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YEHP Entry/Exit Data Entry Workflow 

 
**This is the recommended method for entry/exit data entry. Screenshots and entry/exit 

flow is what is used by OHCS staff. Others may train to complete steps in a slightly 

different way. If you have specific questions on data entry, please contact your HMIS 

Lead** 

 

Before creating a new client in HMIS, you want to search to see if that person is 

currently in HMIS. Please remember that YEHP funded programs need to use the Entry 

Type of RHY (Runaway Homeless Youth). 

1. After logging into HMIS, you want to go to the Client tab 

 

2. After clicking onto the Client tab, you will be taken to the Client Search 

page 
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3. Once there, you will want to search for the client you are needing to enter. 

You need to search for the client prior to entering them. Try searching by 

name. If the client isn’t found that way, search by their social security 

number. If you still can’t find them, you will want to ‘enter new client.’ 

 

 

You will get the above message asking if you are sure you want to enter this new 

client. 

      

If you are entering a new client, you will click the ‘Ok’ button and it will take you to 

the Client Information tab and the Summary tab: 

 
4. If it is a single person household, you will want to click on the Entry/Exit 

tab. Once on the Entry/Exit tab, you will want to click on the ‘Add 

Entry/Exit’ button 

 

At this point you will search for the program provider you want to enter the client 
into as well as the type (for YEHP dollars always select RHY): 
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Then select your start date. This date will be the date that you enter the client into your 
program. 
 

5. This will then take you to the Entry Assessment. You will then go through 
and answer all the questions on this assessment. Then click ‘Save and 
Exit’ and the bottom right. 

6. To exit a client, you will go back to your program entry/exit and select the 
pencil for exit 

 
This will pull up basic a page for basic exit data: 

 
Once that page is completed, click ‘Save & Continue’. This will take you to the 
same assessment you completed before, but you will need to review the data 
and make any updates. Once you have completed that, you will click ‘Save & 
Continue’. Your client will now be exited from the program. 
 

7. Service Transactions. These are used to track what you are providing for a 
household (single individual or multiple people).  

a. Go to the Service Transactions tab 

 
b. You will then want to click on the dash let that says ‘Add Service’ 

 
 

c. You will again select the program you are entering the client into (same 
program as the entry/exit program), select the start date (this date always 
defaults to the current date. If you are entering a service from a previous 
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date make sure and change the date) and then select the service type. 
Finally, select ‘Save & Continue’ 

 
 

d. Once you have completed the previous step, it will open up more options 
such as Apply Funds for Service if it is a service that you are providing 
financial assistance for. You can also fil out the Follow Up Information 
section as well. Once this page is completed, select ‘Save & Exit.’  

 
 

Outcomes/West Coast Convening Questions 

(These will be used at exit from your program) 

1. At exit you should have this as an exit assessment: 

 
2. You may have other exit assessments to complete, but make sure you complete 

this one as well. 

3. Screen shots of the WCC questions 

Screen shot #1: 

 
Screen shot #2: 
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screen shot #3: 

 
They are all Yes/No questions and if you hold your mouse over the grayed-out 

section you will get a brief description of the question. You will then choose Save 

& Exit and you will have completed the WCC questions.  
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