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Welcome to Our Training!
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Housekeeping

- Please keep your microphones on mute to reduce background noise

- Please type questions in the chat and we will answer them after
concluding the PowerPoint Slides and again after our live demonstration

« The information we are covering today can be further explored in the
ClientTrack User Guide (the file is attached to this webinar and will be
included with the recording of the training along with these slides)

2022



Today’s Agenda

= Welcome & Introductions

Search Features in ClientTrack
Getting Help in ClientTrack
Workflow Process

Family Members

Action Buttons

Question Break 1

= Important Notes Before We Begin

= Overview of Changes
= Login Screen
= Account Settings

= Overview When First Logging Into ClientTrack
= Menu Groups and Menu Options = Demonstration of Functionality in the
= Workspaces Spokane Training Environment

= Home = Final Questions and Answers
» Client

= Housing
= Support
= Provider
= Reports
= Favorites
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Important Notes!

The upgrade of ClientTrack is just an interface change
Data collection and data entry requirements HAVE NOT changed

If you ever can’t find something in New ClientTrack, try the global
search tool (we will cover this today)

The biggest changes are that we've done away with the "Workspace
Carousel” and with “"Fly Out” Menu Options
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Login Screen

ClientTrack 19 New ClientTrack

),( | ).( ~ Logginginto ngging into New
A Tra(:_k__ A Trac_k_ ClientTrack in );( Tk ClientTrack takes
San Into Cllentrrack o . e version 19 requires RGO you directly in'to
impecoinon Spokane Worgroup - confirmation of the system using

_ Workgroup and either your default
o . Organization o Workgroup and
Clentrack Oprations . settings Organization, or

the last Workgroup
and Organization
you used when last

logged in
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Account Settings

ClientTrack 19

Change photo

Jackie Gardner
jgardner@eccovia.com
City of Spokane

Clear preferences

Sign Out
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Waorkgroup

Spokane Workgroup
|| Design Mode

Organization

City of Spokane

Location

City of Spokane

Theme

Default v

! Jackie Gardner | Help | Sign Out

v Apply

New ClientTrack

QD o0-

Settings

Organization

City of Spokane

Your account settings are
now accessed by clicking
the circle containing
your initials. In New
ClientTrack you can
chose between the
default layout and a high
contrast layout. There is
currently no “Dark
Mode” available in this
version.



Overview Once Logged In

When you first log into New ClientTrack, take a moment to hover over the icons on the left and click around the
menu groups and options!

lientTrack 19 New ClientTrack

Home i Client a PR,

Q search < Welcome Jackie Gardn
U User Dashboard Jackie Gardner ot ooy SPokaneWorkgrow 13
City of Spokane  Spoka o User Dashboard City of Spokane  Poxane Workgrou =

A spokane Client Alerts and ! (0 User Dashb CIbicLS ok

Information < Welcome Jackie Gardner = B A spoka Alerts and Information Welcome Jackie Gardner [
& Vet Master Search List - rch List - Real-Time Tool

Real-Time Tool - . Spokane Regional COVID-19 Information and Updates z -

Spokane Regional COVID-19 Information and Updates o Vet Master Search List - Benchmark Tool

e o —
F \é::"n:.:'ar:;enr(s;;rlm List fouth By Name List (YBNL) COVID 12/9/20201:12:00 PM

Youth By Name List (YBNI COVID Alert Dashboard o > 03 HMIS Reports WEAR A DANG MASKIIIl

Re:
HMIS Reports > £ My Clientirack
> [ Management Reports "
My ClientTrack Alert Date a ClientiD o Name & Message Priority & Notification Type Case Worker & Email & office Phone & EOVID AleckDeshlboatd = | =
~ > £ Global Administration (Sp
D Bulletin Board
Q chronic Homeless Status
Alert Date ClientiD  Name Message Priority Notification Type Case Worker Email Office Phone.
19 Recent
D Active Cases
City of Spokane News City of Spokane News

[ current Enroliments
& Quick Services - Multiple

Clients Current Program Enrollments Current Program Enrollments

My User Configuration
Program Cases Clients Nodata
co Bl s sh-cH e S

-
® Paused Operations
a

Quick Referrals

Cases
s
s ; Rehousing (CHE) 1
My Submitted Issues CC Partnership--RRH- ng (ESG 1 .
HFCA s
Management Reports G I
£5--HOC Shefter 1 .
Global Administration Feres sherer :
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Menu Groups and Menu Options

ClientTrack 19 New ClientTrack

Q, Search

11 Intake

B m - o hel In New
ClientTrack,
..... ~ - — menus
open and
expand

‘s, Diversion Intake (CDF)

Q, Find Client

~ (3 Client Information
4 Client Dashboard
QU Client Info Release
& Client Information
O Information Release Exceptions
:. Family
[@ Case Notes

In ClientTrack 19, Menu W
groups “flew out” and N
expanded toward the right. the page!

Y0 Address History
[ Case Managers
¥= Document Check

| Client ID Card | BarCode Generator

» 03 Add Current Living Situation

» (3 Enroliment and Services




Workspaces

ClientTrack 19 New ClientTrack

Changing workspaces used to mean clicking the

Carousel Button to scroll through them.
Now the

workspaces are
arranged
vertically along
the left side of
the screen.
Simply click the
workspace icon
to navigate
there!
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Home Workspace

The Home Workspace provides the same menu groups and menu options. To access the Home Workspace in New ClientTrack,
simply click the “Skippy” Icon at the very top of the workspace list.

lientTrack 19 New ClientTrack

s % - earch o] A sackie Gardner | Help | sign out Q search < Weicome Jackie G
[0 User Dashboard Jackie Gardner Jackie Gardner e Wors .
City of Spokane  Spokane User Dashboard ity of Spokane  POXane Workaroup -

A spokane Client Alerts and [0 User Dashboard CIbicLS ok

Information < Welcome Jackie Gardner = B A spoka Alerts and Information Welcome Jackie Gardner [
& VetMaster Search List-  Search List - Real-Tim Tool

Real-Time Tool - Spokane Regional COVID-19 Information and Updates z -

Spokane Regional COVID-19 Information and Updates o Vet Master Search List - Benchmark Tool

. .

Vet Master Search List - e TRV
= Benchmark Tool b G covio 12/9/2020 1200 PM

Youth By Name List (YBN COVID Alert Dashboard o > £3 HMIS Reports WEAR A DANG MASKIIII!

Re:
HMIS Reports > £ My Clientirack
> [ Management Reports R — "
My ClientTrack Alert Date a ClientiD o Name & Message Priority & Notification Type Case Worker & Email & office Phone & it = | =
el > [ Global Administration (Spokane Wor
D Bulletin Board
Q chronic Homeless Status
Alert Date ClientiD  Name Message Priority Notification Type Case Worker Email Office Phone.
19 Recent
D Active Cases
City of Spokane News City of Spokane News

[ current Enroliments
& Quick Services - Multiple

Clients Current Program Enroliments Current Program Enrollments

My User Configuration
No data

Program Cases  Clients
codi s s e Alve--s50%0r-0ive

-
® Paused Operations
a

Quick Referrals Cases

--Rehousing (CHG) 1
My Submitted Issues

CC Partnership--RRH

Management Reports

1
6
o
2

ES--SMS Shelter

Global Administration
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Client Workspace

The Menu Groups and Menu Options in New ClientTrack provide the same functionality. Viewing detailed information about
your clients, including assessments, enrollments, case notes, etc. are all accessible in the same places, though the interface is
new.

ClientTrack 19 New ClientTrack

Clients i -k [a | & seieoninr e snon Q search 5 e —
1 Intake o Test2 Test i a testtesting  Female s 0la
q 2000 Male : = 13 Intake 1/1/2002 672 -
< Diversion Intake (CDF)
§ N 2 Diversion Intake (CDF) 5
@ e € ¥y Test2 Tests Dashboard Z b test testing's Dashboard o
Q, Find Client
i i test testing's Information Z -
[l Informavtlon Test2 Test's Information o
> O3 Client Information
A Client Dashboard
> [ Add Current Living Situatior Name  testing, test Birth Date:  1/1/2002 Age: 20
Neme:  Test Test2 Bihoate: 17172000 ae
> 03 Enroliment and Services Gender  Female Veteran:  No
. Gender: wate Vet o
Client Information > 03 COVID-19 Intake Ethnicity- Data not collected Race: Client doesn't know

Ethnicity: Non-Hispanic/Non-Latin(a)(0)(x Race:
© information Release et o v 15 > D) SsVF& Veteran Services Vaccinated for COVID 19 No
2 accinated for o N
Exceptions > (O Coordinated Entry Services
& Famiy > £3 RHY Assessments
. . test's Case Managers =
D caseNotes Test2's Case Managers oo Test2's Enroliments o > & HoPWA 9
. > [3 Common Assessments
D Address History
> [ SPDAT Assessments tfound
[ Case Managers
CaseManager BeginDate Status EndDate Enrollment  Office Phone  User Ext Enrollment s Project Start e —_., Exitoate  ExtDestination  Organization 25t > 03 Other As ents Case Manager Begin Date 11 Status End Date Enroliment Office Phone User Ext
Document Check - - A - - - - Description  Members b0t o A & Assessment
= - - Completed & Zz ® Jackie Gardner 091232022 Inactive 10/03/2022 VOA--TH--Aston Bleck
I Client ID Card | BarCode
Generator
|Add Current Living Situation R
test's Enroliments z -
Enroliment and Services
Test2's Referrals ] o
[COVID-19 Intake A results foun
- R Enrollment Case Last Assessment
SSVF & Veteran Services Description Members  Project Start Date |1 Housing Move-In Date Exit Date |1 Exit Destination Organization Completed
Coordinated En!ry Services Date v From Provider & To Provider & Service & Status & Result & © Previous
GA-Day-Cannon Street 1 101032022 100312022 Emeraency sheter,  City of Spokane 1010312022

[RHY Assessments
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Housing Workspace

All of the functionality you’ve come to expect from the Housing Workspace is in New ClientTrack. The processes work the

samel

lientTrack

Housing By )i Track B s [a]

< Yy Housing Facilities

B Add New Facility

Date

Q Vview Facilities

2022

10/08/2022 Update

CC- ES- House of Charity Shelter

Emergency Shelter Fa

CC- ES- SMS Shelter

Emergency Shelter Fa

ity * Mixed Pop

CC- PSH- Agnus Kehoe Place

CC- PSH- Father Bach Haven

Perma

ive Facility * S

Permaner with Child

nt Supportive Program Units * Household

CC- PSH- Summit View

Permanent

ity * Househol

ith Children

CC- PSH- Summit View WFF

Perma ty * Ho

8 years and older)

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 facilty, you can check a client into the facility, make a reservat
view the facility's waiting list, or select the facility to view the available rooms:

192 0f 192 Bed(s) Available

00n Waiting List Reservation Check In
20f 10 Room(s) Available

1 on Waiting ListReservation Check In
40110 Apartment(s) Available

00n Waiting List Reservation Check In
2.0f 50 Apartment(s) Available

00n Waiting List Reservation Check In
0 0f 4 Apartment(s) Available

1 0n Waiting List Check In
16 0f 16 Apartment(s) Available

0 0n Waiting List Check In
2 0f 2 Bed(s) Available

0 on Waiting List CheckIn
20f 10 Room(s) Available

0 0n Waiting List Check In

New ClientTrack

Q search

> 03 Housing Setup
v [ Housing
(I Facility Dashboard

B Add New Facility

ties

Q View Fa
3 Current Residents

D Current Reservations.

@ New Reservation/Check In

& Housing Check-In

Waiting List

> 03 Housing Reports

CC--ES--Warming Center

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

3 @i &

P
&
2

A A

&

3

10/07/2022 =] ‘ Update

CC- ES- House of Charity Shelte

E cy Shelter Facilit ed Populati

r

CC- ES- SMS Shelter

CC- PSH- Agnus Kehoe Plac:
P e portive

CC- PSH- Father Bach Haven
Permanent Supportive Facility * Single M

CC- PSH- Sharon Lord Permanent Housing

Permanent S tive Program Units * Hous vith Children

CC- PSH- Summit View
Permanent Supportive Faci

CC- PSH- Summit View WFF
Permanent Supportive Faci Hou

CC- PSH- Walnut Corners

162 of 162 Bed(s) Availab

0on Waiting List Reservation Check

10f10 Room(s) Availab

0on Waiting List Reservation Check

10 of 10 Apartment(s) Availab

0on Waiting List Reservation Check

50 of 50 Apartment(s) Availab

0on Waiting List Reservation Check

4 of 4 Apartment(s) Availab

0 0n Waiting List Check

16 of 16 Apartment(s) Availab

0 on Waiting List Check

2 of 2 Bed(s) Availab

0 on Waiting List Check

10 of 10 Room(s) Availab



Support Workspace

Issues.

To view the status of your support tickets, simply click on Issue Search in your Support Workspace or choose My Submitted

ClientTrack 19

Support

Support Workspace Menu
Options

(U ClientTrack Issue Dashboard
Q Issue Search

3 Al Unassigned Issues

19 My Assigned Issues

19 My Submitted Issues

{ ClientTrack
Entity data is not configured
< ¢ Qlssue Search

s lo

ed in your database are displayed he
t

Issue Number.

Status:

e following criteria. Click

Quick Select: ~ SELECT -
Submitted Between

°

- SELECT - v

&/and

Next

summary:

Type:

Last

~ SELECT -

[ T—

asbBEoO

This includes issues submitted internally by end-users as well as issues submitted to the ClientTrack Support Team. When someone updates an issue, you will see the update occur here. You may
View Issue to view or update the Issue

Help | Sign out

bee

Q Search

Q search

(I ClientTrack Issue Dasf
Q Issue Search
> | All Unassigned Issues

19 Mya

igned Issues

[ My Submitted Issues

New ClientTrack

Issue Search

@ o-

<@

Allissues logged i your database are displayed here. This includes issues submitted internally by end-users as well as issues submitted to the ClientTrack Support Team. When someone updates an issue, you wil
see the update occur here. You may search support tickets by the following criteria. Click Edit/View Issue to view or update the Issue

Quick Select: -~ SELECT -~

Submitted Between:

Issue Number (]
Status: SELECT v
Submitted
Date Submitted By Issue # Summary

[e]

Summary: (]

Type:

Next | Last

Status Type Internal / External? Assigned To

-
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Provider Workspace

Referrals to and from Providers in your system work the same way.

ClientTrack 19 New ClientTrack

Providers e - & 2

Q Find Provider

Q Search < Provid

Entity data is not configured

; Provider Identification Info
Provider £  [# Provider Identification Info LEO0882860

Provider Reports

Q, Find Provider

The Provider Name and contact information display below for the selecte

The Provider Name and contact information display below for the selected provider.

Provider Provider Name: City of Spokane > 3 Provider
Address Provider Name:  City of Spokane
2ip Code > 3 Provider Reports
o Address:
State: > [3 Provider
Phone Zip Code:
Referral E-mail okanecity.org
City
State
Phone:

- - . sbaker@spokanecitv.ora
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Reports Workspace

Reports in New ClientTrack will require the same type of inputs, like date ranges, organization, program,
etc. The processes to generate reports and CSV Exports remain the same.

ClientTrack 19 New ClientTrack

Reports X Track m Search m

HMIS Reports

. Search
B LsA 2020 Export ClientTrack Dashboard Q

B+ HMIS SSVF Export - CSV 2020
» 3 HMIS Reports
B> RHY Export - CSV 2022
» 3 CMIS Reports
2020 PATH Annual Report

|2 System Performance
Measures (2020)

B> csvAPR-2022

B csVCE APR- 2022
APR / CAPER Review
WA-OHY Report

@ Data Explorer

CMIS Reports
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Favorites in ClientTrack

Clicking an available Star Icon in ClientTrack creates an easily accessible “favorite” to help you streamline your work in the system.
New ClientTrack handles favorites a little differently than version 19.

ClientTrack 19 <. New ClientTrack B

In ClientTrack 19, adding a favorite — .
created an extra folder in your workspace.

Add favorites by starring recent items Recent

Q, Issue Search
[ Al Unassigned Issues

[ID ClientTrack Issue

Q. Find Client s e In New ClientTrack, Favorites have Dashboard
< % QEnroliments their own Workspace. This section F A e
_ ) . . 23 My Submitted Issues
All of client's enroliments display not Only prov|des qu|ck access to
your frequently used features, it T
also shows you a history of sections  ay erovicer pasnoars
you recently visited in case you Q. Find Provder
need to quickly switch back to one. i

Q, View Facilities
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Search Features In ClientTrack

There are still 2 ways to Search in ClientTrack. The Global Search bar allows you to search for both clients in the system,
as well as sections of the software. The Find Client search will allow you to only search for clients in the system.

ClientTrack 19 New ClientTrack

Global Search Global Search

8 usw.clienttrack.net/19/MainPage.aspx?Inline=true
9 P

q . - Q, Search
Clients 1 eack - a |
3 Intake
®e Test2 Test B 8
@™ /1000 Male e ‘ ol

$ .
=~ Diversion Intake (CDF) o, Diversion Intake (CDF)

< Yy QFind Client

Q, Find Client

Q Find Client

Client Search Client Search
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Getting Help in ClientTrack

Locating the Help features in New ClientTrack might be slightly more difficult. The “Help” menu at the top right of the screen is no longer there. To access help, you
simply need to click the tiny question mark found either at the top right of the form, or the bottom left of the screen. As a reminder, when encountering an issue in the
system that needs support, always be sure you’re on the screen where the problem is occurring. It makes troubleshooting much easier.

New ClientTrack

ClientTrack 19

! Jackie Gardner | Help /| Sign Out

asEO

Help Center

View the documentation
Watch a video

System Administration Guide
Documentation on system administration
and configuration.

Tool Documentation
Documentation on the design tools.

Keyboard Shortcuts

View documentation on Keybeard Shortcuts

used for accessibility

About ClientTrack Server Status

Request Help @

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

Ask a question
I have a question or request about the
current page

Make a suggestion
I have an idea on how to improve the current
page.

Q Ssearch

13 Intake

Q Find Client

> 03 ClientInformation

> 03 COVID-19 Intake

> [ RHY Assessments

> O3 HOPWA

> [ SPDAT Assessments

> [ Other Assessments

2 Diversion Intake (CDF)

> [ Add Current Living Situation

> 03 Enroliment and Services

> [J SSVF & Veteran Services

> [ Coordinated Entry Services

> [J Common Assessments

Help Center

& View the documentation

g Watch a video

@__ System Administration Guide
v g yste

& Tool Documentation

N o
[ Keyboard Shorteuts

About ClientTrack

GB 2@ &

Request Help @

@ Feportanissue

@ Askeauestion

. Make a suggestion

Server Status
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Intake Workflows

Intake workflows in New ClientTrack still collect the same information in the same way. One new difference is that the “pause” and
“cancel” workflow options are now spelled out as opposed to just being icons.

ClientTrack 19 New ClientTrack

Clients )f lrack ER s Q]

Q search <
e city of spokane | Test 5 i ke (1259)  * T S e e o
- 108819 ‘ © Add orEdt
$ ww=/1/2000 Male - L s
=~ Diversion Intake (CDF)
Q, Find Client Intake (1259
( ) @ Add or Edit
n x > 03 Enroliment and Services WPause X Cancel
lient Information ) Do you want to add a new clie e the selected clie > & covptsntake
- Add or Edit > 0] SSVF & Veteran Services
< Add anew client > £ Coordinated Entry Services
> 03 RHY Assessmen ts 4 Addanewolient
[ Use the current client > C3 HoPwA
> 3 Common Assessmen ts Add or Edlt E’; Use the current client
o Select another Cl |ent > [ SPDAT Assessments Do you want to add a new client or use the selected client?
> [ Other Assessments

@ selectanother client

0 Information Release
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Family Members

The Icon for viewing family members in New ClientTrack has changed to an “Expand Button.” This button replaces the “people” icon from
version 19. This will likely take some getting used to! The alternate method of viewing family member information can still be found in the

Client Workspace, under the Client Information Menu Group, and then the “Family” menu option.

ClientTrack 19 New ClientTrack

ee lest2 Test e ,
an o) Male 108819 test testing Female A e
1/1/2002 &72 )

£  Test2 Test's Dashboard

< © -0
testtesting  Fema
5 . , 6 8 o

Clients By )i Clione [ a A .

test's Family History <@
Do oo Test2 Test w0 R
q @ 05000 Male -
< Diversion Intake (CDF)

ty
Q Find Client < Y¥ QTest2's Family History SEOBERDEBEO & Not mily
Client Information +Add this Client to Another Family
A Client Dashboard
+ Add this Client to Another Family Current? Family Name Phone. Date Added 1 Date Removed
v testing, test - 2002 01/01/2002

Date Removed &

Phone & Date Added v

01/01/2000
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Action Buttons

The Action Buttons in New ClientTrack look different! However, they provide the exact same functionality you’ve come
to expect from version 19.

ClientTrack 19 New ClientTrack

Case Enroliment Case
Enrollment Description Members
e Members
Description & N
“ Current
« Current ° SNAP-CA--SHCA 1

o County—PSH-CBRA 1 I Edit Enroliment Workflow
IR Edit Enroliment Workflow A Add Family Member

A Add Family Memb Q, View Case Members
amiy Member

) Te:« P RHY Aftercare

Q View Case Members 0 Update/Annual Assessment

I RHY Aftercare < Link Assessments

‘D Update/Annual Assessment Q Associated Assessments

= Exit the Enrollment

= Link Assessments rom Provide

ice Il Review Entry Assessments
Q Associated Assessments

W Delete Enroliment
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Before the live demonstration...
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