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Procedure: Setting up a Site

This function requires access to the My Agency command.

Note: Complete the steps below once for EACH Grantee from which your agency receives
HPRP funding. For example, if your agency receives funds from two Grantees, you must
perform the steps two times, creating two Sites and two Programs. The Program Name,
Site Name and Grantee Name must all match within each Program.

Click on My Agency in the Main menu.

Click on the Sites command in the My Agency menu. (If you receive
funding from multiple Grantees, set up one Site for each Grantee and

include one of the Grantee names in the Site Name.)

Site Type:

T admin T Beds I Services I Special Needs Only

C Site Name:

Site
Description:

Continuum of
Care

| iSelect)

Site
Configuration
Type

| iSelect)

[
[

Housing Type

(Select)

Address 1:

Address 2

City:

State:

(MNone)

Zip:

Phone:

Hours:

Contact
Marme:

Contact
Phone:

Contact Email:

Sawve I Cancel

Procedure: Setting up a an HPRP Program
This function requires access to the My Agency command.

1.
2.

Click on My Agency in the Main menu.

Click on the Programs command. Click on New to create a new
Program or the Edit icon to update a current Program as shown

below.




» Program Type |HDmeIessness Presvention and Rapid Re-Housing j

Program Name |HpRp —

Program Description |

Expected Length{days) |

—_—)  Site INDnE j

HPRP Program:| [y €

»  Funding Source:| 7 Fultan HPRP {Grantee - Fulton County (excluding Atlanta) }

Gender Served:| [T malE [T FEMaLE [T TRANSGENDER

Household Type:| [Si4 Single Males {18 years and older) =
SF Single Females (18 years and olden
SMF Single Males and Females (18 years and ﬂ

CO Couples Only, Mo Children

SM+HC Single Males and Househalds with Chil = ﬂ
4| » 4

3. Select Program Type: Homelessness Prevention and Rapid Re-
Housing.

4. Enter HPRP for the Program Name. (If there are multiple Grantees
add one of the Grantee Names to the end of the Program Name. For
example: HPRP-Augusta, and HPRP-GA State Program)

5. Select the Site (If there are multiple Grantees, select the Site Name
that matches the Program Name.)

6. Select the HPRP Program check box. Then select the name of a
single Grantee associated with this Program. (For multiple Grantees,
you must choose the Grantee Name that matches the Site and
Program names.)

7. Enter values for the other required fields (they are in bold).
8. Click on Save.

9. Complete any proceeding pages and click Save.

Procedure: HPRP Preferred Services Need Codes

The eleven (11) HPRP Service Need Codes shown below have been automatically added to the
Preferred Services List for all HPRP Sub-grantees.

1. Do not edit these Need Codes.
2. Do not delete these Need Codes.
3. Do not add any of these Need Codes to your Preferred Services List yourself.
(If necessary, contact the Pathways Support Team and we will add them for you.)




The eleven (11) HPRP Service Need Codes:

Financial Assistance Need Codes Housing Assistance Need Codes
BR-300.700 Rent Payment Assistance Ph-100 Case Management
BR- ggggﬂit TJ- Outreach
300.725 Assistance 650.630 Programs
BR- Depost BH- Search’
900.915 Assistance 390.310 Assistance
BR- gg'y'%eBA't' FT Legal
900.910 Assistance Services

Moving DD- Credit
BH-500 Assistance 500.150 Counseling
BH- Homeless
180.850- Motel
53 Vouchers

Below is a sample of how the codes are shown on the Agency Preferred Services Page.

[ £y

Agency Preferred Services

Service Details Defaults
Site Service Service Outcome Disbursement Referral Reservation Program
Code Description Flag Flag Flag Flag
ATL PH-100 [Case/Care ISeNicesPruvided vl INU vl INU vl
eadguarters Managerment
ATL bD- Credit [Services Provided  =||  [No =] Mo || [Mo =] [|No =]
Headguarters|500.150 |Counseling

Note: Do not edit these Need Codes, Do not delete these Need Codes and Do not add
any of these Need Codes to your Preferred Services List yourself (If necessary, contact

the Pathways Support Team and we will add them for you.)




Procedure: Verify/Update the Client’s Demographics and Housing
Status

1. Search for the Client to verify that the client is in the database.

Client Search

¢ Client Key Search

Client kKey
| [ Include Household Members

@ advanced Search

First Middle Last
Identification Date of Birth Gender

| I (None) =

Street Address

City State Zip County
| I(Nune) j I (Mone) =

Program {Name - Type - Site)

I(Nune) j
Search | Resetl

2. Perform an Intake for the Client if necessary. Do NOT enroll the client in a Program yet.
3. Activate the Client if necessary by clicking the General link in the Results list for the

Client.
= 1 D D To
B = D D = Pro = )
E 0 0 0 E 0 E 0
BE4INZ|HH*+* mover, 0713 29 |10/21/2009| 07/12/2013 ( General [ Process Add Discharge
C2O812|**** %2323 |mover, AL 17 |10/28/2009| O05/15/2012 |General |Process Add
253400 FF*F 4013 [MOVER, Ald 23 [10/26/2009) 06/22/2013 | General [Process Add Discharge




4. On the Client General Information page, verify/enter demographic information for the
Client.

Client General Information

|854302—mwer, TERR | 1o | Age B mail 3]

First Name riddle Marne Last MName Suffix

Current ID?1 3 I Imover I
Previous l— I I l—

Comprehensive Client Report Save | Updated 10/01/2009

ID Type IFu|| SN vl Identification IDDD IDD IDDDD Date of Birth/Age Iggl;ggﬂggn og

Gender |Femalej Marital Status |(Ngne) j

Yeteran IDDn't know 'l Ethnicity INDn—Hispanic 'I

Race|[check all that apply]

V¥ &sian [~ Black or African smerican
" amer-Indian or &laskan [~ white
[ Pacific Islander [ Other

Housinaes =2 refarmation

As OJf 07/13/2009 Housing Statusfierally homeless -
Disabling CnnditinnIND = Chronically HDmeIessIND =
ZIP Code (last permanent address)lDDnnt know j |
Prior Night's Residence( Staying/living with friends =
Length Of Stay (in Prior Night's Residencel|nns i three manth |

5. Verify or update the Housing Status and the As Of date. Click Save. (Note: The As Of
date must be the same as or earlier than the Program Entry Date.)

Procedure: Update Household Information

1. On the Client menu, click the Household command.

2. Verify that the Household list is correct. Move clients into and out of the Client’s
Household as needed.
Household List

BB4302-mover, 0713 =] [0 [ 2= [NEAT

Client Key Mame Age Relationship Anonymous Select New Relationship

864302 mover, 0713 | 29 |Head N m| IHead LI

Q02559 Mower, Baby 12 | Child ] - |Chi|d LI
tove To New Household towe To Existing Household Update Relationships




3. Perform an Intake for Household members that are not already in the database by
clicking the Add link for the Client on the Search Page Results List as displayed below.

Client Information GoTo ...
ID Mame Age Last Authorization General Process Add new Discharge
service Expiration page this household this
date client memhar client
BE4302* e mover, 0713 29 110/21/2009] 07/13/2013 |General | Process Add  JDischarge
CZOZ12[**¥*** 2323 \mover, AL 17 [10/28/2009| O5/15/2012 | General | Process A
2EI400***E*E* 4013 [MOVER, AAA 23 |10/26/2009] 06/22/2013 | General | Process Add Discharge

4. Follow the prompts and complete the necessary pages.

Procedure: Enroll the Client in one HPRP Program
Note: Enter this transaction once, before entering any HPRP Service transactions.

1. On the Main menu, click Search. Search for the Client if necessary.

2.
the Client.

Client Information
ID Name Last
service

date

Age

Expiration

Go To ...

page

In the Results list, click on the Process link under the Process this Client column for

this
client

household
member

Authorization General Process Add new Discharge

this
client

BE4I02|*F**F** mowver, 0713 29 |10/21/2009| 07/12/2013 | General | Proce: Add Discharge
CREOB12|***¥**2303 [mover, &A 17 (10/28/2009] 051542012 |GeneralY\Erocessd Add
ZE3400|** *** 4213 [MOVER, AdA 23 |10/26/2009) 06/22/2013 | General |Process Add Discharge

3. On the Processing Options page, select the Program Information check box. Clear all
other check boxes. Click Next.

rocessing Options

529812-mover, A4l **** *2323 [0

¥ General Infarmation (Mame 8 Demographics)

" Contact Infarmation

" Residence Infarmatian

™ Special Needs

[T Income Infarmation (Employment & Benefits)

¥ program Infarmation {Mame 8 Entry Infa)

Back |ﬂ|

4. Enroll the Client in one, and only one, HPRP Program, as shown below

Note: The Program Entry Date must not be earlier than the As Of date for the Client’s
Housing Status.)

5. Select the County, click Next.




Process Program Enrollment Information

[ed s2oa12-mover, asfi]***** 23230 17]

New Program Enrollment

Program
Mame

Program I11ID4£2EIDE’I

Entry
Date

County IElibb v|

Back | Skip | Next

6. Click Finish on the Processing Complete Page.

Procedure: Enter an HPRP Service Transaction
Note: Repeat this transaction as often as needed.

1. On the Main menu, click Search. Search for the Client if necessary.
2. Activate the Client by clicking the Last Service Date link in the Results list. If the Client
is already activated, then on the Client Visit menu, click the Services command.

Client Information GoTo ...
ID Mame Age Last Authorization General Process Add new Discharge
service Expiration page this household this
date client member client
CE4I02[**ww* mover, 0713 20Q40/21,/20 07/12/2013 |General |Process Add Discharge
E2Q812(****%2323 |mover, Al 17 [10/28/2009| 05/15/2012 |General |Process Add
2E3400[* 4013 [MOVER, A44 23 [10/26/2009] 062242013 | General | Process Add Discharge

3. Click on the HPRP Services link.

Client Services Information

Client I529812-m0ver,AAjﬁ*****2323 Ager\'lail
New Services HPEP Services

Service Agcy Outcome MNote HPRP Refer Dish

Date Type To Amt
10/28/2009 | FEE |i§ BH-180.850-53 Homeless |Services F 400.00
Add HPRP [#] Motel VYouchers Provided

Heed
09/24/2009 | FEE 'ﬁ PH-100 Case/Care Services H
Add HPRP Ii] Management Provided

Meed




4. Editthe Service Begin and Service End dates (if necessary).

Update Services Information

| E2981 2-mover, As v) ﬁ *kx x93 OO 17 RUET

Service Information

Service Begin Date ||11/04/2009

Service End Date |[11/04/2009

MNeed Information

MNeed I ,‘J
Financial Amount | § I /
HPREP Case I
Management Time
HPREF Funding IFuItDn HFREF LI /

Mote

|-

Cutcome ISewices Prowvided ;l %jighursement [T referral

Savel Cancel I /

Preferred Services

Code Description HPRP Type
PH-100 Case/Care Management Housing
DD-500.150 Credit Counseling Housing
BH-180.850-53 Homeless Motel Youchers Financial
BH-390 Housing Search and [nformation Housing
FT Legal Services Housing
BH-500 Maoving Assistance Financial
BR-550 Maoving Expense Assistance Financial
TJ1-650.630 Outreach Programs Housing
BR-300.700 Rent Payment Assistance Financial
BR-300.725 Rental Deposit Assistance Financial
BR-900 Utility Assistance Financial
BR-900.910 Utility Bill Payment Assistance Financial
BR-900.915 Utility Deposit Assistance Financial
Cancel |

5. Select the appropriate HPRP Service Need Code the Client will be receiving.
6. If the Service is for Financial Assistance, enter the Financial Amount given.
7. Enter any additional information needed. Click Save.

Procedure: Discharge the Client from an HPRP Program
Note: Enter this transaction once, after entering all HPRP Service transactions for the Client.

1. On the Main menu, click Search. Search for the Client if necessary.
2. Inthe Results list, click the Discharge link for the Client.




Client Information GoTo ...

D Name Age Last Authorization General Process Add new Discharge
service Expiration page this household this
date client member rliant
SE4I02|*F*FFFF mover, 0713 29 [10/21/2009) 07 12/2013 | General | Process Add | Discharged
E29212|**** %2323 (mover, AA 17 |10/28/2009| 05/15/2012 |General |Process Add
ZEI400]** 4013 MOYVER, Ad4 232 [los26/2009] 06/22,/2012 | General [ Process Add Discharge

3. Enter information into the Client Information and Discharge Income Information

pages as needed, or navigate past these pages.
4. Onthe Program Discharge page, select the radio button for the HPRP program.

Program Discharge

IR 253400-MOVER, Anaff) **** 421300

Program Name Bed Information Entry Date Expected Exit Date Discharge
HPRP Re-Housing 09/10/2009 12/04/200N s

Discharge Information

Exit Date Reason For Leaving

[[1/0472009 [(None) =]
Destination

I(None) j

Back [ Finish |

5. Enter the Exit Date, Reason for Leaving, and Destination.
6. Click Finish.




