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How to View, Edit & Exit a Client



Clicking a client’s External ID in your Clients list will allow you to 
view or update the details for that particular client. You can also 

see a list of associated Enrollments and Additional Notes.

Viewing or Updating a 
Client



 If you want to see only your active referrals, check the box next to ‘Hide exited

     enrollments.’ If you want to see all your referrals, including ones that have been exited, 

     uncheck the box.

 All the clients you referred will show on the initial screen. You will not be able to see any other clients in 

the system (the exception is the List Holder, who can see every client in their local homeless coalition).

 If you want to search for a client by their Client ID, use the search box on the top right of the screen.
• The search box is case-sensitive.



Update Client Screen
. After clicking on the client ID, it will bring up the initial screen to view or edit your client’s information. 



Barriers Assessment



View or Update a Client’s 
Barriers Assessment

 To view or update the Barriers, click 

on the date/time listed under Barriers. 



To add a Barriers to a current client

• Click on Add

• Fill out all fields in the Barriers

• Click ‘Add Barriers’ to save it 

If the Barriers has not been completed for a current client, you must add one or the client will not prioritize.

You are NOT done yet



Adding Barriers to an existing client (continued)

After you save the Barriers, you must complete the following steps in order for it to save properly.

 It will take you back to the Client screen

 Click on the most recently added enrollment

 Update household and add household members if needed

 Update DV record and Current Living Situation

 Click on the link under ‘Assessment’

 Fill out all fields

 Click on ‘Save Assessment’

More details on this process are on the upcoming slides.



Enrollment Management



To View Enrollment Information
To view or update an enrollment, click on the name of the coalition you’d like to view or edit, and it will 
bring up the client’s enrollment information. If they are enrolled in multiple coalition’s, you will see the full 
list.



Adding Additional Enrollments to an Existing Client

Adding an additional enrollment is a very similar process to adding a client, but with one exception: the client details are not 

entered again. There is one thing to be especially mindful of, and that pertains to choosing the household for which the 

additional enrollment is associated.



To add an additional enrollment (i.e., enter a client onto another list for the purposes of prioritization), click the 

‘Add’ button next to the Enrollments list header in the right column of a Client’s detail page. Then fill out the 

Enrollment Details on the next screen. Click ‘Add Enrollment’ to save.

Adding Additional Enrollments to an Existing Client (continued)



Notes
 Notes are required to be added after each 

client contact or attempted contact.
 You must add the date to each note.
 Follow-ups must be done every 30 days, at 

minimum.
 Notes cannot have any identifiable 

information (example of acceptable notes: 
“unable to contact client” or “still looking for 
housing.”)



To add an additional note to a client, click the ‘Add’ button next to the Additional Notes list header in the right 

column of a Client’s detail page. Similar to the Initial Notes field of the Client details, do not put personally 

identifiable information in the Initial Notes field (no names, no email addresses, no phone numbers, etc.).

Adding a Note



View or Update 
a Note

 To view or update a note, click on 

it in the list within the right 

column of a client’s detail screen.



Household 
Management
Households should be unique among clients. A 
household will automatically be created for a client on 
first entry and assigned to all enrollments. On 
subsequent enrollments, the previously created 
household will be associated automatically.



Viewing or Updating a Household
Click the household link in the right column of an enrollments detail screen to 
view or update the information and add or remove Household members.



View Household Members
Click on the Household ID 

Household members are listed here.

To delete an extra line or to delete a 
household member, click on ‘delete’ 
next to the household to be removed.

NOTE: If you add or delete a household 
member, you must also update the 
Assessment and save it.



Adding Household Members

Click ‘Add’

Enter the household member’s 
information.

Click ‘Add Household Member’ to 
save.

NOTE: If you add or delete a 
household member, you must also 
update the Assessment and save it.



A current living situation can be reviewed or added from within the 
context of an enrollment. More than one current living situation can be 
entered per enrollment. This allows us to track what is happening with 

the client during the time an enrollment is actively being prioritized.

Current Living Situation 
Management



To view or 
update a 
Current Living 
Situation



To view or update a current 

living situation, click its link in 

the list within the right-hand 

column of an enrollment.

Enter information in all fields.

Update a Current Living Situation



Add a Current 
Living 
Situation
To add a current living situation, click the 
‘Add’ button next to the list heading in 
the right column of an enrollment.



A domestic violence entry can be reviewed or added from within the context 
of an enrollment. More than one domestic violence entry can be entered per 
enrollment. This allows us to track what is happening with the client during 

the time an enrollment is actively being prioritized.

Domestic Violence 
Management



To view or update a domestic 

violence entry, click its link in the list 

within the right hand column of an 

enrollment.

View or Update a DV Entry

If the client is fleeing DV, ALL fields must be entered



To add a domestic violence entry, click the ‘Add’ button 

next to the list heading in the right column of an 

enrollment.

If the client is fleeing DV, ALL fields must be filled out in order for the prioritization to be accurate. Click ‘Update 

Domestic Violence’ to save.

Adding a DV Entry



An assessment can be reviewed from within the context of an 
enrollment.

Assessment 
Management



What is the Assessment used for?
 If the Barriers has not been entered yet, one must be added. This is your first step.

 The Assessment is used to pull all information into each enrollment. It’s what makes 

all of a client’s information prioritize correctly.

 If the Assessment is not done, the client will not prioritize correctly and information 

will be missing.

 You must update the assessment in order to score/prioritize a client’s enrollment.

 All other information should be entered before you update the Assessment.

 Updating the Assessment your last step in editing or entering a client.



To view or update an assessment, click on the link that is currently there. 

View or Update an Assessment



View or Update an Assessment (continued)

 The ‘Date assessed’ reflects the date the CE intake was completed. If CE was completed but was not entered 
into Non-HMIS until 3 days later, this date should be backdated to match when the paperwork was 
completed with the client(s).

 Do not change this date after the fact. It must stay as the date of when intake was completed.

 To update the Assessment, you only need to click on ‘Update Assessment.’ to save it.



• After you update the Assessment, 

it will take you back to the 

Enrollment screen.

• You do not have to click on 

‘Update Enrollment’ after 

updating the Assessment. Once 

you update the Assessment, the 

information will be saved.

 

 



Events help determine where in the referral process a user is. An 
event can be reviewed or added from within the context of an 

enrollment. More than one event can be entered per enrollment

Event Management



To Add an Event
Adding an event allows us to track the outcome of a client’s referral.



Add Event (continued)

Referral Result:
 Successful referral: client accepted

(i.e., housed through a CE housing project)
 Unsuccessful referral: client rejected
        (i.e., client self-resolved, requested to be removed from CE, etc.)
 Unsuccessful referral: provider rejected
         (i.e., unable to contact)

Result Date
• This is optional. It’s used to keep track of the referral. 

For example, if you referred the client to an emergency 
shelter, you would put in the date you made that 
referral in the ‘Date of Event’ and the date they were 
able to enter shelter in the ‘Result Date’ field.

Location of Crisis Housing or Permanent Housing 
Referral
• You choose which coalition the client was housed 

in, or last know to be residing in.



To view or update an event, click its link in the list within the 

right hand column of an enrollment.

If a previous event was entered, it would show the type and 

date. You click on the type/date to view or update it.

View or Update an Event

Fill in all fields. Click ‘Update Event’ when 

completed.



Exits determine whether an enrollment is open or closed, and thus, whether or 
not it continues to be prioritized on the list associated with the enrollment. An 

exit can be reviewed or added from within the context of an enrollment. Only one 
exit can be added to an enrollment, and it cannot be undone.

Exit Management



To add an exit, click the ‘Add’ button 

next to the list heading in the right 

column of an enrollment.

Add an Exit

Enter all fields. Click ‘Add Exit’ 

when completed.



To view or update an exit, click its link in the list within the right 

hand column of an enrollment.

If an exit was already entered, there will be a date of the entry. 

Click on the date to view additional information or to edit.

Update an Exit

Enter all fields. Click ‘Update Exit’ when 

completed.



Requirements to be granted access to the Non-HMIS System

Complete the following trainings:

 Introduction to Coordinated Entry

 Coordinated Entry Access Training

 Pre-screen & Barriers Assessment Training

 Non-HMIS Training - version 2: How to Enter a New Client

 Non-HMIS Training – version 2: How to View, Edit & Exit a Client

All trainings can be found on our website: CE (wiboscoc.org)

https://www.wiboscoc.org/ce.html


Thank you for attending this training!

To receive access to the Non-HMIS System, please 
completed the required training and contact the 

Coordinated Entry System Specialist.

Holly Sieren 
holly.sieren@wibos.org

Include the coalition you’re in, the agency you work for, and your work phone number.
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