Annual Assessments

“Annual Assessment(s)” is a “Master Assessment”* that is required for clients who have been enrolled in a Coordinated Entry** program
every 365 days or longer. Annual assessments are performed +/- 30 days of anniversary of the client’s project entry date. For more
information on Annual Assessments for program specific requirements, reach out to a supervisor or to
hmis@changinghomelessness.org.

* For instructions on how to view a list of “Master Assessments”, see Chapter 4: Client Workspace: Menu options, Folders, and
Subfolders/Assessments: Folder/ View List of Client’s Master Assessments

** For information regarding online resources, as well as where to find specific Federal HUD programs, see Introduction/Online Resources in the “HMIS
Basic User 2025 Manual”.

Initiating Annual Assessments via the Enrollments Folder

This is method 1* of 2 on initiating Annual Assessments**.

* For information and instructions on how to initiate an Annual Assessment via the Current Enrollment w/Most Recent Assessment subfolder, see
Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Assessments: Folder/Annual Assessments/Initiating Annual Assessments via the
Current Enrollment w/Most Recent Assessment Subfolder

** For information on editing assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Editing an Existing Enrollment: Editing Assessments

Steps to Initiate Annual Assessments via the Enrollments Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other
methods available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***


mailto:hmis@changinghomelessness.org

*For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the
“HMIS Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client:
Folder/Search for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.

***To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/\Workspaces in the “HMIS
Basic User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar menu option. ClientTrack will navigate to the “Enrollments” workspace container.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology
in the “HMIS Basic User 2025 Manual”.

Step 3: Click the action button*. Click “Update/Annual Assessment”. ClientTrack will navigate to the “HUD Program Enrollment”
workflow step in the “Assessment For Enrollment” workspace container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and
Buttons in the “HMIS Basic User 2025 Manual”.
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Annual Assessment via Enrollments Folder

Step 4: Verify the household enrollment members. Click “No Changes” if no enrollment changes were made. If any information is
updated, click the “Save” button. After clicking “No Changes” or “Save”, ClientTrack will navigate to the “Type of Assessment” workflow
step in the “Assessment For Enrollment” workspace container.
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Step 5: Click “New Annual Assessment”. ClientTrack will navigate to the “Universal Data Assessment” workflow step in the
“Assessment For Enrollment” workspace container.
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Step 6: Complete the assessment as applicable per the program’s requirements.



Initiating Annual Assessments via the Current Enrollment w/Most Recent Assessment Subfolder

This is method 2* of 2 on initiating Annual Assessments**.

* For information and instructions on how to initiate an Annual Assessment via the Current Enrollment w/Most Recent Assessment subfolder, see
Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Assessments: Folder/Annual Assessments/Initiating Annual Assessments via the
Enrollments Folder

** For information on editing assessments, see Chapter 5: Basics of Entering Data into ClientTrack/Editing an Existing Enrollment: Editing Assessments

Steps to Initiate Annual Assessments via the Current Enrollment w/Most Recent Assessment subfolder

Step 1: Navigate to the Home Workspace*.

*To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/\Workspaces in the “HMIS
Basic User 2025 Manual”.



Step 2: Select the “My ClientTrack” secondary sidebar* menu option. A dropdown menu will appear under the “My ClientTrack” folder.

* For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology
in the “HMIS Basic User 2025 Manual”.

Step 3: Select the “Current Enrollments” secondary sidebar menu option. A dropdown menu will appear under the “Current
Enrollments” subfolder.

Step 4: Select the “Current Enrollments w/ Most Recent Assessment” secondary sidebar menu option. ClientTrack will navigate to the
“Current Enrollments w/ Most Recent Assessment” workspace container.

Step 5: Navigate to the applicable client(s) by scrolling or using the search criteria*.

* For information on using the Current Enrollment w/Most Recent Assessment Subfolder, see Chapter 4: Client Workspace: Menu options, Folders, and
Subfolders/My ClientTrack: Folder/Current Enrollments: Subfolder/Current Enrollments w/ Most Recent Assessment: Subfolder.

Step 6: Select the “Perform Annual Assessment” copy icon. * ClientTrack will navigate to the “HUD Program Enrollment” workflow step
in the “Assessment For Enrollment” workspace container.

*To view a list of icons and buttons used in Client Track HMIS, see Chapter 1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and
Buttons in the “HMIS Basic User 2025 Manual”.

Step 7: Verify the household enrollment members. Click “No Changes” if no enrollment changes were made. If any information is
updated, click the “Save” button. After clicking “No Changes” or “Save”, ClientTrack will navigate to the “Type of Assessment” workflow
step in the “Assessment For Enrollment” workspace container.
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Step 8: Click “New Annual Assessment”. ClientTrack will navigate to the “Universal Data Assessment” workflow step in the
“Assessment For Enrollment” workspace container.
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Step 6: Complete the assessment as applicable per the program’s requirements. For more information on how to perform annual
assessments, reach out to hmis@changinghomelessness.net.
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