** Adding Funding and Expense to HMIS

Last edited 09/26/25 10:01 AM

SEARCH FOR A CLIENT App cuent ()

e Log in to HMIS and search for O matner st ==
the Client_ ?"ﬁ Mother Test (She/Her/Hers; Alias:Momma-Tess) 10/31/1957 | Age:67 1131 Yes
. Open the Client, S Proﬁle. Mr. Mother Test (He/Him/His) 01/01/1965 Age: 60 KXXX Yes
@ Help: Howto search for a client
Mother Test (She/Her/Hers)
PROFILE FROGRAMS ASSESSMENTS HISTORY CONTACT LOCATION FILES NOTES SERVICES
CLIENT PROFILE
 From profile, g0 1o programs tab | A
Social Security Number sk _wk 1131 7
Quality of SSN Full S5N Reported v
I ast Name Test
HIDQIam Mame
e Under the appropriate program,

select EDIT

Bl: BHBH Bridges Women's - ES

Emengency Shefter — Entry Exit
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PROGRAM: Bl: BHBH BRIDGES WOMEN'S - ES

Services
° Cho ose 13 ‘PI‘OVlde S eerce ’ and Alcohol & Substance Abuse Services Alcohol and Drug Abuse v
S el ec t th ea 1 cable serv l ce Case Management: Documentation Assistance Case Management v
pplicabl .
Case Management: General Case Management
Case Management: Health Care Services Health Care +
Case Management: Health Care Services Case Management v
Case Management: Income Benefits / Services Case Management v
Case Management: Referral to Other Benefits / Services Case Management v

e Complete the service entry form:

e Date: Enter the date the expense
occurred. Date: 0911512025 Time: 1320

e Expense Amount: Enter the total Expense Amount: _15.00 IExpense Date: 09152025
amount expended.

e Funding Source: Behavioral
Health Bridge Housing.

Referral to Community Resources for Food

Funding Source: Behavioral Health Bridge Housing (BHBH) .

e Click Submit to save the entry m
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Running Monthly Reports

e On the HMIS home screen, click
the multi-box icon in the top
right corner.

e Select Reports.

REPORTS ALFMDAR ATTENDAMNCE

Favorite Reports 5 report(s) ~
Data Quality Reports 5 report(s) v
| Service Based Reports 9 report(s) v |

Program Based Reports 22 report(s) ~

e From the drop-down menu, i st v
choose Service Based Reports. Pl ren g i)

Housing 5 report(s) ~»

HUD Reports 8 report(s) v

Community and Referrals 9 report(s) ~

AAgency Management 2 report(s) v
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e Locate [EXPS-102] Service
Expense Review and click Run.

Service Based Reports 9 report(s) ~

[ExPs-101] Funding Source Financial Detail I@RUN | [#] SCHEDULE | MORE INFO~

[ExPS-102] Service Expense Review % |®RUN | (2] SCHEDULE | MORE INFOv

[GNRL-102] Client List I@RUN | [#) SCHEDULE | MORE INFOv

[GNRL-103] Service Census [Service Based] I@RUN | [ SCHEDULE | MORE INFO
[GNRL-104] Service Summary [Service Based] I@RUN | [£) SCHEDULE | MORE INFO
[GNRL-111] Attendance by Days Served I@RUN | [ SCHEDULE | MORE INFO.
[GNRL-112] Client Address / Location I@RUN | [ SCHEDULE | MORE INFO.
[GNRL-211] Service Issuance Summary [Service Based] I@FRUN | [2] SCHEDULE | MORE INFOv

[GNRL-403] Public Alert Notice I@RUN | (2] SCHEDULE | MORE INFOv

e Enter report parameters:

v" Funding Source: Behavioral
Health Bridge Housing

v Date Range: Select the full month
of the invoice period

v Report Output: Choose PDF

REPORT LIBRARY

Service Based Reports

> [EXPS-102] Service Expense Review

Choose..

All

Behavioral Health Bridge Housing (BHBH)
Bridges SLE - TH- N/A

CalWorks and Realignment

Funding Source(s)

-_——

Report Date Range 09/01/2025 - 09/30/2025

Report Output Format () WebPage (8 PDF

() Excel

To Access Report:

e Press F5 to refresh the webpage.

e When a red circle with “1”
appears, your report is ready.

e Click the Bar Graph icon and
select the report.

COMPLETED

[EXP5-102] Service Expense Review

e m

Processed

[EXP3-1011] Funding Source Financial Detail
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The file will automatically
download to your local
Downloads folder.

Confirm that the balance on the
report matches the monthly
invoice total on your provider
invoice template.

Details.

Behavioral Health Bridge Housing (BHBH)

$35.00
Grand Total: $35.00
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