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I. OPEN HMIS ï Coordinated Entry Process 

1. LOG INTO HMIS 

a. Go to https://www.pcni.org/communities/montana-statewide 
b. Click the HMIS icon (far left icon) 
c. Enter username and password, then click the LOGIN button 
d. The Home Page Dashboard will come up 

2. SELECTING THE PROVIDER/PROGRAM 

a. On the Home Page, click the óENTER DATA ASô mode at the tope right corner of the 
screen [Ref. A, orange arrow] 
 
 
 
 
 
 
 
 
 
 
 

b. The Enter Data As Provider Search data entry box will pop up 
c. Click the green PLUS icon next to ñCoordinated Entry ï Missoula (146)ò [Ref. B, 

orange arrow] 
i. This option should be visible at the bottom of the data box 
ii. If not, you can enter it into the Search box or click the blue letters to filter through 

the options that way 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 A 

B 
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d. After you have clicked the PLUS icon, the data entry box will close 
e. You should see the selected provider next to the ENTER DATA AS mode [Ref. D, 

black arrow] 
3. BACK DATE MODE ï use this if you need to enter info/data for client(s) that was received at 

an earlier date than when you are putting it into HMIS 
a. Before starting Back Date mode, make sure Enter Data As shows ñCoordinated Entry ï 
Missoula (146)ò 

b. Click the BACK DATE mode [Ref. A, red arrow] 
c. The Back Date Mode data box will appear 

i. Select the desired date [Ref. C, orange arrow] 
ii. Select the desired time; leave as is if you canôt remember the approx. time info 

was received 
iii. Click the SET BACK DATE button [Ref. C. green arrow]; this will save the 

entered date and close pop-up window 
 
 
 
 
 
 
 
 
 
 
 
 

d. If Back Date is set successfully: 
i. The top ribbon on screen will change from grey to bright yellow 
ii. The entered date will be listed next to Back Date mode [Ref. D, grey arrow] 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page. 
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e. Continue entering in clientôs info as usual; auto-filled dates will reflect the selected back 
date 

f. When done with Back Date mode, click the red X button next to the entered back date 
next to Back Date mode [Ref. D, dark blue arrow] 

i. Top ribbon on screen will go from bright yellow to grey 
ii. There should no longer be a date listed next to Back Date mode 

 

II. SEARCHING FOR A CLIENT ï Always double check client is not already in system 

1. Click the CLIENTPOINT option on left-hand side navigation menu [Ref. A, orange arrow]; this 
will bring up the client search screen 
 
 
 
 
 
 
 
 
 
 
 

2. Enter Search Criteria 
a. Enter in first and last name of client into the appropriate date fields [Ref. B orange 

arrow] 
b. Please Note:  

i. Itôs best to first put in as little information into the search fields to ñcast a wider 
netò ï preferably the first few letters of first and last name 

1. If there are too many results to look through, then add more information.  
2. The search is based off of the LETTERS entered (no specific order), 

sounds, and similarity ï NOT simply that specific spelling you typed in. 
3. Keep in mind that names can be spelled many ways. 

ii. You can also search by ñSSNò, either full or partial 
iii. You can also search by ñAliasò 
iv. Click the box next to ñExact Matchò to search by the exact criteria you entered 

[Ref. B, light blue arrow] 
3. Click the SEARCH button [Ref. B, red arrow] 
4. A list of results will appear at the bottom of the page; look through to find client [Ref. C, 

orange arrow]  
a. If a profile comes up that may be client, open it by clicking the PENCIL icon next to it 
b. Review information in the profile 
c. Confirm with client that the info is theirs 

i. If it is, continue to Section III.  
ii. If not, click the EXIT button to close profile and return to the search page 

5. Once you have searched thoroughly and results do not show a profile for that client in HMIS: 
a. Click the ADD NEW CLIENT WITH THIS INFORMATION button [Ref. C, red arrow] 
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b. A warning text box will pop up asking to confirm that the client is not already in the 
system; click the OK button 

c. This will bring up a new client profile page where you can now enter the info for that 
client 
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III. ENTERING IN A NEW CLIENTôS INFO ï For Head of Household 

1. ENTER CLIENT RECORD INFO 

a. Click the PENCIL icon in the left corner of the Client Record data box [Ref. A, orange 
arrow]; this will bring up the Client Record Edit Data box 
 
 
 
 
 
 
 
 
 
 

b. Enter in Clientôs Info 
i. Enter full name if possible; select appropriate option from ñName Data Qualityò 

drop-down menu [Ref. B, orange arrows] 
ii. Enter ñAliasò if applicable 
iii. Enter ñSSNò, if applicable; select appropriate option from ñSSN Data Qualityò 

drop-down menu [Ref. B, light blue arrows] 
iv. Choose appropriate option from ñU.S. Military Veteranò drop-down menu [Ref. B, 

dark blue arrow] 
v. Click the SAVE button [Ref. B, green arrow] to save info and exit from pop-up 

window 
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2. ENTER CLIENT DEMOGRAPHICS INFO 

a. Click the PENCIL icon [Ref. C, orange arrow] in the left corner of the Client 
Demographics data box; this will bring up the Client Demographics Edit Data box 
 
 
 
 
 
 
 
 
 
 

b. Enter in Clientôs Info 
i. Enter Date of Birth; select appropriate option from ñDate of Birth Typeò drop-

down menu [Ref. D, orange arrows] 
ii. Select appropriate option from ñGenderò drop-down menu [Ref. D, yellow arrow] 
iii. Select appropriate option from ñPrimary Raceò drop-down menu [Ref. D, light 

blue arrow] 
iv. Select appropriate option from ñSecondary Raceò drop-down menu, if applicable; 

if not, leave blank 
v. Select appropriate option from ñEthnicityò drop-down menu [Ref. D, dark blue 

arrow] 
vi. Click the SAVE button to save info and exit pop-up window [Ref. D, green 

arrow] 
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3. ADD CLIENT PHOTO ï please follow the guidelines for taking a photo of a client in the Photo 

Policy.  

a. Make sure that the photo of client is saved on your computer  
b. Click the CHANGE button under the generic profile icon [Ref. E, orange arrow] 

 
 
 
 
 
 
 
 
 
 
 

c. The Upload Client Image data box will pop up 
d. Click the CHOOSE FILE button [Ref. F, orange arrow]; this will bring up the computer 

file window 
i. Search for the desired picture, select it, then click the OPEN button; the 

computer file window will close 
ii. The selected picture should be listed next to the CHOOSE FILE button [Ref. F, 

red arrow] 
 
 
 
 
 
 
 
 
 
 
 
 

e. Add a description [Ref. F, light blue arrow]; time and date of when picture was taken 
and where 

f. Click the UPLOAD button [Ref. F, green arrow]; this will close the data box 
g. The clientôs picture will be visible where the generic profile icon was [Ref. G, green 

arrow] 
h. To remove a picture, click the CLEAR button [Ref. E, red arrow] 
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4. ADD CLIENT NOTES ï add a note anytime a client contacts you; this will help keep their 

profile in HMIS active and off the no contact list 

a. On the Client Profile Tab, scroll down to the Client Notes section  
b. Click the ADD NEW CLIENT NOTE button [Ref. I, orange arrow] 
c. A Note data entry box will pop up 

i. Edit date if needed 
ii. Enter your name or agency into the ñNotesò text box (This will inform HMIS users 

who wrote the client note) 
iii. Enter the note about the client into the ñNotesò text box [Ref. J, orange arrow] 

1. Note: The client notes should be information provided by the client that is 
pertinent to their housing. It is important to protect the clientôs privacy so: 

a. Avoid statements like: ñHe is schizophrenic and hears voices at 
night and doesnôt like the lithium.ò 

b. Instead state something like: ñClient disclosed having a mental 
health diagnosis, but they said they arenôt taking the medications 
the doctor prescribed.ò 

d. Click the SAVE button once done [Ref. J, red arrow]; this will save the note and close 
the pop-up window 

e. The note you created should be listed in the Client Notes section 
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5. ADD HOUSEHOLD ï If applicable; if a single person with no accompanying adults or children, 

go to ROI step 

a. Click the Households Tab next to the Client Profile Tab (near top of page) [Ref. K, 
orange arrow] 

b. On the Households Tab page, click the START NEW HOUSEHOLD button [Ref. K, red 
arrow] 
 

 
 
 
 
 
 
 
References on next page. 
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c. The Add New Household Data Entry box will pop up [Ref. L] 
i. Select the appropriate option from the ñHousehold Typeò drop-down menu [Ref. 

L, orange arrow]  
ii. Client Search 

1. Enter in name for a family member (not head of household) and/or 
SSN/Alias  

2. Click the SEARCH button to see if that family member is in HMIS [Ref. L, 
red arrow] 

3. Any results found will appear in the ñClient Resultsò section (this section 
will appear once the SEARCH button is clicked) of the Add New 
Household data entry box  

iii. If family member is in HMIS: 
1. Confirm that that client profile is that family member 
2. Click the green PLUS button next to that client profile 
3. That client will be added to the household, and will be listed at the bottom 

of the Add New Household Data Entry box 
 

 

 

 

 

 

 

 

 

References on next page. 

 

K 



 

 

 

13 

Table of Contents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

iv. If family member is not already in HMIS: 
1. Enter info for rest of data fields: 

a. ñName Data Qualityò 
b. ñAliasò, if applicable 
c. ñSSNò, if applicable; ñSSN Data Qualityò 
d. ñU.S. Military Veteranò 

2. Click the ADD NEW CLIENT WITH THIS INFORMATION button [Ref. L, 
yellow arrow] 

a. A warning box will pop up asking to confirm that client is not already 
in system, click the OK button. 

b. This will add that family member to HMIS 
c. This will add that family member to the household 

3. The members of the household will be listed at the bottom of the Add New 
Household data entry box [Ref. L, blue arrow]  

v. If a wrong client is accidently added to household, click the red MINUS icon next 
to their name to remove the wrong client from household 

vi. Repeat process as needed for all members of household 

 L   
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vii. Click the CONTINUE button once all members have been added [Ref. L, green 
arrow]  

d. In the Household Information data box, find the Household Members section [Ref. 
M, blue arrow] 

i. Select ñyesò from ñHead of Householdò drop-down menu next to the head of 
household [Ref. M, orange arrow] 

ii. For all other members of household, select the appropriate option from the 
ñRelationship to Head of Householdò drop-down menu next to each of their 
names [Ref. M, yellow arrow] 

e. Click the SAVE & NEXT button to save added info and close data box 
f. All household members should now be visible in the Households Tab screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. ADD HOUSEHOLD MEMBERSô DATA ï adding members to household will create a new 

client profile for those members in HMIS, DOB and other info needs to be added to the new 

profile 

a. On the Households Tab, all household membersô names should be listed in blue with a 
client number before it in parentheses [Ref. N, orange arrow]  

b. Click the name of desired member: 
i. This will change client profile from head of household to that member 
ii. Check that change was made by looking at the top of page; the client name 

should be the family member you clicked on [Ref. O, orange arrow] 
c. Click the Client Profile Tab [Ref. O, red arrow] 
d. Go through Section III steps 1 & 2 for that member 

 

Continued on next page.  
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