HOPWA HMIS Work Flow

Service transactions

1.  Add a Need
1.   Click the Service Transactions link under the green navigation tabs. 

	

	
	


2.   The screen will refresh and display the Service Transactions screen.
3.   If the Need or Service will apply to other members of the client’s household, click the checkbox(es) next to the applicable clients.  Names will only appear here is there are other members of the household.

4.   Select the provider assigning the Need or Service from the Provider picklist.  This is the same as your agency.
5.   Enter the date the need or diagnosis was established in the Date of Need / Diagnosis field. This must be in mm/dd/yyyy format.

6.   Select the need or diagnosis from the Need/Diagnosis picklist, or click the lookup button to select the need from a complete taxonomy list.  The picklist has already been configured for you, you should not need to use the taxonomy lookup feature.  If you wish to add a new service not found in the picklist, contact DYNS Services.

a:    If you clicked the lookup button, the Taxonomy window will display. Select a 

taxonomy type from the Code Set picklist.

	

	
	


Note:     If you use the Lookup button, we suggest that you drill-down through the Needs list and select the most specific Type possible. This will provide better reporting data. If the need selected is for making a referral, the top three or four levels may offer the best search results.

b:    A list of corresponding taxonomy codes will appear. To see the sub categories of a 
Code, click the name, such as Basic Needs. The sub categories will appear. 

c:    To view information about a category, click the View hyperlink. The screen will 
refresh and display the information in the right panel. 

d:    Each time you click a sub category the screen will refresh and add a button that will 
return you to the previous level. In this case, the Return to Level 1 button appears. If you 
go another level deeper, a Return to Level 2 button will appear. Clicking the Reset 
Search Form  will return you to the initial Taxonomy screen, which is the same as 
Return to Level 1 in this situation. 


e:    Click Select next to the appropriate code. The need and the associated code will 
automatically display in the Need/Diagnosis fields. 

Note:     Codes available for indicating a need are: InfoLine/AIRS Taxonomy of Human Services, ICD-9-CM, and the DSM-IV-TR. Users are given access to the code sets by their Administrators. 

7.   If there are any costs associated with the need, enter the amount in the If Need is Financial, Amount field.

8.   Identify the Overall Need Status with the picklist provided.

9.   If there are any additional notes about this need, then type them into the Notes About Need textbox.

10.  Click Save Changes. The screen will refresh and display four new sections, which you will need to scroll down to see.

2.  Add a Service
Now that a need has been identified for your client, you can provide a service to help your client meet that need. This function is done from the Service Transactions screen under the ClientPoint tab.

1.   To add a service for this client’s need, click Add Service in the Services Provided for Need Identified section. You may have to scroll down to find this portion of the screen. 

2.   The Service Provided Data window will display. 
3.   Select the provider providing this service from the Provider picklist, this should be your agency.
4.   The need you selected will automatically be listed in the Service field. Select that service is the same as the need.

5.   If different from the current date, enter the Service Start Date in mm/dd/yyyy format. 

6.   If known, enter the Service End Date in mm/dd/yyyy format. 

7.   If applicable, select a Provider-specific Service from the picklist. There are no provider specific services for HOPWA.
8.   If there is a cost associated with this service, type the costs into the Cost of Service 1 and Cost of Service 2 fields.

9.   Select the method of payments for the Costs from the Source 1  and Source 2 picklists. HOPWA has three primary cost sources:  HOPWA TBRA , HOPWA Perm and HOPWA STRMU.  Other sources may be selected if HOPWA funds are not used.
10.  If there is any additional information associated with this service, type it into the Service Notes  textbox.

11.  If this service needs a follow-up, enter a date into the If Follow-up Needed, Projected Follow-up Date in mm/dd/yyyy format. 

12.  Click Save & Exit. The Service Provided Data window will close.

13.  The information you entered will display in the Services Provided for Need Identified section of the screen.
3.  Adding Multiple Services
You may have noticed when adding a single service that there is a button for entering multiple services. This comes in handy when a client requires several services for an identified need or needs, but only works for services in your pre-defined service transaction list, which is set up by your administrator. Enter multiple services from the Service Transactions screen under the ClientPoint tab.

 1.   To enter multiple services for this client, click Enter Multiple Services  in the Service Transactions screen. 
2.   The Multiple Services screen will display. 
3.   Select the provider providing this service from the Provider picklist, this should be your agency.

4.   If different from the current date, enter the Service Start Date in mm/dd/yyyy format. 

5.   If known, enter the Service End Date in mm/dd/yyyy format. 

6.   Identify the needs and services you will add from the pre-defined list established by your system administrator. 

7.   Enter the quantity of services that will be provided. 

8.   Enter the Status of the service to be provided, for instance “Identified.”

9.   Click the checkbox by any additional household members you would like to add. 

10.  Click Save Changes  to return to the Service Transactions screen.

4.  edit Needs and Services
1.   From the Client Profile screen, click the Service Transactions link. The screen will refresh and display the Add a New Need/Service screen. 
 2.   Click View Past Needs/Services. The screen will refresh and display a list of past needs and services for the client.
3.   Click the pencil icon[image: image1.png]


 to the left of the desired need/service. The screen will refresh and display the need/service information.

4.   Edit the desired information.

5.   Click Save Changes.

6.   Click Exit to return to the Add a New Need/Service screen.
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