Service Transactions - Work Instructions

CLACKAMAS
COUNTY

1.0 Overview

These work instructions encompass creating a transaction, adding multiple services, voiding and deleting transactions.

2.0 Work Instructions

1. Creating a Transaction 1. Creating a Transaction
a. Select client profile.
e If transaction involves multiple household
members, use head of household’s profile.
b. Select “Service Transactions” tab.

Service Transaction Dashboard

c. To review past transactions, select “View Entire 4] 9 & I +}
Service History_” Add Need Add Service Add Multple Services Add Referral
d. Select “Add Service” to record a service.
View Shelter Stays View Entire Service History
1.2 Select Participants 1.2 Select Participants
a. The first page shows a list of all household
members from the “Households” tab. Add Service

b. Select appropriate client(s) included in transaction.

c. If you have multiple clients on entry, the
transaction should be created from the person
marked as “Self’ (head of household) on the entry.
¢ This marks that person as the Primary Client.

* Household Members

(673993} Single Individual

% (1333212) cliemt test  (Primary Client)
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1.3 Set Service Details 1.3 Set Service Details
a. Change “Service Provider” to your project’s name Cosdinted Housin
q : g Access .
(don’t use your ADMIN provider). [y semiceprovigers €0 ovene s (R (e
b. Select “Start Date” and “End Date” for service. Creating User Melanie Pascual
¢ Dates should align with service provided. Start Date * 07 08 2004 OM3 v stv: 38y PMv
¢ For ongoing services (e.g. rent) set date to I -
cover entire month paid End Date 07 ;08 ;2024 OF 3 visdv: v PNV
¢ “Start Date” must always be after client’s entry EERteEllves Housing Related Coordinated Entry (BH-0500.3200) Look Up
date into SyStem' Provider Specific
c. Choose “Service Type.” Senvice L
d. Proceed by selecting “Save & Continue.”
1.4 Enter Service Information 1.4 Enter Service Information
“ i ” i % oordinate: jousin cCess
a. Enter any "Service Notes” required for chosen Serice roviders g7 Coomlinaed Housing scces
Seerce type- Creating User Melanie Pascual
Start Date * 07 408 ;2024 [OM 4 v:03v:3ITv PMV
End Date 07 408 ;2024 (O 4 v:03v:ITy PMY
Service Type* # Housing Related Coordinated Entry (BH-0500.3200)
R AT select- v
Service Staff -Select- W
Service Notes |
1.5 Complete “Service Costs” if Applicable 1.5 Complete Service Costs if Applicable
a. Enter “Number of Units.” :
b. Choose appropriate “Unit Type.”
c. Do not populate “Cost per Unit,” or “Total Cost of
o pop P Number of Units 1
Units.
Unit Type Phone Call ~
er Unit
of Units 3
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1.6 Apply Funding Details 1.6 Apply Funding Details
a. If billing a fund, expand “Apply Funds for Service” + Apply Funds for Service
SeCt|0n. ﬁ Minimize Apply Funds for Service Panel |
Vendor's Client
Account Number
Mame on Bill client, test
Vendor Please Selecta Vendor m m
Code for A i
1.7 Add Funding Source 1.7 Add Funding Source
a. Select “Search” to select a vendor if applicable. Seleet Yonger
i' Typlca"y for rent Or UtIIItIeS Sev:::::i::;:‘sby using keywords for Vendor Name, Vendor ID, and Description.
b. Select “Add Funding Source” sewen | o v——
c. Inthe pop-up, select a fund by selecting the green | ™" ™
plus sign. + I T
d. Enter amount being billed to fund. Vendor Search Results
e. Enter any app“Cable Cllent Co_pay T“"d“’ Vendor Name Address Location Distance =
f.  Fill out “Follow Up Information” if reminder if : e
deSIred [+ B Unknown Unknown N/A
O 32 City of Forest Grove Utilities Unknown Unknowm NiA
1.8 Complete Transaction 1.8 Complete Transaction
a. Choose “Need Status.” :
b. Choose “Outcome of Need” Need Information
c. Select“Save & Exit. Need Status * Identified
Outcome of Need -Select-
If Need is Not Met, Select- -
Reason
Document Owner: HCDD Printed versions of this document may be outdated. Find Page | 3 of 8

Effective Date: 6/1/2024 the most up to date version online.



Service Transactions - Work Instructions

CLACIATIAS
2. Add Multiple Services 2. Add Multiple Services
a. Inthe “Services” tab, select “Add Multiple I orni ) I
. » ervice Transactions
Services.
~o S
Add Service Add Mukiple Services @
View Entire Service History
2.1 Select Clients 2.1 Select Clients
a. Choose all clients involved in these transactions. . H hold Memb
b. Ensure each selected client is supposed to receive ousehold Members
services being recorded.
o To incl
%{5?3993] Single Individual
(1333212} client test
2.2 Confirm Provider 2.2 Confirm Provider
a. Verify correct Provider is selected before , ,
. mulnple Services
proceeding.
ﬂ Be sure to select the correct Provider before entering datz
- - Coordinated Housing Access
Service Provider * (CoC) CE Clackamas (4433)
Note: Changing Provider after starting will cause you to
lose all entered data.
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2.3 Record Services

a.

b.

Your provider may automatically list specific
services.

Scroll through these and fill in details for each
service as needed.

“Number of Services” refers to how many
transactions are being recorded (typically one per
service). This is different from “Number of Units,”
which refers to the quantity of provided services.
If a service was not provided, select “Remove” next
to that service to delete it.

You can adjust “Number of Services” and set the
“Need Status” for all services at the top of service
list.

2.4 Add Additional Services & Save

a.

If any required services are missing from the pre-
populated list, add them by clicking “Add Another”
at bottom of list.

Once all services are correctly recorded, select
“Save & Exit.”

CLACKAMAS
COUNTY

2.3 Record Services
%ervice List

Number of Services * 5

Start Date* 7 j08 ;2024 L) m 4 v 32w 1 42v PMw

End Date 7 408 y2024 @m4v:32v:42v FM W

Service Type Homelessness Prevention Programs (BH-0500.3140) w

Moving On Assistance Financial assistance for Moving On {e.g., security deposit, moving expenses) W

2.4 Add Additional Services & Save

Need Information

Need Status* Identfied v

Save & bt
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3. Voiding a Transaction with Attached Funds
a. Locate transaction you need to delete.
b. Select pencil icon to edit.

3.1 Access Funding Sources & Voiding Transaction
a. Scroll to “Funding Sources” section.
b. You may need to expand “Apply Funds for
Service.”
c. Once finding the funding source that you desire to
delete, select the triangle next to the fund.
d. Select “Void” button that appears next to amount.

3.2 Completing the Void
a. Choose appropriate “Reason for Void.”
b. Select “Continue.”
c. A strikethrough will appear through fund amount,
indicating it has been voided.
d. You may select “Add Funding Source” to add
another fund amount if needed.
Save & Exit.

CLASIArIAS
3. Voiding a Transaction with Attached Funds
AllService Transactions
Select Dates Start Date End Date
Seect v ;) HoM I zhla Search
Transaction ) N Need Status / Need
e Date Provider Type Outcome ool
Funding Sources
Souree Amount
Client Co-Pay § 00
D OHCS ORE-DAP 100000 b
W (© sumites— ( Compls
3.2 Completing the Void
| Void Fund Request X

| o You have selected to VOID a Fund Request. Please select a Reason for Void and, if possible,
| provide additional details in the Additional Notes field.

Reason for Void * Duplicate request v

| Additional Notes
&

L
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4. Deleting a Transaction 4. Deleting a Transaction
a. Transactions with a fund attach must be voided Senice Tansacions
before deleted for all clients on transaction. p—
b. View service history by navigating to client’s profile ————
and selecting “Entire Service History” tab. A Sonice Tansactions
c. Locate desired transaction to delete. - Srtdae -
d. Select trash can next to “Need” to delete both et v s HoB ) thom serch
“Need” and “SerViCG.” TEERIT Date Provider Type HeedS sl Nee‘d
. . . . Type G Outcome Goal
e. This deletes transaction for client whose profile yu .
7 0 ‘)ENGEG 08/14/2023 1st PLACE - At-Risk Families HP [EHAJIHSC] Rent Payment Assistance Identified
are on.
f. Repeat process for every client listed on / B senice 08/14/2023 15t PLACE - At-Risk Famiies HP [EHAJIHSC] Rent Payment Assistance
transaction.
3.0 Resources
3.1 Referenced Material
e HHCC Health Housing Crosswalk
3.2 Related Material
e 2024 HUD Data Manual
3.3 Contacts
e HMISAdmin@clacmamas.us
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https://clackamascounty.sharepoint.com/:w:/s/H3S-HACC-SupportiveHousingServices/EbppDRntAjdHj0E7vY3gPPYBJs3C_zQ4t4YVNz6dyAxn7g?e=hDectg
https://files.hudexchange.info/resources/documents/HMIS-Data-Standards-Manual-2024.pdf
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