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ALLEGHENY COUNTY, PENNSYLVANIA HOMELESS MANAGEMENT INFORMATION SYSTEM

Re-Enrolling Previously Served Individuals-
HMIS Job Aid

This job aid will walk through how a project can re-enroll a household member (non-HOH) who was
previously exited and is returning.

How to re-enroll a previously served individual

Log into HMIS and select the Projects hyperlink on the upper right screen. Select the project and navigate
to the Enrollments screen.

Select the household where the person will be re-enrolled to navigate to the Household’s Enrollment
Overview screen.

Allegheny County HMIS - Training Clients Projects e @ Training Provider

Project = Close Emergency Shelter- Family > Enrollments

View enrollments b Search Clients

Emergency Shelter- Y
Family 2% Households | 2
Project Type
Emergency Shelter - Entry Exit Displaying 17 of 17 households. = Filters ¥ sort
Orgal

Clients Relationship to HoH Status Enrollment Period Household ID
Project ID 583

Edith Bunker (49) Self (HoH) £ Open 02/26/2024 -
Organization ID 72030.. ) E— 668910 (2)

Glol Child 4D Open 02/26/2024 -
Overview

Child 02/21/2024 - 03/12/2024
190111 (2)

Enroliments Self (HoH) 02/21/2024 -

From the Enrollment Overview screen. Click the Household button on the left to navigate to the Household
screen. Click the Manage Household button. From there, search for the returning household member using
the Search Client bar.

Allegheny County HMIS - Training Clients Projects Search @ Training Provider

Enrollment = Close Audrey Apple > Emergency Shelter- Family > Household

Audrey Apple

. Household Household ID 190111.. [
Project

Emergency Shelter- Family

Project Type Relationship to

Name Enroliment Period & pos Assigned Units (1) mclip
Emergency Shelter - Entry Exit HoH
Enroliment Period Aud Mass Shelter Family (D:
udre; ass Shelter Family (ID:
02/21/2024 - Y 02/21/2024 - (44) Self (HoH) v 1001156818 &
Apple 32)
Enroliment ID
272
Arthur Apple 02/21/2024 - 03/12/2024 (4) Child 1001156819 @
Enrollment Overview
% Manage Household Household Intakes Household Exits
Household
Assessments
Services

Current Living Situations
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In the search results, click the Add to Household button displaying next to the individual you want to re-

enroll.

Allegheny County HMIS - Training

Enrollment

Audrey Apple

Project
Emergency Shelter- Family

Project Type

Emergency Shelter - Entry Exit

Enrollment Period
05/01/2024 - Ong

Enrollment ID

335

Enrollment Overview
Household
Assessments
Services

Current Living Situations

ADMIN

Audit History

Clients Projects Admin = @ Ann Boyd
=¢ Close
Audrey Apple 2> Emergency Shelter- Family > it Househo!
wame Corvnnieny renva = uup i REIGUUIE I W AesIgIE v L1
/i Audrey Apple 05/01/2024 - en (44) @® HoH Self (HoH) Mass Shelter Family (ID: 31
Arthur Apple 05/01/2024 - 05/02/2024 en (4) O HoH Child -
& Back to Enrollment
Client Search
Search Clients
arthur Q, Search +8 Add New Client
0B ous
Displaying 1 of 1 client = Filters L sort
MCI 1D Name ® ssN © DoB
1001156819 & Arthur Apple B H (4) Add to Household
b

You'll see a pop-up that allows you to enter the new entry date and choose the household role (the unit
will be pre-selected and can’t be updated). Then you’ll complete the new intake assessment using the date
the client returned as their entry date and submit it to add the additional enroliment.

572024

Enroll Arthur Apple

Entry Date (Required)

03/14/2024

i

Relationship to HoH (Required)

Child

Unit (Required)

Mass Shelter Family (ID: 32)

Cancel
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For more information...

For assistance, please contact the Allegheny County Service Desk at dhs-servicedesk@alleghenycounty.us or
call 412-350-HELP (4357). Select Option 2 for the DHS Service Desk.

To access Service Desk Plus, go to: https://dhs-servicedesk.alleghenycounty.us/
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