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Stanislaus County Community System of Care 

HMIS User Data Entry Manual 

A guide to navigating ClientTrack v.15, a web-based case management tool, including entering basic 

client information, fixing common data entry errors and running reports. 
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Logging into ClientTrack  
 

Turn off ñPop-up Blockersò     

  

1. Passwords are case sensitive 

2. Never let your Internet Browser store your login or Password 

3. Remember: Sharing your User Name and password is NOT PERMITTED!  

 

Workgroup: _Modesto Users 2020   

 

If you have access to more than one organization, it will appear in the Organization dropdown,  it is critical 

that you make sure to change to the correct organization prior to entering data on a client. 

 

www.clienttrack.net/modesto 
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Overview of ClientTrack Features  

Home Dashboard  

 

 

Home Dashboard (Pinned)   

 

Home Dashboard: This is your ñHome Workspaceò as a user. Here you can view information 

specific to you, like your user configuration. Create and run reports, view current enrollments, 

paused operations, view recent clients and submit issues.  

Menu Navigation Pane: Collapsed by default.  

Workspace Carrousel: Allows you to navigate from workspaces with one click and view 

previous information open or launch specific functions (search for client or start workflows). 

Menu Groups: Are the Header for what Menu Options are available. 

Menu Navigation Pane 

Workspace Carrousel 

Global Search 

Home Dashboard 

Pinned/Expanded 

Menu Groups 

Menu Options 

Workspace 

Carrousel Pane, 

see page 9 
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  Client Dashboar d 

 

   Blue Action Arrow Functions  

 

Edit Project Enty Workflow: Only use this to correct any data entry errors, as this will 

change the baseline data. 

Re-enter the Enrollment: Use this feature to re-enroll a client who was accidentally exited 

or for Outreach clients who return prior to 90 days, this option should be used sparingly and 

is only allowed in certain circumstances.This function will only show after a client is exited.  

Add Household Member: Use this feature if a new household member needs to be added 

to the household and enrolled after an enrollment has already been established. 

Edit Enrollment: Only use this function to view all case members associated with 

enrollment. 

Update/Annual Assessment: Use the Update/Annual Assessment to conduct annual 

assessments or capture changes to clientôs status since enrollment. You will also use this 

workflow to update an enrollment with a Move-In Date (RRH projects) and Engagement 

Date/PATH Enrolled Status (Street Outreach/PATH projects). 

Exit the Enrollment: To exit a client from enrollment, you will be prompted through the exit 

workflow, for the client and all household members if applicable. If you need to only exit one 

household member, go to the specific household memberôs client record and conduct the 

exit workflow without exiting the household. 

Client Notifications 

Client Family 

Action Arrow 
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Client Dashboard (Pinned)  

 

 

Search for Client                                              Intake (Start Workflow)  

 Client Family Members                                     Action Arrow 

Client Notification                                             

 

Search for Client: You should ALWAYS conduct a search for the client prior to entering a 

client into the system, remembering the ñLess is bestò mentality. Start with last 4 or SSN and 

then search again using ONLY the first few letters of the first/last name and not rely solely 

on the social security number or birth date, as those elements have a higher rate of missing 

or inaccurate data. Another option for searching is to search different spellings of the clientôs 

name and remember to search for nicknames such as ñJoeò in addition to ñJosephò.  

 

Intake: Use this to start the workflow for all enrollments regardless of the funding source 

(CoC, ESG, RRH, HP, SSVF, RHY, and PATH) 

Action Arrow: (Blue Action Arrow) Use this to launch the functions you have access to for 

each enrollment.  

View from 

Dashboard  

Pinned/Expanded 

Search for 

Client 

Start HMIS 

Workflow 
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Client Record  

 

Client Demographic Information: Shows the Client Name, DOB, Age, Gender, Ethnicity, and Race 

Program Enrollment Information: Shows the Enrollment Description (Program you enrolled the client in), 

How many case members are enrolled, Project Start Date, Housing Move-In Date (if applicable), Program 

Exit Date, Case ID, EnrollID, Number of Days Enrolled, Exit Destination, Organization, Last Assessment 

Completed, and Program Type 

Client Referrals and Services: Any Referrals or Services provided to the client. 

Workspace Carrousel  

 

Workspace Carrousel: Allows you to navigate Right or Left, allows you to click on the icons to directly 

perform the functions below. Icons include Home, Clients, Issues, Providers, and Reports. 

                         Home:                                        Clients:                                  Reports: 

                                               

Program Enrollment 

Information 

Client Referrals 

Client Demographic 

Information 

Option to perform function directly 

from this screen: 

Find Client or Intake (Start Workflow) 

Client Services 










































































































































































































































































































