Cedy shaw “Current” family mambers

1 recong fourd
Last Name = First Name family Acdres: « Famiy Zip Code Famiy City =

e (R ) |

6. The pop-up window will close, and the family information will display in the Add the
Client to Another Family page.

7. Click Save.

Family Navigation

If the client has been entered as a member of a ClientTrack family, the Family lcon “—
appears to the left of the entity (the current client’s) name.

Clicking on the Family Icon allows users to:

V2.0
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e View the names of the other family members (blue icons display for males and

pink icons display for females )
e Access family member’s information
e Add a new client to the family
e Navigate among family members
e View Case Notes for each family member

Locksiey, Robin - 1978

) Azt Famay Varser ] 4dd Dant

e

el B LR Ih Dste 2161982 e 20
Locksiey, Robin Age3s Selt MarriecT, Gerder,  Fomole
28 Cont vores Q) Servens 0 Conene Couimne Uet=ar

fowicity.  Non-Hizpamclatno face Whate

Family Information

Various details of a client’s family history recorded in the ClientTrack data base are available
through the Client Family History page. This information is often used to determine eligibility
for certain grants or funding sources based on information like family size, monthly income, and
number of children.

To access the Client Family History page:

Under the Clients tab in the Case Management menu, click Edit Client, then click Family.

). ESSENTIALS

i ClientTrack .
{ O Search Menu ) ‘

| Case Management
% Client Dashboard

» B Edit Client Tnfnrmation

o Tauuy

W current Family

» f Assessments
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Tip: The family name is displayed in red to let you know which family is the current family for
the selected client.

Action Functions in Family

Clicking the Action Gear next to the family name will display a number of options.

é @, Client Family History

To add the client to a new family, click Add New Family and create a new family profile. To view, edit, or add new family members, select the
Family Members option on the action wheel. To edit or view the family information select the Edit Family option. The Set as Current option will
set the family as the client's current family. You can also add Case Notes for the family with the Case Notes option, view a history of family name
changes with Family Aliases, record services for the entire family, or view a history of Family Services.

+ Add New Family
P records found,
Current? & Family Name Phone & Date Added + Date Removed
4 Locksley, Robin - 1978 555-555-5555 11/07/2012
20 S
( 5 Family Members b\ oter. Marian - 1982 02/16/1982
'l J’ Edit Family

Set as Current
lo| Case Notes

[ Family Aliases
- .

[ services

Family Services Report

View Family Members

This option opens the Family Members page, which displays the members of the client’s current
family. The family members’ information can be edited or deleted by using the Edit and Delete
icons next to each family member’s name.

é Locksley, Robin - 1978 p 5\ Family Members

The members of the selected family are displayed below. To add a new family member, click Add New. To edit the family member's information,
choose Edit next to the desired record.

' Add Family Member

2 records found.

Name SSN & Date Added » Date Removed » Relationship » ?:‘I)aetlonshlp
4 Fi i i
|4 itzwalter, Marian 11/07/2012 Other Non-Family
W Locksley, Robin 10/10/1978 Self
Edit Family

The Edit Family option displays the Family page where you can edit basic family information.

V2.0
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é Locksley, Robin - 1978 b z Family

Family Name defaults to Last Name, First Name - Birth Year of the current client as the head of household. Verify or edit Family Name. Enter
optional address and telephone contact information for the family. Click Save.

Family Name:*  Locksley, Robin - 1978
Address: 1234 Main St
Address 2:
City/State/Zip Code:* Sherwood Forest ,MD 21405
Home Phone:  555-555-5555
Family Type: | Two Parent Household []
Restriction: Restrict to Organization @

) Restrict to User
@ Unrestricted

Set as Current Family

Because a client may be linked to more than one family in ClientTrack, the Set as Current option
allows you to set the current family for the client. When you click on Set as Current, a small
window will open to verify the current family is set as the client’s family.

Family Alias

The Family Aliases option displays a history of family name changes that occur over time. If a
family name was changed from “Allen” to “Allen, Jill - Family,” then the alias option would
display both names as illustrated below. Family aliases may be deleted by clicking the Delete
icon.

V2.0
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& Hood, Robin - 1978 » @, Family Aliases ErrE HOVRO

The list below displays the aliases of the selected family. This is a history of name changes for the family.
2 records found.

Alias Alias Date «

Hood, Robin - 1978 11/07/2012 2:39PM

Locksley, Robin - 1978 11/06/2012 3:45PM
Case Notes

The case notes option allows the user to record a case note on behalf of the family and attach
the case note to the family name. Many times the case manager will interview an entire family
and have specific notes for each family member but also have notes that relate to the entire
family. Selecting Family Information in the Template dropdown list adds basic information for
all family members to the case note text area.

-1 - Borr Detw
f % Fawalter, Marian -

Wl Compléte case note Bntry Date. Venly the User recording the note. Enfier o Drief 1itke or description for the note in Regarding. Complets the
G Nota in the tast edzor fisld, If Read Onlly 5 checked, no one will be 3tia 10 defste or ecit the cse note unless the read cnly chackbox has
Besn unchecksd

Eory Dore NIRRT
Usee  Data Systoms

Segaroing

NoteType | — SELECT — (=]
Template 9‘!’,",@'?"" NS
VH B0 O-N-dBA EEZ B L 1 EEIM ovtare s A | f*

Hood, Robin - 1978
1234 Main St

Shorwood Forest, MD 21405
555-555-5555

Farmilly Mombsrs

Rotn Locksley 10/10/107
Manan Fowalter

A oegn O A redew
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Family Services Report

The Family Services Report option displays the Family Services Report page which allows you to
generate a summary of services used during a selected time frame. This can be specific to a
family, a grant or both.

1. Inthe Family Services Report page, to display an existing report that has already
been entered into the ClientTrack database, select the desired report from the
Saved Report dropdown menu.

2. To save a new report, click Save Parameters in the dropdown menu.
3. After the Save As field opens, type a name for the new report.
4. Enter a date range for the services to be displayed on the report.

5. The Organization and Grant options allow the user to select particular agencies,
organizations, and grants included in the report. To run the report for all available
agencies, organizations, and grants, leave the field blank or click Select All under
Organization and/or Grant.

6. To run the report, click Report.

é Hood, Robin - 1978 » 3 Family Services Report

Saved Report Settings - To use saved report settings, select the desired settings description. To save the settings for a new report, select Save
Settings, type the description of the settings in the Save As field, select the report settings, and run the report. The saved settings will appear in the
list the next time you access this screen.

Saved Report Settings: | — SELECT — [¥]
Date Range - Indicate the time period for this report. Only records that fall within the date range you select will be included.

predefined Date Range: | Current Month [~
Begin Dater*  11/01/2012 [ End Date: 117302012 [

Organization(s) - Indicate which organizations should be included in the report by selecting each organization separately, or click the g icon to
select all. Note: The list only shows organizations you are authorized to view.

Organization(s): * Catholic Charities Jacksonville Regional 4 g
ClientTrack =
' ClientTrack Training il
Communities In Schools
DMHHS
ESCH nf Niarthaart Flarida

Grant(s) - Check the box to limit report results by selected grants. When checked, the list displays grants that belong to the organizations you
selected above. Indicate which grants should be included in the report by selecting each grant separately, or click the # icon to select all.

Grant(s): [l Filter by Grant(s)

[ Report | pZ Schedule Report x Cancel
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Tip: ClientTrack utilizes standard Windows keyboard functions. For example, multiple
organizations or grants can be selected by holding down the Alt key and clicking on the desired
items.

The report opens in a new window as illustrated below. If the report is longer than a single
page, the navigation tools at the top of the page help the user move around in the document. In
addition, the results may be displayed in a spread sheet or PDF file by clicking the appropriate
buttons.

Q Family Services Report
4 4 1 of1 b i @ Find | Next B @ & 5 B D @.

Family Services

L)
11/1/2012 to 11/30/2012 ){ClientTrack .

Report Criteria:
Organizations: ClientTrack Training

Hood, Robin - 1978

Number of
Services Units Unit Value Total Value

@ ClientTrack Training 1 1.00 $0.00 $0.00
Total 1 1.00 $0.00 $0.00

Data Systems
ClientTrack™ Reports Page 1 of 1 11/7/2012 3:16 PM

The Family Services Report can also be accessed in the Case Management menu under the
Client tab by clicking Services and then Family Services Report.
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» ® Enroliments
¥ Goals
4 t Services
- Quick Services
F service Eligibility
W Batch Services
f® Indirect Services

& Provider Services

E Standard Intake

B Client Services Report
Q Family Services Report
W scrvice Authorizations

¢ § Bill for Services

» & Referrals

Note: The Client Services Report option, located just above the Family Services Report, provides
the same information for an individual client rather than a family.
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Enrollments

What is an enrollment in ClientTrack?

The basic components of enroliment include program name, begin date and end date. An
enrollment can be associated with assessments for reporting purposes. It is important to
remember that the function performed by an enrollment may come under a number of
different names, so it is important to think in terms of function.

Note: Many items (such as assessments) need to be associated with an enrollment in order for
reporting to work properly.

An enrollment is often used to mark out a range of time used to measure outcomes. For
example, when a client begins working with an agency it is common for that agency to collect
data about their income. When the agency has stopped working with the client they may
measure income again. In terms of the enrollment the first income assessment occurred when
entering the program and the latter when exiting the program. The difference between these
two points demonstrates quantifiable changes that can help identify whether working with the
client had a substantial effect on their situation.

To access enrollments in ClientTrack:

On the Clients tab in the Case Management menu, click Enroliments.

(P search menu )

Case Management
< Client Dashboard
b I Edit Cient Information
» 1. Family
P E Asceccments
& Enroliments

9 Program Eligibility

B Grant Bigibility

To enroll a client in a program:

1. On the Enrollments page, click Add New.
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g ®, Enroliments ErE oV

All of client's enrcliments display below with current enrollments listed at the top and previous enroliments listed below, To
add a universal enrollment for the client select add new. Note that exiting or reentering an enroliment will not affect the other

members of the case, but deleting 3 case will delete the enrollment for all case members.

3 records found.

Case Name Enrollment ~ Members & Enroll Date Exit Date »
4 Current
0 éLocksley, Robin %Transitional Housing 1 12/13/2012
0 Locksley, Rabin Transitional Housing 1 1/26/2012
s Previous
0 Locksley, Robin Emergency Shelter 1 11/20/2012 12/03/2012

2. Enter the Enroliment Date
Enter the Case for the enrollment. This defaults to the current client, but you can look
up a head of household to enroll this family member in another case.

4. Select the Program to enroll the client in

5. If you wish to associate the enrollment with a Grant, select the correct Grant. This is
often used for reporting purposes. For example, the HUD APR is dependent on
associating the enrollment with a grant.

6. Change the Relationship to Head of Household and Case Manager, if necessary.

7. The next section allows you to associate the enrollment with an assessment. This
section uses the assessment plug in which you will see on many forms that use
assessments.

a. Click on the magnifying glass icon to search for existing assessments or create a
new assessment.
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G Enroliments p l, Enrollment Case

Enrollment Date:*  01/07/2013 5

Case - For a head of household client, use the default value to create a new case. For a family member, use the lockup to
select the head of household's case - this will enroll the family member as a case member in the same case.

Case:* Locksley, Robin W

<
Program:* |- SELECT —- [~]
Grant: |- SELECT -- E]
Family: |H Rob
Relationship to Head of Household:* Self B
Case Manager: ~ Data Systems 4

Entry Assessment - Select the Assessment corresponding to the point-in-time of entry for this enrollment.

Entry Assessment:

No Assessmen elected
X=)

Comments: -

m

Followup - To create a followup, choose one or more of the options below. If you do not want to schedule a followup, it is
not necessary to choose any of these options.

|

Create 30 Day Followup:

Create 60 Day Followup:

O O O

Create 90 Day Followup:

Restriction:* (' Restrict to Organization (2]
) Restrict to User
@ Unrestricted

b. Once an assessment has been selected (by clicking on a search result or adding a
new assessment) the plug in will display information about that assessment.
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G Enroliments P !, Enrollment Case

Enrollment Date;*  01/07/2013 75

Case - For a head of household client, use the default value to create a new case. For a family member, use the lockup to
select the head of household's case - this will enroll the family member as a case member in the same case.

Case:* Locksley, Robin q’%
Program:* |- SELECT -- [~]
Grant: |-~ SELECT -- E]
Family: Rol ;
Relationship to Head of Household:* |Self B
Case Manager: ~ Data Systems A

Entry Assessment - Select the Assessment corresponding to the point-in-time of entry for this enrollment.

Entry Assessment:

Date
11/26/2012 12:00:00 AM

Program | Type User

Transitional Housing | Entry | Darin Patterson

Followup - To create a followup, choose one or more of the options below. If you do not want to schedule a followup, it is
not necessary to choose any of these options.

Create 30 Day Followup: [
Create 60 Day Followup: [
Create 90 Day Followup:  [J]

Restriction:* () Restrict to Organization @
) Restrict to User

m

c. If you want to disassociate the assessment from the enrollment simply click on

the delete icon to the left of the magnifying glass.

8. The next section allows the user to initiate a follow up. This will create a task scheduled

for 30, 60, or 90 days after the enrollment date. The task will be created for both the
client enrolled and the case manager identified in the case section.

Once an enrollment is created it will appear on the enrollments page. Clicking the action button

0 will allow you to perform the following tasks.

1. Edit the information entered when the enrollment was created.

Case Members, Goals, Action Plan, and Services are all used to collect their respective

data points with a reference to the enrollment.

3. When the enrollment period has ended click on ‘Exit the Enrollment’. This will prompt

you for some data related to exiting the enroliment.
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é, Locksley, Robin P B Enrollment Exit

To exit the client from the Enrollment, enter the Exit Date, and select Exit Reason and Destination.

Assessment:
No Assessment Selected

25N

Exit Date:* 9
Destination: * |- SELECT --
Exit Reason; |- SELECT -- [z]

Exit All Case Members - Check the box to save the selected exit date and information for all case members enrolled in the
case.

Exit All Case Members: [

Case Manager Assignment:  Data Systems &

End Case Assignment:  [[] &

a. The assessment plug in is used here to associate the enrollment with an exit
assessment. As mentioned above, this is important for measuring outcomes in
that it allows comparison between the entry and exit assessments.

b. Use the ‘Exit All Case Members’ checkbox to exit every member of the case
associated with this enrollment.
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Recording Assessments

What are assessments and how are they recorded in
ClientTrack?

Assessments are snapshots about a client concerning basic information like education, financial,
health, and employment issues as well as barriers to client success. Unlike basic client
information, such as name, address, and family information, assessments track client data that
generally varies over time. After adding a new client and entering basic client information, the
next step in ClientTrack involves recording client assessment information used to create goals
and action plans. Depending on organization setup, client assessments can be accomplished
through workflows, which are discussed later in this document. This section explains some of
the different types of assessments and how to enter them individually. HMIS assessments,
which are normally recorded through workflows, are also discussed later in this guide.

ClientTrack offers many different submenus in the Assessments section in order to evaluate
client issues. To better explain the assessment process in ClientTrack, the following section
divides the submenus into four basic groups: Master Assessment, Informational Assessments,
Barriers, and the client Self-Sufficiency Matrix. The process to enter information and record
client assessments is essentially the same for all categories.

Master Assessments

What is a Master Assessment and how is it used in ClientTrack?

A Master Assessment ties together a number of separate, detailed assessments/data elements
to a single process at a particular point in time. Data presented in the Master Assessment is
controlled by the system administrator and is based on requirements of the Annual Progress
Report (APR) if applicable. Master Assessments are normally created during Workflows, which
will be explained later. The Master Assessment form creates an Assessment ID, which is used to
tie all program-specific assessments together.

To access Master Assessments in ClientTrack:

On the Clients tab in the Case Management menu, click Assessments.
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(@ httpsy//app.clienttrack net/ZInline=false&nitialP,

)./ y ESSENTIALS
i ClientTrack:
(8 Search Menu
#% Find Cient

Case Management
¥ Client Dashboard
| » & Edit Client Information

b 3. Family
4 f Assessments
» W Barriers

™ Chronic Homeless Client Goa

W Diet
Goal Dat

& Disabilities
b @ Domestic Vioience Client Case

To create a new Master Assessment:

Note: Master Assessments are normally created during Workflows setup by the system
administrator.

1. Onthe Master Assessments page, click Add New.

| 7> &
6 ¥, Master Assessments

Below is a list of Master Assessments that have been created for this client. To create a new assessment, click Add New. To
edit an existing assessment, click Edit next to the record.

b Add New

0 records found.
Date # Type - Program -~ Assessor & Comments &
No Results Found

2. Onthe Master Assessment page, enter an Assessment Date.
3. Select an Assessment Type.
4. Select a Program in which you intend to enroll the client.

5. ClientTrack automatically fills in the Assessor as the current user name.
V2.0
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6. Include any Comments.

7. Click Save.

G, 3 !, Master Assessment

L AN i F=10)

A Master Assessment record ties together a number of separate, detailed assessments/data elements to a single process. For
example, if you are creating an Entry Type Master Assessment, the data elements you record while this assessment is active will

be tied to the entry.

Start Assessment:

Assessment Date:*

Assessment Type:*
Program:*

Assessor:*

11/19/2012 [

~ SELECT —- E3|
—-SELECT-  [¥]

Data Systems 2

Comments - If you have any other comments or notes regarding this assessment, please enter them below.

Comments:

-

Al [ Pause J§ 3¢ Cancel

Once a Master Assessment has been created, it will appear on the Master Assessments page.

Clicking on the Action Menu 0 next to the assessment displays user options.

1. To enter individual assessments for this Master Assessment, click View Related

Assessments.
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6 ‘.'J,\ Master Assessments

Below is a list of Master Assessments that have been created for this client. To create a new assessment, click Add New. To
edit an existing assessment, click Edit next to the record.

@ Add New
1 record found.
Date ¥ Type ~ Program = Assessor & Comments &
11/19/2012 Entry Early Intervention Data Systems

f"’j Edit Assessment

4 View Related Assessments

@ View Related Enroliment or Applications

» Delete Assessment

2. On the Assessment Status page, click on the individual Assessments to access the entry

page for each assessment.

é 11/19/2012 Entry P Assessment Status

Displayed below is the status of the Assessment.

[’ £dit Assessment

Finished

L

"% child Education

‘f’? Chronic Homelessness
ry Domestic Violence
ry Employment

T?{’ Financial

TW Health

ry HMIS Barriers

:n»(’ HMIS Universal Data
r?) Self Sufficiency Matrix
‘["‘i Veteran Details

3. lllustrated below is the Veteran Assessment page which will be displayed after clicking

on Veteran.
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@ 11/19/2012 Entry b Assessment Status b [, Veteran Assessment L A-B=<N i F-10)

Select the military branch. Select the military service era. For the current conflicts in Irag or Afghanistan, select Persian Gulf Era.
Enter the duration of active duty in number of months. Select discharge status.

| If the client served in a war zone, click the Yes. Enter the duration of service in a war zone in number of months. Indicate if the
client received hostile or friendly fire.

| Default Last AssessmentJ

Assessment Active

Assessment Date:* | [HIREIER [

Military Branch:* |- SELECT —
Military Service Era:* |- SELECT - [~]
Duration Active Duty (Months):*

Discharge Status:* |-~ SELECT -
Served in a War Zone:* O Yes
2 No

) Don't Know
) Refused

Il Pause § % Cancel

Informational Assessments

What is an informational type assessment and how are they entered in ClientTrack?

Informational assessments are used to collect a broad range of client data including health
issues, veteran status, education, work history, and financial information. This type of
information aids the case manager in determining the best way to assist clients.

To record client Employment data:

1. Inthe Case Management menu, click Assessments, and then Employment.
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' —————— -
=! httpsi//app.clienttrack.net/7Inline=false8lnitialPage=1&InitialContent=https%3A//app.client

'). . NN Velcome DataSystems

] CllentTraCk Employers Providers Housing
S T Birth Date: 959

(P search Menu ) /AN ¥:ﬂ Locksley, Robin Address: %5 Forest |

¥ Find Client e ' Percent Poverty:

é Robin Locksley's Dashboard

Case Management X @ Robin's Information
=¥ Cient Dashboard
§ » I Edit Client Information
155 Family

Name: Locksley, Robin

Disabling:
4 = Assessments
» = Barriers

f® Chronic Homeless Client Goals

W Diet
| Goal DateSet TargetDate Outcome Con

Ethnicity:  Non-Hispanic/Latino

& Disabilities

b @ Domestic Violence Client Case Notes

» (/ Education
’ Print [ Date Regarding

» Employment

» ‘5 Financial

W Foster Care 5

2. Onthe Employment Assessments page, click Add New.

é .‘;',_\ Employment Assessments

Below is a list of the client's previous employment assessments. To record a new assessment, click Add New. To edit an

existing assessment, click Edit next to the record.
g Add New

User a

10 records found.

Looking

Assessment Date = Employed & For Work a

INo Results Found

Tip: Users who are recording an assessment that contains the same data as the previous
assessment can save time by clicking Default Last Assessment that appears at the top of the
page. By clicking this button, the fields will default to what was recorded during the last
assessment.
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3. Onthe second Employment Assessment page, complete the appropriate data.

4. Click Save.

Once an Employment Assessment has been entered it will display on the client’s Employment
Assessments page. The assessment can be edited or deleted by clicking on the appropriate

icons.

" &

G @, Employment Assessments
Below is a list of the client's previous employment assessments. To record a new assessment, click Add New. To edit an
existing assessment, click Edit next to the record.

o Add New
1 record found.
= Looking
Assessment Date = Employed a For Work o User &
Yes Data Systems

11/19/2012 Yes

To record client Work History data:

1. Inthe Case Management Options menu, click Assessments, then click Employment, and

then Work History.
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2 https://app.clienttrack.net/?Inline=false

). v ESSENTIALS
A

ClientTrack"

(P search Menu
% Find Client

Case Management

w (lient Dashboard
» It Edit Gient Information
P 3 Family
4 = Assessments
» & Barriers
& Chronic Homeless
= Diet
& Disabilities
» W Domestic Violence
» </ Education

4 Fropicyment

f® Work History
& sills

Q Career Plan Report

2. Onthe Work History page, click Add New.

é ®, Work History

Below is a list of the client's previous work history. To add a new work history record, click Add New. Tc edit or view an existing
record, click Edit. To view the history of updates to a work history record, click View Journal. Click Work History Report to run

a report on the client's work history.

i Add New | [3] Work History Report
0 records found.

Employer & Start Date ¥ End Date & Wage « Job Title & SSI Job Desc &
iNo Results Found

3. Type the Employer name and use the Find icon to locate the employer or add a new
employer to the database

4. Type an hourly wage and average weekly hours at the time the client started the job.
ClientTrack automatically calculates the Monthly and Start Annual fields.

V2.0

57



5. If the client is no longer employed by this employer, complete the Work History —
Termination Information section.

6. Click Save.

Came Manugement
~ Dt Davhoowrd
b B S Ollesd utieation
USRS -
* & jozesomeets
[ T,
W o T
& D
B Dttt

» B Domeste Yiclenon

Barriers

Wongows [serne

PRATr Aty it

@4 Complate the form below to record the details of the client's previous or current employment opporntuniy,

Employer - [dentify the current or poor emplayer for the dient by using the search box below

Employer:

Emplayer Loganon
Location Adgress

Cay

Stale:

Zip Code:

Dato Hred:
Date Staneg:”
lob Tatle / Pastion: *

S8 Occupation Type:

Job Dutes

Classtication:

Hourly Wage:

hve(ég& Weekly Mours

Monthly Wage:

Start Annaal:*

4"

-~ SELECT -[7]

-- SELECT - [=]

4000

Barriers represent personal issues that may affect a client’s ability to successfully achieve

specific goals. In addition to general barriers, ClientTrack has submenus to record HMIS Barriers

and Felonies.
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To record client Barriers:

1. Inthe Case Management Options menu, click Assessments, then click Barriers.

’@ https://app.clienttrack.net/?Inline=false

)./ y ESSENTIALS
i ClientTrack”

(0 Search Menu
#% Find Client

Case Management
< Cient Dashboard
» I Edit Client Information

b 1 Family

4 = Asseccments

» = Barriers

™ Chronic Homeless
W Diet

2. Onthe Barriers page, click Add New.

= - 5
e &, Barriers

The client's history of identified barriers or presenting issues displays below. To record a new barrier, click Add New. To
record multiple new barriers, click Quick Barriers. To view or edit an existing barrier, click Edit next to the record.

i Add New | JQuick Barriers

0 records found.

Barrier SPIces
TN Barrier a Date Identified = Date Resolved o Explanation & Received

? History
iNo Results Found

3. On the second Barrier form, enter the Date |dentified.

4. The Barrier Type determines the barriers displayed in the Barrier dropdown menu, so
select a Barrier Type before selecting an Issue.

5. Enter the additional information concerning the Barrier.

6. Click Save.
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2 Mtps/fapp clienttracionet/Tinkoa =t - ClienTrack Configured Demoratration - Cliesd Track « Wirddows Intemaet Esplocer <= 8 B

reeded, Select the Status. 1f the bamer has besn resolved, enter 3 Date Resolved and Resolution Status, Enter any
addibonsl Comments.

Assessment:
No Assessment SeleCted

i

Date Idontified:* 11272012 75
Barnes Type:* |~ SELECT — ~|
samier: |~ SELECT —[=]

Explanation

Eamer Prasent?:”

Stans

Rastriction Restrict to Organization @
Restnct to User
& Unrestncted

Once a Barrier has been entered it will display on the client’s Barriers page. The assessment can
be edited or deleted by clicking on the appropriate icons.

6 =, Barriers

The client's history of identified barriers or presenting issues displays below. To record a new barrier, click Add New. To
record multiple new barriers, click Quick Barriers. To view or edit an existing barrier, click Edit next to the record.

gk Add New | Quick Barriers

1 record found.

Barrier Services
Bradda & Barrier a Date Identified + Date Resolved & Explanation & Received
' History

‘Evicted from Home  11/27/2012

How are HMIS Barriers recorded in ClientTrack?

HMIS Barriers are recorded in the same manner as Barriers (described above), except that you
must select HMIS Barriers as the Barrier Type.
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Quick Barrier Entries
ClientTrack offers an alternative method to enter multiple client barriers on a single page.
To record client barriers using Quick Barrier entry:

1. On the Barriers page, click Quick Barriers.

—~p :
G @, Barriers

The client's history of identified barriers or presenting issues displays below. To record a new barrier, click Add New. To
record multiple new barriers, click Quick Barriers. To view or edit an existing barrier, click Edit next to the record.

@k Add New

2 records found.

Barrier Seice
Prissarits Barrier a Date Identified = Date Resolved Explanation Received
S &
History
o g :
[ & icted from Home 11/27/2012
|t ==
h A Yes Alcohol Abuse 11/27/2012

2. On the Quick Barriers screen, verify Barrier is displayed in the Screen dropdown menu.
Selections in the dropdown menu are controlled by the system administrator.

3. Identify the client’s barriers by clicking the checkbox next to the appropriate Barrier.
Clicking the checkbox in the header row (next to Barrier), will select all Barriers listed on
the page.

4. |If desired, type an Explanation.
5. Select a Restriction from the dropdown menu.

6. If your organization is set up to record case notes for a barrier, the Edit icon will be
displayed to the right of the Restriction column. To enter case notes, click on the Edit
icon. The Case Note editor will open and case notes can then be recorded.

7. If your system administrator has added help information for the specific Barrier, the
Help icon will be displayed in the Help column. Positioning the mouse pointer over the
icon will display the Help information.

8. When finished recording Barriers, click Save.

Self-Sufficiency Matrix

A client’s Self-Sufficiency Matrix is a case manager’s evaluation of a client’s level of self-
sufficiency at a particular point-in-time recorded in numerical format.
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To create a Self-Sufficiency Matrix in ClientTrack:

1. Inthe Case Management menu, click Assessments, and then click Self-Sufficiency
Matrix.

r{é https://app.clienttrack.net/?Inline=fal:

)./ ’ ESSENTIALS
i ClientTrack”
(0 Search Menu

#% Find Client

Case Management
w Client Dashboard

» I Edit Gient Information
b 1 Family
o .é"— Assessments
» = Barriers
™ Chronic Homeless
W Diet
& Disabilities
» @ Domestic Violence

» </ Education

» [ Employment

» 0‘ Financial

W Foster Care
» W Head Start
b & Heaith

& HoPwA

™ Incident

= Legal

[ Mariage
» & UHeAP

W Self-Sufficiency Matrix

2. On the Self-Sufficiency Matrix Assessments page, click Add New.
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g Q\ Self-Sufficiency Matrix Assessments

Below is a list of the client's self-sufficiency matrix assessments, To complete a new matrix, click Add New. To edit an existing

matrix, click Edit next to the record.
i Add New

0 records found.
Date ¥ Type & Score & Comments &

iNo Results Found

3. On the Self-Sufficiency Matrix page, rate the client’s level of self-sufficiency using a scale
of 1to 5 for each area of assessment by clicking the applicable radio button. Select 6 if
a particular assessment area is not applicable to the client.

G Self-Sufficiency Matrix Assessments p !,. Self-Sufficiency Matrix

Rate the client's level of self-sufficiency at the assessment point-in-time on a scale of 1 to 5 in each domain below based on
the descriptions provided. Select 6 if 2 domain is Not Applicable.

Default Last Assessment

Assessment:
No Assessment Selected

Pale N

Assessment Date:* |[PIREIFORE =]

Assessment Type:* |- SELECT — [~]
Comments: 3
Income:* () 1-NoIncome

) 2 - Inadeguate income and/or spontaneous or inappropriate spending
1 3 - Can meet basic needs with subsidy; appropriate spending
4 - Can meet basic needs and manage debt without assistance
) 5 - Income is sufficient, well managed; has discretionary income and is
able to save
) 6 - Not Applicable

Employment;* © 1-NoJob
) 2 - Temporary, part-time or seasonal; inadeguate pay; no benefits
1 3 - Employed full-time; inadequate pay; few or no benefits
) 4 - Employed full-time with adequate pay and benefits
' 5 - Maintains permanent employment with adequate income and benefits
) 6 - Not Applicable

-

[l Pause @ ¢ Cancel

4. ClientTrack adds the values entered for each assessment and displays the total at the

bottom of the page. Click Save.
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é Self-Sufficiency Matrix Assessments P !, Self-Sufficiency Matrix

lethality is high
@ 3 - Current level of safety is minimally adequate; ongoing safety planning
is essential
) 4 - Environment is safe however, future of such is uncertain; safety
planning is important
1 5 - Environment is apparently safe and stable
) 6 - Not Applicable

Parenting Skills: * 1 - There are safety concerns regarding parenting skills
2 - Parenting skills are minimal
3 - Parenting skills are apparent but not adeguate

@ 4 - Parenting skills are adequate

") 5 - Parenting skills are well developed
6-

Not Applicable

Credit History:* @ 1 - No credit history
() 2 - Outstanding judgments or bankruptcy/foreclosure
| 3 - Has a credit repair plan
4 - Moderate credit rating
) 5 - Good credit / manageable debt ratio
© 6 - Not Applicable

Matrix Score Summary - The Matrix Score calculates the average of all domain scores between 1 and 5, excluding domains
where Not Applicable is selected.

Matrix Score:  3.06
Rectrichiomr T Restrict to Organization @
) Restrict to User
@ Unrestricted =

Il Pause § ¥ Cancel

Once a client Self-Sufficiency Matrix has been entered it will display on the client’s Self-
Sufficiency Matrix Assessment page. The assessment can be edited or deleted by clicking on the
appropriate icons.

é Q_\ Self-Sufficiency Matrix Assessments

Below is a list of the client’s self-sufficiency matrix assessments. To complete a new matrix, click Add New. To edit an existing
matrix, click Edit next to the record.

g Add New

1 record found.
Date ¥ Type ~ Score & Comments

12/13/2012 Entry 3.06
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Setting Goals

Once you have entered a client into the ClientTrack database and conducted a personal
assessment, you can then assign goals to the client and establish action plans to achieve those
goals. In addition, you can link specific services to those goals/action plans.

To assign client goals individually:

1. On the Clients tab in the Case Management menu, click Goals.

[ 2 https://app.clienttrack.net/?Inline=
)./ . ESSENTIALS
i ClientTrack"

(p Search Menu
% Find Client

Case Management

= Client Dashboard
» ¥ Edit Cient Information
» 3 Family
b = Assessments
Pl e

¥ Goals

» E Services

2. On the Client Goals page, click Add New.

€. ‘f-'.‘ Client Goals

All of the client’s goals display below. To create a new goal, click Add New. To create multiple new goals, click Quick Goals.
Action gear options include: Edit - edit the goal; Actions - view existing actions/objectives for the goal or add a new action;
Quick Actions - create multiple new actions for the goal; Goal Progress - track the client's progress toward completion of the
goal; Service - record a service for the goal; Delete - delete the goal. To print the client’s goal plan, click Client Goal Report.

@® Quick Goals | | [2] Client Goal Report

1 record found.

Goal - Date Set =~ Target Date & Outcome & Completion Date &
4 Open
©  obtain Childcare subsidy 12/13/2012  12/14/2012

3. Onthe Client Goals page, complete all applicable entries concerning the Goal.
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4. The Goal Type determines the Goals displayed in the Goal dropdown menu, so select a
Goal Type before selecting Goal.

5. Type any detailed information concerning the client’s goal in the text editor.

6. Click Save.

é Client Goals » [ Goal ERrmoz®

Identify the information on the client's individual goal.

Status: * EE-ZI

Goal Type: |- SELECT --E]
Goal Group:* |~ SELECT -[+]
Goal:* |—SELECT —-[+]
Goal Description:

Tasks: Open Calendar

Goal Date;* 11/06/2012 [

Target Date: &=
Enroliment:* |- SELECT --E
Explanation: YA DMy T-0-EF 88 1=
B/ U =

m

1]

= |FontName ~| Sizev A~ f~

*_ Save “ Pause

To assign multiple client goals quickly:

1. On the Client Goals page, click Quick Goals.
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é 9.\ Client Goals

All of the client’s goals display below. To create a2 new goal, click Add New. To create multiple new goals, click Quick Goals.
Action gear options include: Edit - edit the goal; Actions - view existing actions/objectives for the goal or add a new action;
Quick Actions - create multiple new actions for the goal; Goal Progress - track the client’s progress toward completion of the
goal; Service - record a service for the goal; Delete - delete the goal. To print the client’s goal plan, click Client Goal Report.

i Add New( @ Quick Goals )2 Client Goal Report

1 record found.
Goal Date Set Target Date ~ Outcome & Completion Date ~

4 Open

‘Obtain Childcare Subsidy %12/13/2012 12/14/2012

V2.0

Select the appropriate Screen and Goal Type from the dropdown menus. These menus
are a method to filter goals, and they are configured by the system administrator.

Check the box next to each Goal you would like to assign to the client.

To link goals to an Enrollment in a specific program, select the program in the
Enrollment dropdown menu.

To assign all goals on the page to the client, check the box next to Goal.
Enter a Target Date and any Comments.

Click Save.

e Clhent Goals b .Q.uck Goals n‘ BEEO0oV¥YR

Quick goals aBows you 1o record multiple Goals for the current chent. To filter the avafable goals, selact the Screen. To
further filter by type select Goal Group. To link goals to an enrcliment. select Enroliment. The Restriction
selection apolies 1o all goats selected below

Select the appropriate gosis by chicking on the row/checkbox for the goal. Enter Date Set and 3 Target Date for
complstion, O and C tion Date only apply to goals with 3 status of “Closed”. Indude any additional
Comments. Click Save Selections 1o tave and continue on this form or dick Finished to saye and doze.

< AGd New
Screor*  Family Sell-Sufficiency =]
Gosl Group SELECT =]
Enroliment SELECT _;
A records found
Goal & Date St » Target Date & Status ~ Outcome ~ ) Comments Restn
Date

Family | - ot —gEET
e i - SELECT —[¢] > Unre:
Raunificstion -
improve .
Family ™ %] |- SELECT —[=] Unras
Relations
Chtain N
Chilgcare 121132012 77 12142012 75|  Open 7-—] - Unre
Subsidy
Partcipate in =
Family ™ 73] |~ SELECT - | »} Unre
Counsedng

il Save Il i Save & Close B 3¢ Cancel
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After client goals have been recorded, the client manager can edit the goals, establish an action
plan to achieve the goals, track goal progress, and record a service for the goal. To access these

options, on the Client Goals page, click the Action Menu 0 next to the goal. To change any
previously entered information concerning the goal, click Edit.

g 9.\ Client Goals

All of the client’s goals display below. To create a2 new goal, click Add New. To create multiple new goals, click Quick Goals.
Action gear options include: Edit - edit the goal; Actions - view existing actions/objectives for the goal or add a new action;
Quick Actions - create multiple new actions for the goal; Goal Progress - track the client’s progress toward completion of the
goal; Service - record a service for the goal; Delete - delete the goal. To print the client’s goal plan, click Client Goal Report.

h Add New | @ Quick Goals | [2] Client Goal Report

1 record found.

Goal Date Set Target Date ~ Outcome & Completion Date ~
pen
\ Obtain Childcare Subsidy 12/13/2012 12/14/2012
N
"% Edit
{{iet)
B‘ Actions

@ Quick Actions
(& Goal Progress
@ Case Notes

@’ Services

&?, Delete

1. To set up an action plan to accomplish the client goal, click Actions.
2. On the Action Plan page, click Add New.
3. Enter the appropriate data on the Action page.

4. Click Save.
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é Obtain Childcare Subsidy P Action Plan p !, Action

To create an action or objective for the client, first identify the associated goal from the client's goal plan (if applicable). Select
who is responsible for completing this action based on whether this is a task to be performed by the client or a service to be
provided by the organization staff; this will filter the list of available actions.

Next, select the action from the drop down list; type a description to identify the specific action. Type begin and end dates and
times to track the target timeline for this action. Edit this action to update actual end date/time, status and percentage

complete. Add any additional comments.

Goal:
Responsibility:
Action: *
Description:
Begin Date:*
End Date:
Status: ™
Percent Complete:
Weight:

Comments:

Il Pause B ¥ Cancel

Obtain Childcare Subsidy - Obtain Childcare Subsidy|E3|

Client Action E]
— SELECT - [~]

12/13/2012 5|
New/Open [~]
%
%

5. Depending on system configuration, clicking Quick Actions will open a spreadsheet

where multiple actions may be entered quickly.

6. Totrack goal progress click Goal Progress.

7. To set up Services, click Services.

8. Inthe Service page, enter the information about the service provided to the client.

9. Click Save.

V2.0



Recording Services

How does the case manager record services provided to a client in
ClientTrack?

Services provided to clients are normally recorded on the Quick Services page accessed through
the Case Management area of ClientTrack.

To access the Services area of ClientTrack:

On the Clients tab in the Case Management menu, click Services.

2 https://app.clienttrack.net/?Inline=f

ESSENTIALS

vV =
)x ClientTrack"
(P search Menu )

% Find Client

Case Management
< Client Dashboard
» I Edit Gient Information
» «3 Family
b = Assessments
b & Enroliments
¥ Goals
4 f Services
2 \Quick ScIVICES
D Service Eligibility
[ Batch Services
™ Indirect Services

& Provider Services

Q Standard Intake

Q Client Services Report
Q Family Services Report
& Service Authorizations

= £ Bill for Services
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To record Services using Quick Service:

1. Onthe Client Services page, click Quick Service.

g Q\Client Services H!‘ H B O v e

The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick
Services. To edit or view an existing service, click Edit next to the record.

g Add New ( | ® Quick Services | i Add with Billing
0 records found.

Date ¥ Service & Units & $ Total » Organization &~

iNo Results Found

2. On the Quick Services page, select the appropriate Screen filter and Grant from the
dropdown menus.

3. Type the Provider name or search for the provider’s name by clicking the Find icon.

4. Record each Service provided to the client by checking the checkbox next to the
particular Service.

5. Type the number of service Units provided to the client, the unit cost, and $/Unit.
Depending on your organization’s setup, the unit cost may appear automatically.

6. When finished recording services corresponding to the parameters entered at the top of
the page, click Save Selections.

7. To record Services provided under a different set of parameters, repeat steps 2-6.

8. When finished recording Services, click Finished.
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é Client Services p iQuick Service E% G i e

Use the Service Screen list to filter services available. You may also filter services available by Grant and/or Provider. =
Select the services the client has received and verify the Units and Unit Values.

Service Screen:* | Direct Services [~]

Family Income:

No Recent Income

Family Members: 1
Poverty Level: | $907.50

m

Date:* 12/13/2012 [
Grant: |- SELECT -[+]

Provider Name: A
Enrollment:* |- SELECT —- E|
User Performing the Service(s): ~ Data Systems J§

Location: | Training [~]

10 records found.

[T service® Unit Type & Units* «  Unit Value® & TOtiI Hf'p Restriction @
4 [| Assessments (0)
[7] Financial Assessment ?Minutes [+] 1.00 $1.00 s1.00 Restrict to Organization E]
4 []Basic Needs (0)
[[] clothing | Count [~] 1.00 $1.00 $1.00 Unrestricted =]
s [] Case Management (0)
[7] Case Management |Hours lZ] 1.00 $0.00 £0.00 Unrestricted E]
0.00 $0.00 $0.00 -

i, Save & Close J§ ¥ Cancel

Note: The Quick Services page may also be accessed by clicking Quick Service in the Services
menu.
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e

2 https://app.clienttrack.net/?Inline=f

ESSENTIALS

Y clientivacks

CO Search Menu

% Find Cient

[ Aoa Hew Cient
Case Management

= Ujent Dashboard
¥ Edit Gient Information
+1. Family

=" Assessments

f® Enrollments

¥ Goals
4 .’é- Services

D Quick Services

D Senvice Eligibility

fW Batch Services

W Indirect Services

& Provider Services

Q Standard Intake

Q Client Services Report
Q Family Services Report
[ Service Authorizations

£ £ Bill for Services

To view or edit a client’s service records:

1. On the Clients tab in the Case Management menu, click Services.

2. Click the Edit or Delete icons on the Client Services page.
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é ®, Client Services

The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick
Services. To edit or view an existing service, click Edit next to the record.

g Add New @ Quick Services | g Add with Billing

2 records found.
Date ¥ Service & Units & $ Total & Organization «

5”“ (2 Services)

% 12/14/2012 Occupational Training 1.00 $1.00 ClientTrack Training

Case Management 1.00 $30.00 ClientTrack Training

To view a list of a client’s existing tasks and services with an associated Provider:

On the Clients tab in the Case Management menu, click Services then click Provider Services.

& https/app.clienttrack.net/?Inline=

ESSENTIALS

o{ 7
)A ClientTrack"
(R Search Menu )

¥ Find Client

Case Management
<« Cient Dashboard

I Edit Client Information

+4. Family
Assessments
Enroliments
Goals

4 f Services

B Quick Services
B Service Eiigibility
& Batch Services
W Indirect Services
f® Provider Services
E Standard Intake

Q Client Services Report

Q Family Services Report
& Service Authorizations

= B Bill for Services
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The Client Services with an Associated Provider page displays all existing tasks and services for
the selected client with an associated provider. The Service can be edited or deleted by clicking
the Edit or Delete icons. To enter a new Client Service with an Associated Provider, click Add
New.

g 9.\ Provider Services recieved by this client

Below is a list of all existing tasks and services for the selected client that have an associated provider. To add a new service,
| select the Add New button. To edit or view an existing service, click the Edit button next to the desired record. To delete an
existing service, click the Delete icon next to the desired record.

i Add New
1 record found.
Service & Provider Units
‘ll?, s.‘? i =
(& & iCounseling-Substance Abuse Department of Health 1.00

Enter the appropriate information on the Provider Services page, then click Save. The new
Service will then be listed on the Client Services with an Associated Provider page.

Enter the information for the service provided to the client below. Please use the lookup to find the associated provider.

provider:* | J‘b
Contract: |- SELECT -
Grant: |- SELECT —[~]
Enrollment:* |- SELECT --
Location: | Training [~]
Service:* |— SELECT --
Date:* 12/14/2012 [T
Units Of Measure: * ° Dollars
' Minutes
_ Count
) Hours
Units: * 1.00
Unit Value:* 1.00
Comments:
Restriction:* (@ Restrict to Organization @

") Restrict to User
@ Unrestricted

Il Pause §§ ¥ Cancel
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Service Eligibility

The Service Eligibility option in the Services menu assists the case manager in determining client
eligibility for certain services. The program uses inputs from the system administrator during
setup to determine client eligibility based upon client assessments and barriers.

To access Service Eligibility in ClientTrack:

On the Clients tab in the Case Management menu, click Services then click Service Eligibility.

r@ https://app.clienttrack.net/?Inline=

)./ ) ESSENTIALS
i ClientTrack"
(R Search Menu )
% Find Client

Case Management
< Cient Dashboard
» I Edit Client Information

b 1 Family
P = Assessments
™ Enrollments
¥ Goals
4 f Services
B Quick Services
B service Eigibility
& Batch Services
™ Indirect Services
& Provider Services

Q Standard Intake

Q Cliient Services Report
Q Family Services Report
& Service Authorizations

= B Bill for Services

The Determine Eligibility page displays services and corresponding client eligibility as
determined by parameters created by the system administrator.

V2.0



& . service Eligibility

All direct services are listed below. By default only services that have eligibility criteria are displayed. The selected client is
evaluated against the eligibility criteria for each service and a result for each is displayed below.

4 records found,
Service =

Only Display Services with Eligibility Criteria:

Eligibility Criteria Applied &

EAduIt Education

Food
Homeless Prevention

Prenatal Care

V2.0

Food Assistance

Homeless or at Risk

Eligibility Result
w Passed
ﬂ Not encugh data
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Referrals

What are Referrals and how are they recorded in ClientTrack?

If you are referring a client to another provider for services, you can record the referral as a
service. Recording Referral Services is a two-step wizard process.

To access Referrals in ClientTrack:

On the Clients tab in the Case Management section, click Referrals.

(R search Menu )
¥ Find Student

Case Management
< Student Dashboard
» I Edit Client Information

b 1 Family

b = Assessments
b W Enroliments
¥ Goals
P = Services
& Referrals

= kererrai Eligibility

To record client referrals:

1. On the Client Referrals page, click Add New.

é @, Client Referrals

Below is a list of all existing referrals for the selected client. To add a new referral for the client, click the Add New button. To
view or edit a record displaying in the list, click Edit next to the desired record. Click Services next to a referral record in order
to view or add services that reference the referral. To get directions from the client's address to the provider, click the Get
Directions option. To print a referral voucher, click Referral Voucher next to the desired record.

: Quick Referrals @ Refer by AIRS = @ Referral In

From Provider & To Provider & Service & Status & Result ~

1 record found.
Date ¥

© 121772012

iClientTrack Training Department of Human Services Clothing  Referral Made

2. Onsecond Client Referrals page, enter a Referral Date.
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3. |If desired, enter a Referral Need.
4. Select a Referral Service from the dropdown menu.

5. Click on the Refer to Provider search icon to look for providers that provide the service
you have selected. (only providers that provide that service will be displayed for
selection)

6. The Refer from Provider field defaults to your organization. If this referral is from
another organization, you can click the search icon to find that organization

7. The Refer from User field defaults to the active user. You can click the search icon to
find a different user.

8. Select the Status of the referral.
9. If desired, type Comments and select a Client Barrier.

10. Click Next.

Client Referrals p

e e e

Referral Voucher and Information Release Referral Outcome

Complete the information below to identify the service and the provider being referred to.

Referral Date:* |[PZREEPIRP: [5]
- SELECT - [=]

Referral Service:*

Referral Recipient - Select the agency referral recipient as the Refer to Provider,

Refer to Provider: * J§

Referral Source - Select the agency referral source as the Refer from Provider.

Refer from Provider;* ClientTrack Training \J%
Refer from User: Data Systems -J§
Location: | Training [~]
Status:* |Referral Made E]
Comments: -

Client Barrier:

— SELECT —- [~

Il Pause B ¢ Cancel
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11. On Step 2, if your organization has authorized a voucher for this service, click Voucher is
Authorized.

12. If the client has authorized that his/her information can be released to the selected
provider, check Email Authorized. This will cause a window to open upon form
completion that allows you to craft an email to send to this provider with information
regarding the referral.

13. Click Next.

g Clothing b [B* Referral

O O )

Referral Voucher and Information Release Referral Outcome

Voucher Information - Please complete the following information if your crganization has authorized a voucher for this
service,

Voucher is Authorized:

Information Release - If the Client has authorized that his/her information can be released to the selected provider, please
indicate this below. Doing so will cause an email to be automatically generated and sent to this provider with information
regarding the referral.

Email Authorized: [

Authorize Information Release: [

Information Release Start Date: ]
Information Release End Date: 9

PPNl 3¢ Cancel

14. On Step 3, enter the Date Acknowledged by the referral recipient and any other desired
information.

15. Click Finish.
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?’ Clothing b [B* Referral

@ @ O

Referral Voucher and lnfo;'mation Release Referral Outcome

Outcome Information - Enter the Date Acknowledged by the referral recipient, Appointment Date and Time, Result Date and
Result,
Date Acknowledged:

Appointment Date: AM

E EE

Result Date:
Resultt |-SELECT- [#]

Comments: -

Restriction:* (©) Restrict to Organization @
=) Restrict to User
@ Unrestricted

¢4 Previous J§ & Finish | 3¢ Cancel

Client Referral Actions

Once client referrals are recorded they will be displayed on the Client Referrals page. Clicking
on the Action Menu will display a number of options. Referrals can be edited, deleted, and the
referral voucher can be viewed and printed by clicking Referral Voucher. The Services option
allows the user to view or add services that reference the referral.
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6 9.\ Client Referrals
Below is a list of all existing referrals for the selected client. To add a new referral for the client, click the Add New button. To
view or edit a record displaying in the list, click Edit next to the desired record. Click Services next to a referral record in order
to view or add services that reference the referral. To get directions from the client's address to the provider, click the Get
Directions option. To print a referral voucher, click Referral Voucher next to the desired record.

ih Add New  pZ Quick Referrals = @ Refer by AIRS | @ Referral In

2 records found.
Date ¥ From Provider & To Provider »

0 12/17/2012 ClientTrack Training Department of Human Services

Service & Status & Result &

Clothing  Referral Made

12/17/2012  ClientTrack Training CIS National Office Clothing  Referral Made

‘::'I) Edit Referral

|4« Referral Outcome

@ Services

(). Get Directi
"{b et Directions

Referral Voucher

L.~,= Delete Referral

Clicking Get Directions will display MapQuest to obtain directions to the provider.

To record Quick Referrals:

1. Onthe Client Referrals page, click Quick Referrals.

€. 9.\ Client Referrals
Below is a list of all existing referrals for the selected client. To add a new referral for the client, click the Add New button. To
view or edit a record displaying in the list, click Edit next to the desired record. Click Services next to a referral record in order
to view or add services that reference the referral. To get directions from the client's address to the provider, click the Get
Directions option. To print a referral voucher, click Referral Voucher next to the desired record.

Refer by AIRS | @ Referral In

g Add Ne P2 Quick Referrals

1 record found.
Date ¥ From Provider & To Provider &~ Service ~

lientTrack Training Department of Human Services Clothing  Referral Made

Status » Result »

2. On the Quick Referrals page, select a Screen from the dropdown menu to display

corresponding Referral Services.

3. Click Refresh.

4. To display additional services, type a number in the Number of Additional Services box

and click Refresh.
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é Client Referrals p iQuick Referrals

Use this form to identify multiple referrals for a client, quickly. Change the Referral Screen to filter pre-defined
referrals available. To add additional referrals that are not listed, add new rows to the bottom of the form. Choose a service
that the client needs and the list of providers will show all providers that provide that service.

Referral Date:* s
Referring Provider Name:*  ClientTrack Training A4
Referring Location: | Training [~]
Referring User:  Data Systems A
Referral Screen:* Preferred'Providers[Z]

3 records found.

Telephone Street

S o~

— . ) State 1
[T] Referral Status* & Service* a Provider Name* I
o~

Clty o~

m

B Children and Families Firs,t'v«',‘>

2303
River
[7] |- SELECT - E Family Services B Family and Children's Placu% Road, Louisville KY ¢
Suite
200
2303
River
@ |- SELECT - E] Childcare E] Family and Children's Placepg Road, Louisville KY ¢
Suite
200

5. Select the desired Services by clicking the checkbox next to each service. To select all
services listed, click the box next to Referral Service.

6. When finished recording referrals, click Finished.
To record a referral into your organization:

1. On the Client Referrals page, click Referral In.

é 9..,\ Client Referrals

Below is a list of all existing referrals for the selected client. To add a new referral for the client, click the Add New button. To
view or edit a record displaying in the list, click Edit next to the desired record. Click Services next to a referral record in order
to view or add services that reference the referral. To get directions from the client's address to the provider, click the Get
Directions option. To print a referral voucher, click Referral Voucher next to the desired record.

p Add New | pZ Quick Referrals = @ Refer by AIRY | @ Referral In

1 record found.

Date ¥ From Provider & To Provider » Service & Status & Result ~

12/17/2012

lientTrack Training Department of Human Services Clothing  Referral Made

2. Since the client has been referred to your organization from another provider, Verify
that your organization’s name is in the Refer to Provider field on the Referral page.

V2.0



3. Type the provider’s name that referred the client to your organization in the Refer from
Provider field.

4. Complete the additional information concerning the referral.

5. Click Save.

é Client Referrals p !. Referral

If this client has been referred to your organization, enter the following information.

Referral Date:*  (PIRENEPTEP: [
Enroliment; - SELECT -- E| 7)

Providers - Select the agency referral recipient as the Refer to Provider and the agency referral source as the Refer from
Provider.

Refer to Provider:*  ClientTrack Training “A

Refer from Provider:* A

Outcome - Select the Status and enter a Result Date and Result for the referral.

Status:* | Referral Made[~]

Comments: =

Restriction:* (_) Restrict to Organization 7]
©) Restrict to User
@ Unrestricted

Il Pause | ¥ Cancel
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Case Notes

How are client case notes recorded in ClientTrack?

ClientTrack allows users to enter unlimited notes concerning clients’ goals, actions, and
progress.

To record client Case Notes in ClientTrack:

1. On Clients tab in the Case Management menu, select Case Notes, then click Add New.

» & Referrals
H Chient’s Tasks

» §0 Chient's Calendar
. Case Notes

»

\J
‘ Route Services

2. On the Case Note page, you will see a Template dropdown menu. The templates
displayed in the dropdown menu are controlled by your organization’s system
administrator. The selected template will change information displayed in the text
entry section.

3. Select a Template from the dropdown menu.

4. ClientTrack automatically inputs the current date and the name of the user into the
Entry Date and Case Manager fields. Verify that the information is correct.

5. Type the text in the text field. There are a variety of options in the text editor, including
fonts, spell checking, and printing in the toolbar.

6. If Read Only is checked, no one will be able to delete or edit the case note until the read
only checkbox has been unchecked.

7. Set a Restriction if desired.

8. Click Save.
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G Client Case Notes p !, Case Note

Complete case note Entry Date. Verify the User recording the note, Enter a brief title or description for the note in Regarding. it
Complete the case note in the text editor field. If Read Only is checked, no one will be able to delete or edit the case note unless the
read only checkbox has been unchecked.

Entry Date:*  [KIDEIPAEP [5]

User:  ClientTrack Training Ay
Regarding:*
Note Type: |- SELECT —
Template: | Option not in the list_E]
YR 9-e- O-0-@FB® = B I U EE==E fontName viSizev Av F-
|Case Note =

| Client Name: Robin Locksley

Once a case note has been entered, it is displayed on the Client Case Notes page where you can
edit, or delete it.

é 9\ Client Case Notes

The client's case note history displays below. To create a new case note, click Add New. To view or edit 2 case note, click Edit Case
Note next to the record. To preview and print case notes, check the Print box next to one or more case notes, and then click Print

Selected.
ER-GLEVENE  Print Selected

1 record found.
ot Date » Regarding & User a Organization a

¢ [E 11/09/2012 Client Intake ClientTrack Training ClientTrack Training
@ View Case Note

TL’?’ Edit Case Note

{Delete
\_I/
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Additional Client Information

Client information includes data like Address History, Document Check, Interested Others,
Family Members, Case Managers, Notifications, Alias History, Wait List, Bar List and Client
Photo. Most of this is usually recorded under the Edit Client menu option.

Note: The following section explains the most commonly used options in the Edit Client menu.
If no entity has been selected, the Entity Toolbar will appear to be empty and some menu
options may not be visible. Use the find functionality on each tab to select an entity.

Address History

The Address History section provides the current address and a list of previous addresses for the
selected client. When you add a new client to ClientTrack, you will record an address in the
basic information. If a client has additional addresses that may be useful to track, the addresses
can be recorded in Address History. Any changes made to the client’s address in the Edit Client
menu will automatically be entered into the Address History.

To record address history:
1. Locate the client using Find Client.

2. Onthe Client tab, in the Case Management menu, click Edit Client then click Address
History.

3. Click Add New.

.-

Tt Due
1+ 4 Locksiay, Robin Roey

" | The dent's address Pestory displays befow. Action Gear options includs: View < view an address, Bt - aait 30 acorsss Delete - dafete an sodress.
T YO Qrganizabion COTRCTs acoress on Ohent Intake you Can change o update 3 Chent's curreet maling addas Dy sdtng the Chient Infake thi
Wl Jnomatically UPUats aCiress NSIOny Tere To snter s addeess here Cick Add New. To print the chent s aochass history dick Address History

Report

dress Sistory Seport
§ recos fourd
Agdress Type = Adaress » Addrest? « Oty » S2ate - 2ip ~ Eegn Data » £nd Date -

HO  Cuen suiing 1234 Mam 51 Shernnod Forest MO 75 1062012

4. On the Client Address page, enter the Address Type and other required information.
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5. Click Save.

i Select o Addiress Type, Type the address and 2ip code. or look up the Dp tode. The oty and state wil fil in based on the 2p tode typed o
lecIac. Enter an optional talephone number for the addeiss, The begin ind énd dates identify the sngth of stay at This andress, Cick Save.

Ak Type™
Addesns *
Aadress2:
CayState2ip Code
Telsphone
Begr De -
EnG Dt =
Restration Restnct to Ceganczatcn @

Restnict b0 User
& Unrestncted

Address History Report

To create a report of the client’s address history, on the Address History page, click Address
History Report.

Per G O0OVPRE

The dient's sccress nestory daplays below. Action Gear cptions include: View - wew an address; Edit - et an adcress Delete - defeto an sadress.
¥ your omganizabion coliects adcress on Chent Intaks, you can change or update 3 clent's cument making addeess by edting the Chent Intake this
will autamatically update scdnass fstory hers, Ta entar an address here, ick Add New. To print the chent s aconess hstory dick Address History

Report.

l recond fourd.
Adcress Type « Ay - Sale o lipa  Begn Dste v £nd Date «
o Currert Mading 234 Mvan st MO 21808 1,06/2012

The report opens in a new window as illustrated below. If the report is longer than a single
page, the navigation tools at the top of the page help the user move around in the document. In
addition, the results may be displayed in a spread sheet or PDF file by clicking the appropriate
buttons.
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Addeeasz Mistory

)'I'
A ClientTrack

Name: Locksley, Robin Social Secary Number:
Current Address: 1234 Man 5t
Sherwood Forest, MD 21406

Address Type = Addreas City Ste  Zipcode Home Phona  Begin : EncDate Date
Deie Crastad

Curent Mailng 1234 Main St Shorwood Forest MD 21405 555-585-5555 1162012 a2
Data Systems

ClientTrack™ Reports Paga 1of1
NH012401 70

Once a client address has been entered, it will appear on the Address History page.

Clicking on the Action Menu next to the assessment displays user options to View, Edit, or
Delete the record.

PerR OovVaa

B4 ohe dients adtrass htory daplays below, Action Gear options inchode: View « vew an address; Bt < adit an sckiress’ Deletas - defete an s0dress
¥ your teganization coliects addreds on Ciert Intake. you tan change or update & chent’s current maling address by edtng the Client Intake; thes
vell putometically update scidress hatory here. To anter n addeess here, dick Add New To print the clert's address history. dick Address Mistory

RIS o s sty sopor

1 recom fourd
6 et s Adaress Type = Adares o AJOress? = Oty = SGte «  Jip s  Bogn Date w 2nd Date -
" Cuerivrt Myfing 1234 Mo 5t Qwwood Forest MO ne5 1062012

G leveer; timae

PO otrm) Croun

Interested Others

An interested other is an individual who has an interest or important association with the client
and has not been recorded as a family member. Interested others include emergency contacts,
physicians, counselors, or friends, etc.

Note: An interested other could also be an existing client.

To create an interested other:

1. On the Clients tab in the Case Management section, click Edit Client and then click
Interested Others.
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Find Client

2. Onthe Interested Others page, click Add New.

Il Others whe might hve an imferest in the dhert's Stuation cisplay bélow, To vies of st & reooed dheplaying = the It dick Bdit an the recoed you
want to changa. To add 3 new imerestad other %o tha chient, cick the Add New. To acd or ede mulfise Interestoad Others, chek Quick
Others

P reconds fsuna

3. On the second Interested Others page, select the Type/Description of the Interested
Other from the dropdown menu.

E

Complete any additional information on the page.

b

Click Save.
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Notifications

Notifications allow users to enter alerts regarding a specific client. These alerts can be
configured to immediately appear once you select a particular client.

To create a Notification:

1. On the Clients tab in the Case Management menu, click Edit Client and then click
Notifications.

 https:/app.clienttrz

. A ESSENTIALS
)l ClientTrack
(P Search Menu

| Case Management
« Clent Dashboard
¥ I Edit Client Information
< Client Info Release

< Information Release
Exceptions

9" Address History

H Document Check

'B Client Photo

B Fites

ﬂ Identity Station

F¥ Interested Others

#F Cace Managers

& Mentors

| e
Notifications

P s L

> Barlist

2. On the Notifications screen click Add New.
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i The curent natifications recorded for $he Individual deplary below  To add a new notsficatinn dick the Add New butizn. To ockt 2 noifcation. dick
| P Eiticon 10 the W of e desired nofficason

= Cawrt Qustcatt

* ' s Ouod betammmms
-

2. lebetitee: bamare
Oy show cument fectdcrons
St

LB oo oo
Messape » £ng Date =

NO Results Founy

3. Onthe Client Notifications page, enter the notification information.

4. The Urgency Option selection determines the Notification icon that will appear when
the client is accessed.

5. To create a popup alert for a task or for a schedule, check the Alert(s) checkbox and
enter the date(s) and time(s) to show the alert.

6. Click Save.

Preoad

< D D gem—

o ¥ i Jheet bamasm

»
© e leaas
.

fapie A Haticanen Type vicknce
. NG Contact
& irformebon
Pecaty+ [~ SELECT -[3]
Sege Date 11072012 75) -
End Date b | -~

gatus | Admawedged[z]

Alart Setup - Use the felds beiow 30 determine when (o shce the notificstion. ¥ you dheck Show Semnder; the slert wil opan 3 popup Wincow the
specionct length of time before S schedizke Dagns.

Adartis)
Westrictun Restnet to Organaation @
Rastngt to Lser
& Uniressncted
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After you have entered in a notification, depending on the urgency, a red, yellow or green
exclamation mark will show up next to the client’s name. If there is more than one notification,
the color representing the most urgent notification will be displayed.

ESSENTIALS Welcome Data Systems

ClientTrack’

X

®. Notifications /

Case Management <«i| The curent notifications recor

< Chiont Duchbiard - the Edit icon to the left of the

4 [ Edit Client Information

Clicking on the exclamation mark will display a brief summary of the alerts.

https://app.clienttrack. ~ ClientTrack Con ~C
)./ ] ESSENTIALS R
i ClientTrack crients [0 J 3
(D Search Menu ) ‘\ A!a iy w m%ss: .
ibiond J Notifications Upcoming
o ¥ Thisis atest. Thisis onlyatest. |No appointments
ageme : To adc
m ) Add New [75]Open Calendar

The Notification popup page opens to display the notification information. You can modify the
data, Snooze the alert, Dismiss the alert, or change the time in minutes that the popup window
will be displayed.
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I Reminder

¥ This is a test. This is only a test.
Wednesday, November 7, 2012 7:30 AM

Subject Due in
¥ This is a test. This is only a test. 25 minutes ago

o) [oes )

Click Snooze to be reminded again in:

‘5 minutes - Snooze

Wait List

The Client Wait list is a record of the referrals or facilities for which the client has been put on a
waiting list. After clients are added to a waiting list, the provider assigned to the referral is able
to access the list from the Wait List in the Provider Management area.

To access the Client Wait list:

On the Clients tab in the Case Management area, click Edit Client then click Wait List.
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To add a referral or facility to a client Wait List:

V2.0

1. On the Client Wait List page, click Add New.

>
et titte e beteare

2. Select a Service from the dropdown menu.

| ot 3

5 0¥o0
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3. Enter any additional information.

4. Click Save.

8 Choose 2 Service and Frovider. When you dick the Provider Name lookup and then cick Search, ChentTrack wit show you only thase propders
WG provee That senice

Servicec” |~ SELECT -

Prowider Name

Begiy Dwie = 1VO72012 79

End Dt =
Unit Valie
Comments

Ratrction Restrict to Oeganizaton @
Fastnct to User
& Unrestncted

To record when a client has been turned away from a referral or facility on the Wait
List:

1. On the Client Wait List page, click the Action Menu next to the appropriate item on
the client’s wait list.

2. Click Turn Away.

é @, Client Wait List ErrE HOVRO

Below are the referrals or facilities for which the client has been put on a waiting list. When you record a wait here, the provider to whom you want
to make the referral will be able to access the list from the Wait List in the Provider Management area.

‘ Add New
1 record found.

Comments & Begin Date Housing/Provider « Service o Status & Place Client »

e Requested by Maid Marian 11/07/2012 Department of Human Services Shower New Place Client
<‘ s Turn Away >

5 Delete
-
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3. Onthe Waiting List Turn-Away page, enter the reason for the turn-away, any
Comments, and an End Date.

4. Click Save.

i Wasting Lest Tum-Aeay

Tum Asvvy Seasces *
Comments

End Owe ~

Bar List

The bar list is a record of all the services and the facilities from which this client has been
barred. Clients may be barred for many different reasons. Once they have been barred from a
service or facility, they will not be able to check in to the facility or receive the service.

To access the client Bar List:

On the Clients tab in the Case Management area, click Edit Client then click Bar List.
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» Client Info Release

Information Release

SESpHOnS Complete tl
Address History SSN Qualit
Document Check month andf
Client Photo Select the a
Files required. Cl

Identity Station
Interested Others
Case Managers

Mentors

mPFREBERBETY

Find Client

Notifications

Waitino List

b R

Bar List

" Alias History

To add a client to the bar list:

1. On the Client Bar List page, click Add New.

{ G Marmgestwst i Thes o & st of ol the services snd the facities hom which tha chert has Deer barad. CTick Add New to set up & renw ber for thin chient or dick

Edit %0 view or ed® 3 speofic second.

P recocot foune
Barred From
No Resudds Foond
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2. Enter a Begin Date.

3. If you wish to create a date range to bar the client, enter an End Date.

4. You have the option of barring a client from a single Service, Facility, or Program, or

from all of these entities by checking the appropriate Bar From All checkbox.

5. Select the Organization(s) to enforce the bar.

6. Click Save.

i 7o bar 3 cdhent from an actrety, please

the fcl

g o You can limt the bar's durstion by entenng a date range dunng which

dhel:da-ﬂbuﬂ«bv-mmmmquwammrnwumhw bar the chent

The selactad ofGarizaton(s) wil enforce the bas

Erd Cote

Serviie

Bar from All Soraces

Facdity

Bar Som Al Faches

Hogren

Ear from AN Yograms

Erforcing Srgansations

#age Date ~

You ¢an bar the thent from recering sennces. staymng at faclities secior beng envofled i 3 program. If you want 10 ondy resteict the dient from &
particulsr servoataciity program, please select the option(x) in the Rstfs} irstead of checking the chackboafes)

- SELECT -
- SELECT -[=]
- SELECT -[=]
Cathalc Crarvey Iaccioraton Regare o

ChemTinch I

Comeusinags ln SKheot
QMrets
SEL A M b Frnieta

ASTaun O Framses QIO Ny o
Case Managemert Farure 10 Compy W
Curzing Orvy

Drag WesSesimg/Possession

Do Orty

Oir s ThEneAM s T at inn Tac

After a client has been barred from a Service, Facility, or Program the Barred From items will be
displayed on the client’s Bar List Setup page. Items listed in the bar list may be edited or deleted

by clicking on the Edit or Delete icon.
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Aliases

An alias is any name a client may use to identify himself/herself. An alias is automatically
created behind the scenes when the user edits the client’s name, but additional aliases can also
be added manually.

To add a client Alias:

1. On the Clients tab in the Case Management section, click Edit Client and then click
Aliases.
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2. Onthe Alias History page, click Add New.

o F 140w vivimeiee

»

»
- Mfmmaner fewais
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R receras founa
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3. Onthe Client Alias page, fill in the new client alias information.

4. If you wish to restrict access to the new client alias, select the appropriate Restriction

radio button.

5. Click Save.

- — —
| 2 https/iappcienttraci et Tinie = el - ClarkTrack Corfiguied Demonatraban - CienfTeack - Wadows lrwrme Expicest

A T ot
Cate Myragerrent
w Chmm Dast tesyt

# B 5l Dwe Stuimazan
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.
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FPrr20aq
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Al Type:
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To edit an existing alias:

1. On the Alias History page, next to the name you would like to edit, click the Edit icon.

& hitps/appclunttrack set Tinkoe = dali - ClarkTrack Caefigured Demonatration - ClientTeick - Waesdows Intemet Espicont

- O Qucttemdt

o I Ot iwtvmins
-

»
- Afuimanar lewais
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R recerds founa
Deate »
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LL/05/ 012 34500

2. On the Client Alias page, make the necessary changes.

3. Click Save.
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Workflows

Overview

The workflow process is a systematic method of capturing information that steps the user
through a series of required entries. Workflows are created by the system administrator to
make data entry an easy and organized procedure.

To begin a workflow:
Click on the workflow icon @ to begin the process. When a Workflow begins, the Workflow

name along with a group of status icons and navigation buttons appear in the upper left
navigation panel.

).( ’ ESSENTWLS '
lientTrack” ome TR

Uffiversal Intake UX 1 ¥ Locksley, Ro

I:‘] Add a nev

ﬁ?Use the ct

Q‘Select anc

Workflow Navigation Buttons:
X -Delete Workflow
= -Stop Workflow

i -Pause Workflow

Workflow Status Icons:
v Workflow Step Completed.

':} -Current Workflow Step
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& -Workflow Step Locked
@ Optional Step

@ Required Step

After the Workflow begins, the forms and questions appear in the main form area.

@ Add or Edit

[ ] Add a new client
WUse the current client

Q‘Select another client

As the user proceeds through the Workflow, the status icons will change to indicate progress.

TR T

o= v
feyz 3 Bl

To pause a Workflow and return at a later time, click the Pause button. W 7o cancel the

Workflow and discard any unsaved data, click the delete button. X
Note: Data is saved as each form step is completed.

Paused workflows may be resumed at any time.
To access your paused operations

On the Home tab in the My ClientTrack section, click Paused Operations.
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1w L, Data systems (TS ST T
Paused Operations

rFavseo )]
W nsenn Saan

= The list below displays the forms you've paused You can sither resume the process where you left off, or purge the paused

X operation from the system.
+ F e T

* I Caervie

& Ccelead ¥ Cancel

& = Wy User Coniiguranion

Identification Farm Description Step Time Paused
. Quick Senvces - Mittipie Clerty

( f
My Workf s IS8T WOTk)

© Passea Coenatic Bl The list below gisplays the workflows you've paused, You can resume the progess whare you left off. restarnt the workfiow,
O Tine 1aarg Summary merging in changes made in the designer; or purge the paused warkfiow from the system.
| Show Complated WoANows
Desoipben Workflow Closed
= 13 b 4 Locksley, Robin HMIS Uriveesal Data

To Access a Client’s Paused Workflows

In the Clients Tab under the Edit Client Information menu option, click Paused Workflows. From
here you can use the action menu to resume a workflow where it was paused, restart a
workflow from the beginning, or delete a workflow.

93 tackotey. Roie S OIE N -

& & Client Paused Workflows [ oL < i
Casn Management il Displayed below are the workflows that have been started for this chent, To resume 3 workflow. choose the Resume option
> Gt « | The Restart opton will open the workfiow as if you yust started it, but will bring up the data you already entered.
o I’ Eumt Clent inisemation
»
Workflow - SELECT B
o
v Information feeese Show Firshed:
Excestan:
9 Aacrem Hstary 4 Search
[ trrrmastion Seseace fieport R RSN
F! Gocument (ece E Workflow a Deseription Started w Accessed a
S Cliern sheno a
Uneversal Data Lacksiey, Robin 21/04/2013 01/0472013 10:31AM

Note: Any user can manage a client’s workflow from the Clients tab, regardless of whether they
started the workflow or another user did.
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Housing Management

Shelter and Transitional Housing processes are located on the Housing tab of ClientTrack. The
Housing Management menus enable users to check availability, view current residents, and
check clients into housing facilities. Housing reports are available in the Housing Reports menu
option.

There are various methods to access housing information in ClientTrack. When an individual
facility has been selected, it is displayed in the entity area, the same as a client.

SAFE Haven

Permanent Supportive

To locate a housing facility in ClientTrack:

1. On the Housing tab, in the top left navigation panel, click Find Facility.

d .
'p Segrch Menu )

Ly View Facilities.
. Add New Facility

Housing
W Fadility Dashboard

2. The Find Facility function operates the same as Find Client. Type any known data and
click Search.

3. The View Facilities function will display a list of all facilities.
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& ©. Find Facility

Search for a housing facility by Facility Name, Housing Type or Zip Code.

Facility:
Housing Type: |~ SELECT --

Zip Code:

1 record found.
Facility =
SAFE Haven

Housing Type «

iPermanent Supportive

[=]
42 Search

Phone &
888-555-2222

Zip Code &
55555

4. The selected facility information will be displayed on the Facility Dashboard Info page,
and the facility will be listed as the current entity. The menu items in the left navigation

panel refer to the facility listed as the entity.

ol Tipe bfmu-w fusitive
+ SAFE Haven ~ovo LW d
2 Phore BIBS3L-

Hoasng Faciety

— — Housing Type
P Aad Mew facity Address
W vw fm i Yin ©
Zip Code
¥ Curent Resiserns "
Ly
Sate
k] New ReservatonVCheck v i
NOne:

V& Famby Chwck i

w Balch Orec In

Pl wtieg Lut
Print Regarding  Entry Date
T Faciony far st

b @ scnnrts Recenoatee

L] Mg Lottery

Chent Phone

Facifly InGgerty

Incident Date

SAFE Haven
Permanent Supportive
1234 Man S

53458

Young Amenca
MN
B88-555-2222

frgury Damage Datetditec EaMedBy Read Only

tatus Oate On List

ClientTrack uses the following icons to represent different types of housing facilities:

\./i - Shelter

- Transitional

- Program Unit
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- Permanent

Checking Bed Availability

When you are assessing client needs, you may want to do quick search to check for bed
availability on a specific date.

To check bed availability:

1. On the Housing tab in the Housing Options menu, click View Facilities.

PP cauich Mena ,
4 Find Facility

% View Facilities

. Add New Facility

2. The View Facilities page displays all the housing facilities available to members of your
organization along with the occupancy of the facility for a specific Date. Each facility is

listed with the number of available units as well as a brief description under the facility
name.

3. To view availability for a different date, select a new Date and click Update.

g Housing Facilities

Displayed below are the housing facilities available to members of your organization along with the occupancy of the facility.
Depending on your configuration for the facility, you can check a client into the facility, make a reservation for a room in the
facility, view the facility’s waiting list, or select the facility to view the available rooms.

Date: 12/17/2012 [&

~‘/ ¢ SAFE Haven 0 of 0 Room(s) Available
B8 rermanent sup portive Facility 0 on Waiting List Reservation CheckIn

4. Holding the mouse cursor over a facility will also display availability in an information
balloon above the facility’s icon.
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A Total Decypants(s) %3 acility, you can check a client into the facility, make a reservation for a room in the

{ '|‘-/=', ii Total Room Capacity: 0 /0 lefect the facility to view the available rooms.
Total Bed Capacity: 0/0/
—— Update
<"\, SAFE Haven 0 of 0 Room(s) Available
28 permanent Sup portive Facility 0 on Waiting List Reservation CheckIn

5. Clicking on the facility name will make that facility the current entity and display
additional details, including a breakdown of individual units with information such as
the type of rooms in the facility and the ages and gender of clients that may occupy
them.

Note: In order to check a client into a room, the client must meet any restrictions in the room
designators, such as Male, Female, Adult, or Youth. When a room has a Family designation, a
child of any gender can check into that room, regardless of any other gender restrictions.

Reservations in Housing Management
To make a bed reservation:
1. On the Housing tab in the Case Management menu, do either of the following:
a. Click View Facilities
b. Click New Reservation/Check In
2. Clicking on View Facilities will display the Housing Facilities page. Click Reservation.
é Housing Facilities
Displayed below are the housing facilities available to members of your organization along with the occupancy of the facility.

Depending on your configuration for the facility, you can check a client into the facility, make a reservation for a room in the
facility, view the facility's waiting list, or select the facility to view the available rooms.

Date: 12/17/2012 [ Update

<"\ SAFE Haven 0
g e Permanent Supportive Facility 0 on Waiting Lis

3. Clicking on New Reservation/Check In will display the rooms/apartments for the current
facility entity. Click Reservation for the specific room/apartment where you want to
reserve a bed for the client.

s) Available
Reservation JCheck In
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é Rooms in SAFE Haven

Displayed below are the rooms/units within the selected facility along with the occupancy of each room. Depending on the
configuration of the facility, you can check a client into the room, make a reservation for a room, or select the room to view the
available beds/slots.

Date: 12/17/2012 [ Update |

0 occupant(s) without 3 room

Select a room from this list;

4= | Room1 MAvailable
\\). Emergency * Male * Youth Reservation )Check In
A

“,,.‘ Room 2 13 of 13 Bed(s) Available
< P¥ - Emergency * Battered * Female * Youth Reservation Check In

4. Onthe Housing Reservation page, verify the Facility in the dropdown menu, and then
select a Room and a Bed.

5. The Availability of the facility is automatically displayed. Enter a Reservation Begin Date
and End Date.

6. Use the Search icon to find the client you wish to assign a reservation. ClientTrack will
fill in the client’s personal information automatically.

Note: The Housing Management menu is not client-specific, but facility-specific. The active
client in the Case Management section will not be the default client in Housing Management.
The user must select the client in the Housing Management section in order to create a
reservation for that specific client.

Checking in Clients
To check in a client:
1. On the Housing tab in the Housing Options menu, do either of the following:
a. Click View Facilities
b. Click New Reservation/Check In

2. Clicking on View Facilities or Check Availability will display the Housing Facilities page.
Click Check In.
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é Housing Facilities

Displayed below are the housing facilities available to members of your organization along with the occupancy of the facility.
Depending on your configuration for the facility, you can check a client into the facility, make a reservation for a room in the
facility, view the facility's waiting list, or select the facility to view the available rooms.

[ Update

<"\, SAFE Haven 0 of 0 Room(s) Auaitatle
R8B permanent supportive Fac lity 0 on Waiting List Reservation ( Check In

3. Clicking on New Reservation/Check In will display the rooms/apartments for the current
facility entity. Click Check In for the specific room/apartment where you want to check

Date: 12/17/2012

in the client.

g Rooms in SAFE Haven 4‘

Displayed below are the rooms/units within the selected facility along with the occupancy of each room. Depending on the
configuration of the facility, you can check a client into the room, make a reservation for a room, or select the room to view the
available beds/slots.

Date: 12/17/2012 [5] Update

0 occupant(s) without a room

Select a room from this list;

e Room 1 9 of 9 Bed(s) Available
\’) Emergency * Male * Youth Reservation (Check In)
“,.»4 Room 2 13 of 13 Bed(s) Available
) . PP * Emergency * Battered * Female * Youth Reservation Check In

4. If the facility is a shelter, the Shelter Check In page will be displayed. Verify the Facility
in the dropdown menu.

5. If desired, select a specific Room and Bed. These items may be selected later.
6. Select a Check-in Date and, if desired, a Check-out Date.

7. If you wish to assign the client a Chore, such as mopping the floors or removing the
trash, select the chore in the dropdown menu.

8. To assign a Storage/Locker at the particular facility, use the Find icon to locate available
resources and assign one to the client.

9. If the client must have a Bottom Bunk, check the box on the page.

10. Click Save.
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é; Choose a Room P ., Program Unit Check In

Complete the following information for the check in.

Facility: *

Room:

Bed:

Check-in Date;*

Check-out Date:

Client:*

Social Security Number:
Birth Date:

Gender:

Enroliment:*

Client Must be on the Bottom Bunk:

Address - Enter information about the address where the client will be staying.

Address:

Zip Code:

City:

State:

Fair Market Rent Area:

Grant:

Housing Type:*

Bedrooms:*

[SAFE Haven|EJ|
Room #1 E|

~ SELECT
1211712012 [

-

~ SELECT -[+] @

[

1234 Main St
55555 e
Young America
MN

J%
— SELECT —[+]
Permanent Supportive EI

1 ]

m

-

Rent Setup " &I

[l Pause § ¢ Cancel

11. If the client has not been assigned a bed, the Rooms in the facility page will display and

the client’s name and icon will appear at the top of the page. Click the name of the

room where you would like to assign the client a bed.

é Rooms in SAFE Haven

Displayed below are the rooms/units within the selected facility along with the occupancy of each room. Depending on the
configuration of the facility, you can check z client into the room, make a reservation for a room, or select the room to view the
available beds/slots.

Date: 12/17/2012 [

0 occupant(s) without a room

9 of ¢ Bed(s) Available
Reservation CheckIn

13 of 13 Bed(s) Available
Reservation CheckIn
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The following icons appear in rooms:

Occupied Beds

- Available

- Female

- Male

12. The client’s icon will appear under Occupants without a bed assignment. Hold the
mouse cursor over the icon and client information will be displayed. Then hold down
the left mouse button and drag the icon to a bed.

SAFE Haven » Room 1 - Room Z ‘

Date: 12/18/2012 [ [} N / 1
(s Marian Fitzwalter
™ Robin Locksley

A

Family
Select a client to load
the family members.

Beds

Bed 1 #1
Bed 2 #2
Bed 3 #3
Bed 4 #4
Bed 5 #5
Bed 6 #6
Bed 7 #7
Bed 8 #8
Bed 9 #9
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13. The client’s icon will then move to the bed. Holding the cursor over the icon will display
client information.

Note: If a client’s record is restricted to the organization that created the record, the client’s
information will be blocked to other organizations authorized to view bed availability.

Client Entity Reservations and Check In

Client housing reservations can also be made in the Clients tab. Reservations made using this
method will automatically be tied to the current client entity.

To make a reservation for the current client entity:

1. On the Clients tab in the Housing menu, click Reservation/Check In. The reservation will
be referenced to the current client entity.

earch Menu 3
| Add New Client

Homeless

» HMIS Workflows

4 # rousing

2 Reservation/Check In Y

i Pacanation Hizt oy
™ CheckIn History

@ Length of Stay
f® HUD Enroliments

2. The Housing Facilities page will then be displayed with the active client’s name displayed
next to an icon. Click on Reservation in the facility where you would like to make a
reservation.

é Housing Facilities

Displayed below are the housing facilities available to members of your organization along with the occupancy of the facility.
Depending on your configuration for the facility, you can check a client into the facility, make a reservation for a room in the
facility, view the facility's waiting list, or select the facility to view the available rooms.

Date: 1211812012

!3J Marian Fitzwalter

SAFE Haven 21 of 22 Bed(s) Available
Raal) Permanent Supportive Facility 0 on Waiting List Check In
V2.0
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3. The Housing Reservation page will then be displayed with the current client’s
information already entered. Follow the procedures listed above to reserve a bed for
the client. The check in procedure is also the same.

é' Choose Facility » !, Transitional Housing Reservation

Complete the information below to reserve a bed or room within the housing facility.

>

Facility:* |SAFE Haven[+]
Room: |—SELECT -
Bed: |—SELECT-[#]
Availability: ~ Any Time
Reservation Begin Date:* 12/18/2012 [
Reservation End Date:* BE

Special Requests: 2

Required Client Information - The following information is required to be entered prior to check in of the facility, Please
review the information below to make sure that it is current/correct. If client has not been in the system before please
complete the information below or use the lockup to find the guest within the system.

Client:* Fitzwalter, Marian \&

Birth Date;  7/7/1978 12:00:00 AM

Gender: >

Race: American Indian or Alaska Native ~
Asian (W
Black or African American =
Native Hawaiian or Other Pacific Islander ‘J

%7 White
Dian't Knoua ¥

Ethnicity: |Non-Hispanic/Latino |~ P
Enrollment:* |- SELECT - [-]®

-

[ Pause @ % Cancel
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Using the ClientTrack Calendar

ClientTrack has two calendar perspectives: the Client Calendar and the User Calendar. The User
and Client calendars provide configuration options and schedules relative to the current user or
the selected client. Each calendar view can be switched to a day planner to view schedules on
an hourly basis for any day of the month.

User and Client Calendars

The process to schedule events and navigate in the User Calendar and the Client Calendar are
essentially the same. The following describes the Client Calendar.

To access the Client’s Calendar:

On the Clients tab, click Client’s Calendar.

Note: The User Calendar can be accessed on the Home tab by clicking Calendar in the My
ClientTrack menu group. All functionality described below is the same for either calendar.

@ga;areh Menu )
¥ Find Client

Case Management
= Client Dashboard
b It Edit Gient Information
P 1. Family
P & Assessments
» & Enrollments
¥ Goals
P & Services
P i Referais
Wi Ciient's Tasks
4 [ Cient's Calendar

o Today

Fﬁ Event Series Participation

Fd' Event Attendance

& Event Review and Registration
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The calendar view has three main areas, the [JIE ARGy the NETR e taL, and the

& Robin Locksley's Calendar

Calendar Navigation:

Navigation and task entry are identical in all three ClientTrack calendar displays. There are
numerous ways to navigate in the calendar. The names of the current month, the previous
month, and the next month, as well as numbers representing the previous year and next year
are initially displayed at the top of the main screen. To change the calendar to the next or
previous month, click on the name of the month. To change the calendar to the same month as
the one displayed but in either the next or previous year, click the year number. The same
navigation features are available in the miniature calendar, but the names and numbers have
been removed. Simply click on the navigation buttons « > to change the month or year displayed
in the miniature calendar.

V2.0 117


javascript:;

The Task Pad below the miniature calendar displays tasks that may be added to the calendar. To
control what types of tasks are displayed, right click in the gray area next to Task Pad. A small
window will open where you can check the type of tasks to be displayed.

BRI _

E; December, 2012

Sur Mon Tue Wed Thu Fri Sat

a

Completed

] Task

(V] 5 Event Series

"] 5 Available Event Occurrences

.\rranged by Category « [Newest ontop *

Click here to add 3 new task

Adding tasks to a Calendar:

1. Inthe right side of the calendar screen, click the text box in the Task Pad.

= e =)
| 2 December, 2012
Sun Mon Tue Wed Thu Fri Sat
3.4 5 6 T 8
g 10 11 12 13 14 15
16 17/ 18| 19 20 21 22
23 24 25 26 27 28 28

Arranged hv Catannny & | Newest on top =

e to add a new task

2. The text will disappear. Type a description of the new task and hit Enter on the
computer keyboard. The new task will move to the top of the list of tasks.
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=BT 2
| 7 December, 2012
L3 ¢ Today > »
| Sun Mon Tue Wed Thu Fri Sat
2z 3 - 5 & 7 8
9 10 11 12 13 14 15
6 17 18 19| 2 21 22
23 24 25 26 27 28 25
30 31
{ Select date

Arranged by Category * Newest ontop =

1d a new task

= Task

Give to the poor (&
Rob the wealthy A
Organize citizens of Sherwood Forest O&
Defy the Sheniff of Nottingham &

3. Place the cursor over the task and hold down the left mouse button. Drag the task to
the date on the calendar to schedule the event. Release the left mouse button and a

new window will open that will allow you to schedule the event.

4. ClientTrack automatically fills in the Start Date. Type an End Date or click on the small
calendar icon to select a date. Fill in a start and end time, then click Save.

@ Edit Schedule

!, Schedule

A scheduled contains the date and time for a Calendar item — a Task, Event, Goal or Activity. Edit the Start Date, Start
Time, End Date, and End Time here, or by dragging, dropping and resizing the item on the Calendar or Day Planner.
Times should be entered with 'am’' or ‘pm’ after the time — example: 11:30am.

Description: *
Start Date:*  12/10/2012 [[E]10:00 a4

End Date:* 12/10/2012 [75]10:30 AM

5. The Task will then appear on the calendar on the scheduled date. Holding the cursor
over the date will open a small window with additional details displayed.
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« 2011 < November

10
ZjRob the
wealthy

17

6.

é Robin Locksley's Calendar

€_, Robin Locksley's Calendar

December, 2012
Tuesday

Wednesday

Thursday

: @ 2
] Give to the poor
4 Give to the poor - g
Start Time: 12/11/2012 10:00 AM
End Time: 12/11/2012 13:30 AM
Scheduled: Attendance not recorded 9
Enrolled: 1
S—
11 |/ 12 13 14 15
ZjGive to the
oOor
P 16
#Defy the
18 19 [zo 21 22

January > 2013 » ‘u; Eg‘ El _’g}’ »
E December, 2012
« < Today > »

Saturday

Sun ‘Mon Tue Wed Thu Fri Sat

3 4 5 6 7
10 11 12 13 14 1
7 18 19| 20 21

24 2% 26, 27, 2

WO WU oo e

[

@ W oo W

[T R

Select date

Arranged by Category “ Newest ontop =

here to add a new task

& Task

'ESIVe to Ee_ poor

Rob the wealthy

Organize citizens of Sherwood Forest
Defy the Shemff of Nottingham

If the date range for the event encompasses more than one day, the event will display

on all dates involved.

2011 <N b D ber, 2012 J > 2013 » | fEgl L TTRLTT
« ovember ecember, anuary E stl le E’H 2
Monday Tuesday Wednesday | Thursday Friday Saturday ? December, 2012
26 27 28 29 30 1
2 2 3 4 5 6 8
9 10 11 12 13 14 15
16 17 18 19| 20 21 22
3 s 6 7 2 -E 24 25 te i',' 28 29
zprgam%e ;‘_;Qrganlze zprgamze ijrganlze ijrganlze 3 31
citizens of citizens of | citizens of  citizens of ritiznor of Select date
Sherwood Sherwood Sherwood Sherwood ARSnOEd by Category =
Forest Forest Forest = s : <
Click here to add a new task
10 11 12 T3 12 15 = - :
|ZjRob the  [ZGive to the 3 Task
wealthy paaE 16 Defy the Sheriff of Nottingham
[ Defy the Give to the poor
| o re Rob the wealthy
17 18 = 6 i e [Organize citizens of Sherwood Forest |
23
24 25 26 27 28 29
30
31 1 2 3 4 5
6
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Note: Since the calendar control displays the range of begin and end dates of each
event/activity, be sure to include an estimated end date when and where you can. Events
where the end date is blank will display on the calendar indefinitely until the event is closed.

Recurrences

Each task can be scheduled on multiple days and at multiple times throughout the day. The
Recurrences tool allows you to set a pattern that will automatically schedule recurring tasks
rather than having to create individual schedules for each day.

To set up a recurring task:

1. Inthe Task Pad, right click next to the task that you wish to schedule on a recurring
basis.

2. Click Recurrence in the context menu.

=BT 5 d
| 2 December, 2012
w ¢ Today > »

Sur Mon Tue Wed Thu Fri 3Sat

2 3 4 5 6 7 8
9 10 11 12 13 14 15
6 17 18 19| 20 21 22

23 24 25 26 27 28 29
30 31
Select date

Arranged by Category “ |Newest ontop *

i ro Y - —— el
K here fo add a new task

= Task

Defy the Sherriff of Notfingham ()@
Givetothepoor e
I ‘ Edit Task -_l"_-d'
Organize citizens 14

3. Onthe Recurrence page, Type a Start and End time and complete the desired
Recurrence pattern and Range of Recurrence.

4. Click OK, then click Close.
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V2.0

B Recurrence

Select a recurrence
Recurrence: -- New -- E]

Time

Start* 12:00 AM End:* 12:30

AM
Recurrence pattern

@ Daily Every 1 day(s)
(7 Weekly

(7) Menthly

h ) Yearly

Range of Recurrence
Begin Date 12/19/2012 [T5] End Date:

[ OK ][ Close |

7. The event will then appear on the calendar according the recurrence schedule created

on the Recurrences page.

Duratien: 30 minutes
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é Robin Locksley's Calendar

« 2011 < November December, 2012 January > 2013 » | &gl | T | [T
e =) e 2
Monday Tuesday | Wednesday | Thursday Friday Saturday ? December, 2012
26 27 28 29 30 1 « ¢ Today 2 »
|Sun Mon Tue Wed Tnu Fri Sat
2 3 B & 5 & T8
9 10 11 12 13 14 15
16 17 18 19( 20 21 22
i . e X __ 8 - — % s 23 24 25 26 27 28 29
ZjOrganize | FjOrganize [JjOrganize |FOrganize || FOrganize | 33 31
citizens of citizens of citizens of citizens of ritizanc af
Sherwood Sherwood Sherwood Sherwood
Forest Forest Forest
10 11 12 13 14 15
ZjRob the [ JjGive to the 3 Task
weslthy poor 16 Defy the Shemiff of Nottingham al-
ZjDefy the  Give tothe poor O3
I se—e-ce~—tRobhe wealthy ]
17 18 19 0 21 22 ;Organize citizens of Sherwood Forest ::_‘tij
23
24 25 26 27 28 29
30
31 1 2 3 4 5
6

8. To modify or delete the current recurrence or to create a new recurrence, right click
the task in the Task Pad and click Recurrence.

9. To modify the existing recurrence, change the Recurrence Pattern and/or the Range of
Recurrence as desired, then click OK.

10. To create a new recurrence, select New in the dropdown menu at the top of the page
and enter the information concerning the recurrence.

11. To delete the recurrence, click Remove Recurrence.

Note: Removing a recurrence only deletes the pattern created for the task and will not remove
tasks that have been added to the calendar through the recurrence process. However,
modifying a recurrence pattern will delete any previously generated schedules and generate
new schedules matching the new pattern.

12. When finished, click OK then click Close.
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Today Calendar

In addition to the calendar display, user and client schedules can also be entered in the today
calendar, which displays events similar to Microsoft Outlook.

To schedule events on the Day Planner:

1. There are numerous ways to access the Day Planner in ClientTrack. On the Clients tab in
the My Client Track menu and on the Clients tab in the Case Management menu, click to
expand the Calendar option and then click Today. Also, whenever the monthly calendar
is displayed, double clicking on the date in either the Main Screen or Miniature calendar
will display the Day Planner. Once the Day Planner is displayed, click a date in the
Miniature Calendar to change the date in the Day Planner.

(p Search Menu )
% Find Client

Case Management
< (ient Dashboard
b It Edit Client Information
b 3 Family
P = Assessments
» W Enrollments
¥ Goals
» & Services
P & Refermrals
W Giient's Tasks
- f'r Cient's Calendar :/\
o' Today

R Event Series Participation

f'A' Event Attendance

© Event Review and Registration

2. Items are scheduled in the Day Planner in the same manner as in the calendar, by
dragging and dropping from the Task Pad. Drag the item to the hour you want to
schedule the event. Once items are scheduled, they can be moved to a different time
by dragging and dropping.
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é Robin Locksley's Calendar

« g™ Monday, December 10, 2012 1% g j?‘) 1 E ‘ _?i}]‘ »
E December, 2012
« < Today > »

| Sun ‘Mon Tue Wed Thu Fri Sat

2 3 4 5 7 8
800 9 10| 11 12 13 14 15
16 17 18 19 20 21 22
900 23 24 25 26 27 28 28
30: 31
1000 | Roo the weaithy Select date
Arranged by Category “ Newest ontop =
Click here to add a new tash
1100 ES R
& Task
12 i | Give to the poor (>
Rob the wealthy O
100 1 Organize citizens of Sherwood Forest 0 z

3. To move the event to a different date, right click the event and then click Edit Schedule.

E

Change the scheduled Start Date and End Date and times as desired.

4

Click Save. The event will now appear in the Day Planner on the new day and time.

B Edit Schedule

!, Schedule

A scheduled contains the date and time for a Calendar item — a Task, Event, Goal or Activity. Edit the Start Date, Start
Time, End Date, and End Time here, or by dragging, dropping and resizing the item on the Calendar or Day Planner.
Times should be entered with 'am’' or ‘pm’ after the time — example: 11:30am.

Description: *
Start Dater*  12/10/2012 TE[10:00 Ay
End Date:*  12/10/2012 TE10:30 4y

Scheduling a Task Directly From the Calendar

To schedule a task directly from the main calendar screen, double click on the date that you
want to schedule the task. The Day Planner will then be displayed. Double click on the time
that you would like to schedule the event. The Task page will then be displayed, where you can
enter the information concerning the task.
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@ Edit Task

!, Appointment Scheduling

Appointments are items that are scheduled on the Calendar. To create an Appeintment, first enter 2 description for the
Appointment. Identify the Participants - the Clients, Users, or other people invelved in the Appointment. You will see
the free/busy information for each participant you select for easy scheduling. A single appointment may be scheduled
mere than once below. Once saved, the Appointment will appear on the Calendar for each Participant.

Appointment: *
Status:* Acknowledged[Z]

Schedule: o - i
44 12/1212012[5|pp |Wednesday, December 12, 2012 Thursd
58:00 AM 9:00 AM 10:00 AM 11:00 AM 12:00 PM 1:00 PM 2:00PM 3:00PM 4:00PM 8:00 Ai

[

()]

lLocksley, Robin 4 X |
Add New 4 | ‘

< | n »

Scheduled Time: 12:’12/20712-_5[ 10:00 pp4 - 12/12/2012[8] 10:30 4y 30 minutes X

[} Add Schedule

Il Pause § ¢ Cancel ]

Linking ClientTrack to Microsoft Outlook

Items scheduled in the ClientTrack User calendar can be synchronized with a user’s Microsoft
Outlook 2003 - 2010 calendar if desired.

Outlook 2007 - 2010 offers bi-directional synchronization, while Outlook 2003 allows calendar
items from ClientTrack to appear in Outlook, but not the other way around.

ClientTrack offers a plug-in program that may be downloaded to your computer to link the two
programs together. You may request the application from your system administrator.

After the program is installed on a user’s computer, a small window will open after starting
Outlook to enter the user’s login information.

1. To create the Service URL, click Build then enter the full web address for your database
(including https://) and click OK.

2. The Username and Password are the same as those used to login to ClientTrack.

3. Define the sync interval (how often Outlook synchronizes with ClientTrack) and whether
you want calendar items in Outlook to be synced to ClientTrack (Outlook 2007 - 2010
only).

V2.0

126



4. Click OK to save your settings.

f —
' )f ClientTrack Settings

){3 Authentication

WA Sl Wt ps: //www. clienttrack.net/operations/outlook

User Name  cbluemel @

Password esscee () Test

Ve %
)‘3 Sync Settings

Calendar  Calendar...

Sync every 0 @] hour(s) %10 @l minute(s)
When I add an appointment in Qutloock,

@ Add it to ClientTrack

(") Den't add it to ClientTrack

A new window will open that verifies that ClientTrack and Outlook are linked. Items entered in

your ClientTrack calendar will now be displayed in your Outlook calendar.
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ClientTrack Security

How is client information shared and restricted in
ClientTrack?

The client record contains two basic components, client intake and client transactions.
Organizations own the data they enter and have rights to share or restrict the information with
other organizations. Sharing and restriction of records is managed through Data Sharing Tools
and Restriction Options.

Note: Client intake information is the data that is collected on the client intake form (Add New
Client or Edit Client Information). All other information is considered a client transaction. This
includes assessments, services, case notes, etc.

Data Sharing Tools

Data sharing tools discretely share the transactions recorded by an organization and can also be
used to selectively share client intake records. Data sharing tools include Information Release
Exceptions and Information Release Agreements.

Note: Data sharing may be handled at an administrative level for your organization, so you may
not see all data sharing tools.

Information Release Exceptions

e Information Release Exceptions are one-way sharing relationships between two
organizations; a granting organization shares to an accessing organization.

e AnInformation Release Exception is created on the client level and applies only to that
client.

e An Information Release Exception contains begin and end dates.
e Aclient can have multiple Information Release Exceptions.

e Information Release Exceptions augment an Information Release Agreement if the client
has been assigned to an Information Release Agreement.

e The Information Release Exception tool represents an Information Release form, which
lists the accessing agency, is signed by the client, and kept on file by the agency.

Note: An organization can only share out to other organizations thru Information Release
Exceptions.
V2.0
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To share client information to other organizations thru Information Release

Exceptions:

1. Onthe Client tab, in the Case Management menu, click Edit Client then click Release

Exceptions.

. S SE
)/ ESSENTIALS
A

ClientTrack

(P Search Menu P
|3 Add New Ciient

Case Management
w Chent Dashboard
4 ' Edit Client Information
“

v YLy nesease

P = K-
y Information Release v
Exceptions

°r" Address History
H Document Check

@ Client Photo

f’ Files

2. Onthe Client Information Release Exceptions page, select the organizations which will
have a one-way sharing arrangement from your organization by clicking the checkbox

next to each organization’s name.

3. To select all organizations in the list, click the checkbox next to Organization at the top

of the column.

4. Verify or edit the Begin Date, and if desired, enter an End Date.

5. Click Save.
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P
P Tocomen Ower
B Ot o
D

B Lsec; limce

IR irtusemmdt Dréen

Bl Information Release Exceptions are one-way data shanng
Jexteptions spply 10 nformation collectad by your organization for the umently seiedtng chent onfy. The active Infommetion Relaads Exceptions for

the currert disnt display below. To create an Iformation Release Exception select the dhare-to Crganaabion(s] and verdy o ecit the Bagin

Date You can assign an End Date to the armangement or leave it open-ended. Then cck Save

pL2 recens fourd

Organgation «
Arc of East Contral Jova

Cathobc Charties Jacksonvrle Rogional

ChentTrack

DMHHS

ESCH of Northaant Food

lacksormlie Hownng Authorty

Swtsh Family and Community Sanices
PEACE Inc

Farerting Frograss and Services
Fre-Ngtsl

STEP .

Sutzbacher Center

PR*r2 g0ovVaa

from your crganization (ChentTrack) to another organizabion. These

Began Date” =

J A

J4 3 G E R

Information Release Agreements / MOUs

End Date »

R

(RRRRA

o S3ve & Coe

e AnInformation Release Agreement or Memorandum of Understanding (MOU) is a

multi-directional sharing relationship between multiple organizations.

e MOUs are created by System Administrators and are available to any granting
organization within the MOU.

e MOUs do not share all clients by default. A client must be assigned to an MOU in order

to be a part of that sharing scenario.

e Aclient can only be assigned to one MOU.

e The MOU tool represents a written agreement signed by the participating agencies and

an Information Release form listing either the collaboration or accessing agencies by

name, signed by the client, and kept on file by the agency.

Note: Only the organization that created that client intake can assign an MOU to that client.
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To share client information to other organizations thru an Information Release

Agreement:

1. Locate the client using Find Client.

2. Onthe Client tab, in the Case Management menu, click Edit Client then click Information
Release.

Welcome Data Systems

ESSENTIALS

) ClientTrack

)

Case Management

« Chent Dashboard IOOkup' Enter the Beg

ign the client-leve
Restrict to Orga
Share Intake to
access the client
o Address History Share Intake Gl

H Document Check

3. Onthe Information Release and Security page, click on the Find icon to display

Information Release numbers for your organization.

1 T MarageTTeTs
w Cars Dpstmscant

o ' fatt Ot drtrmms

[ [

i To share the clent’s recond with other organizations thru an exising Rod )
. lookup Ermed the Bagn Date wnd opfional End Date foe sharing this chents recerd Sobahgombmfummn

anyi J e hides the entre disnt record bom ol other organizations.
mt-hnmmmmmumwm:ommmmmmmmfmmm
S00RSE T it recond
Share Intaks GlohaBy sdows sll organizaticns o scosss B cient intskn sod credls ansaction

Intormation Relaise = ‘-
Segin Ome 03132012 73

End Ot |
Secursy Restnchion: * Fastrict to Oeganization
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4. Onthe Find Information Release page, select an Information Release # from the list of
agreements that include your organization. Clicking the Find icon will display a list of
participating organizations within the agreement.

« | ookup Enter tha Bagin Data and optional End Data fer sharing this cliant's recerd. Sslect Paga Halp (7) for maee indonnation

Awp L) dluu-lwd Sau.m. Rastriction

. wdl ide any Informason reasses wnd Hidas the onsioe ciant record bos al ohar trganizations

. Shaolnhln w m Retoass adows only e organizations gramed acoeds 10 tha chent rmcoed thiu Inlomeaton RelessaExcaptions in
acoees Be chant rocord

+  Share Intake Globally aflows sl erganizations to access the ciant intaka and create transactions.

Imiormabon Release &

d Informaton Relesse

Select an [Information Relesse Agreement from the oy that incdfude your crgarization. Use the Organizations lookup 10 vew the
=] pariopeting organcations withe the sgreement

Information fckeme &

Irfoneation Ralkeass Name

5. After selecting the Information Release # ClientTrack will automatically reopen the
Information Release and Security page with the selected number entered.

6. Type a Begin Date and an End Date for the information release.
7. If desired, enter an electronic signature in the Signature box.

8. Click Save.

Restriction Options

Restriction Options are security settings on each client intake and transaction record that
control whether that record is accessible to other organizations. Restriction Options work in
conjunction with Data Sharing Tools in the ClientTrack security model.

Client Restriction Options

The Security Restriction options on the Client Intake record are located on the Information
Release and Security page and also appear on the Client Intake page. The client restriction
governs the intake portion of the client record and controls access to the client record through
the Find Client search. Only the creating organization can define or modify this security setting,
and the creating organization must select only one of the following settings for each client.
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Restrict to Organization

This setting overrides Information Release. No other organizations can see the client’s name
and intake information using the Find Client search method. In addition, they will be unable to
open the client record. This setting is for clients who refuse to share their identity within the
system, for organizations that do not want their clients to appear in the system, and for
situations where the client’s information does not need to be shared with other organizations
for reporting purposes.

Note: Restrict to Organization on the client intake will hide the client’s record from other
organizations and can result in the creation of duplicate client records in the system.

Share Intake to MOU/Info Release

This setting hides the client name and intake from organizations that are not part of an MOU or
Information Release Exception for that client. The client name and intake information can be
viewed only by the accessing organizations listed in the active MOU or Information Release
Exception.

Note: If there are no accessing organizations (no active MOU or Information Release Exception),
then this setting functions similar to Restrict to Organization.

Share Intake Globally

This setting allows any organization in the system to see the client’s name in the Find Client
search method. Any organization can open the client’s intake information and create
transactions for that client. However, organizations will not be able to view information
recorded by other organizations without an MOU or Information Release Exception. This is the
system-wide default setting when a client intake is created.

Note: To use this setting for a client’s record, the organization may need to obtain client consent
to share information to other organizations in the system.

To manage the Client Security Restriction:
1. Locate the client using Find Client.

2. Onthe Client tab, in the Case Management menu, click Edit Client then click Information
Release.

3. Onthe Information Release and Security page, select a Security Restriction.

4. Click Save.
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Transaction Restriction Options

Transactions such as Assessments, Services and case notes, by default, are NOT shared. In order
to share transactions across organizations, data sharing must be enacted through an
Information Release Agreement or Information Release Exception. If data sharing is in place,
records can be excluded from sharing on a record-by-record basis through the transaction level
Restriction.

Note: Restriction Options on transaction edit forms may be hidden for your organization based
on how your system is configured. In this case, transactions will be saved with a default
restriction setting.

Restrict to Organization

Restrict to Organization will hide the record from other organizations that have access to the
Client through Information Release.

Restrict to User
Restrict to User will hide the transaction record from all other users.
Unrestricted

Unrestricted is the default setting and will share the record for viewing but not editing by other
organizations if the Client record is set to Share Intake to MOU/Info Release. If now MOU is
specified, this will behave the same as Restrict to Organization

To assign a Transaction Restriction Option:

1. Locate the client using Find Client.
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2. On the Client tab, in the Case Management menu, click a transaction summary form,
such as Goals.

3. Click Add New.
4. Enter the required data and optional information as desired.
5. Click a Restriction option.

6. Click Save.
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Contacting ClientTrack

Corporate Headquarters

Address: ClientTrack

545 East 4500 South
Suite E-260

Salt Lake City, UT 84107
USA
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Telephone:

(888) 449-6328

Fax: (866) 224-4506

Sales info@clienttrack.com

Support (855) 374-7877
helpdesk@clienttrack.com

Web Page: www.clienttrack.com

Office Hours:

Monday — Friday
8 am to 6 pm Mountain Standard Time
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