
: Basics of Entering Data into ClientTrack 

 

Client data is collected at three main points in the client’s participation in a program: intake, case management, exit.  ClientTrack* has 
functions to prevent incorrect or incomplete data from being entered.  Familiarizing with how these functions work (and how they do not 
work) will help in keeping these errors to a minimum. 

HUD* mandates inputting data into HMIS within 24 hours from the interaction with the client(s).  Data input timeframes are monitored by 
ClientTrack and HUD.  

* For online resources related to ClientTrack, see Introduction/Online Resources in the “HMIS Basic User 2025 Manual”.  
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ClientTrack Workflows  

 

ClientTrack utilizes built “Workflows”* for a given data collection process.  Using “Workflows” ensures that important steps in a process 
are taken, and that resulting reports can populate correct data.   

*For basic anatomy and methodology on “Intake Workflows”, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/HMIS Intake: 
Folder 

 

Navigating through a Workflow 

 



 

                                                                                                                                                Preventing Multiple Client Entries 

 

A “Workflow”* is a series of forms that constitute a data gathering process.  Each time a Workflow in ClientTrack is initiated, a “Workflow 
Navigation Pane” will open to the right of the secondary sidebar**. 

*For basic anatomy and methodology on “Intake Workflows”, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/HMIS Intake: 
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”.  

 

Best Practices to Search for Clients in HMIS. 



 

                                                                           Workflow Navigation Pane Anatomy 

 



 

Workflow Anatomy 

 

ClientTrack is designed to accommodate data collection needs for unique programs.  A workflow adjusts dynamically based on a variety 
of criteria.  As a workflow progresses, workflow form workspace containers change and dynamic progress is distinguishable via bold font 
in the workflow navigation pane.   



 

                                                                                                         Workflow Navigation Pane Progress 

 

 

Workflow Navigation Pane Progress 

 



 

Workflow Navigation Pane Progress 

 

 

Tips and Tricks – Navigating to Previous Workflow Forms in Workflows 

 



 

HMIS Intake Workflow Navigation 

 

Initiating a Workflow (Entry/Exit) 

 



Initiating Entry Workflows (Enrolling Clients in Programs) 

 

Entry workflows are initiated through a “Client Intake.”  Client Intakes are initiated through the “Client Intake” folder* in the Client 
Workspace.**  

*For information and instructions on the Client Intake folder, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders   

** 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”. 

 

Initiating Exit Workflows (Exiting Clients from Programs) 

 

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”.***    

* 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: Select the action button* next to the appropriate existing enrollment.  Select “Exit the Enrollment.”  ClientTrack will navigate to 
the Enrollment Exit workflow step in the HUD Program Exit 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”.     

 

 

Initiating Client Enrollment Exit 

 

Step 4: Navigate through the workflow* 



** For information and instructions on navigating through ClientTrack Workflows, see Chapter 5: Basics of Entering Data into ClientTrack/ClientTrack 
Workflows/Navigating through a Workflow in the “HMIS Basic User 2025 Manual”.    

 


