
HMIS New User Training Checklist: 


Pre-Training
1. [bookmark: _Hlk150240744][bookmark: _Hlk159335574][bookmark: _Hlk148357349][bookmark: _Hlk148600405][bookmark: _Hlk148355443]All Users must watch the following video: 
HMIS Background Info: https://www.youtube.com/playlist?list=PLjmjCnk_E5MbCVQrMPmICQRm2aS4l7h1z

2. Each user must watch the videos in the playlists below that pertaining to the project types they will do data entry for. The Agency Administrator will tell you which playlists to watch: **Supervisors, please inform your new user(s) of the project types they have access to and the entry type associated with said project types.**

· [bookmark: _Hlk148447999]Services Only / Case Management (SSO): https://youtube.com/playlist?list=PLjmjCnk_E5MaMJv_XmNcWSWThRWxGzHd-
· [bookmark: _Hlk148431345]Transitional Housing (TH): https://youtube.com/playlist?list=PLjmjCnk_E5MYnpR70OBiQWz7V9YqtDYLM
· [bookmark: _Hlk148606567][bookmark: _Hlk148603694]Homelessness Prevention (HP): https://youtube.com/playlist?list=PLjmjCnk_E5MY0Iv4b-BbhCvUaUqxmbyOu
· [bookmark: _Hlk141353531]Street Outreach (SO): https://youtube.com/playlist?list=PLjmjCnk_E5MZripauqbTZ78r9Y7j4R4iR
· [bookmark: _Hlk145597281]Permanent Supportive Housing (PSH/OPH): https://youtube.com/playlist?list=PLjmjCnk_E5MZBKCwV5MjPnNsYjxbaH9YX
· [bookmark: _Hlk141353471]Rapid Rehousing (RRH): https://youtube.com/playlist?list=PLjmjCnk_E5MYVU_Y2XRWj8DSnBpfstfOx
· [bookmark: _Hlk141353486][bookmark: _Hlk112163361]Emergency Shelter (ES): https://youtube.com/playlist?list=PLjmjCnk_E5MaQ81QTr6cygPA7JN5rzeHb 
· Runaway and Homeless Youth (RHY) 
https://www.youtube.com/watch?v=6GR7MapRd_s
· [bookmark: _Hlk148603759]Projects for Assistance In Transition from Homelessness (PATH) 
https://www.youtube.com/watch?v=lb0JDBwLUZM
· [bookmark: _Hlk169863699][bookmark: _Hlk160633068]Service Transactions 
https://www.youtube.com/watch?v=Goz4SBBWUjA
· VA (SSVF & GPD)
https://www.youtube.com/watch?v=KldLQWN8KSM
· [bookmark: _Hlk162940470]Documentation & Case Notes
https://www.youtube.com/watch?v=T6QAmTIWy5c 
[bookmark: _Hlk148445887]
3. [bookmark: _Hlk130383463][bookmark: _Hlk159317910]Send verification of completion of training videos. Only check off video playlists that are listed above and that you’ve watched. (Agency Administrator MUST sign form) 

4. [bookmark: _Hlk148351506][bookmark: _Hlk148447314]Access HMIS Training Site and set new password: 
https://wscs.wellsky.com/cnyhmis_training/com.bowmansystems.sp5.core.ServicePoint/index.html#mainPage
· [bookmark: _Hlk104564814]The password you were provided with is temporary. Once you login, it will expire and prompt you to set your own password. 

5. Complete pre-training exercise
· Create fictional client
· Create household 
· Add Release of Information (include all household members) 
· Create an entry (include all household members) 
· Do not complete the assessments; we will go over them during training. Just include household members, answer “relationship to head of household question, then scroll to the bottom of the page and click “save and exit”. 

6. [bookmark: _Hlk101780721]Send fictional client’s ID number to the System Administrator (me)
· The System Administrator will confirm pre-training exercise and send training zoom link

Day of Training
· Attend 2-hour virtual training
· Please make sure your microphone works 
· If you are more than 15 minutes late, you will not be able to join the training

Post-Training 
· Complete post-training exercise
· Complete the HMIS Ethics Form on the HHC website: https://www.hhccny.org/hmis/hmis-documents/ 
· Receive HMIS Live Site username/password
· Log into HMIS Live Site and set new password: https://wscs.wellsky.com/cnyhmis/com.bowmansystems.sp5.core.ServicePoint/index.html
· The password you were provided with is temporary. Once you login, it will expire and prompt you to set your own password. 

Read-Only Users:  
· Only need to complete steps 1, 2 and 3 (if applicable). 
· Pre and post-training exercise do not need to be completed.  
· User Ethics policy must be completed before obtaining access to the live site.  

Good afternoon, 
 
You are receiving this e-mail because you are signed up for the HMIS New User Training on February 6th at 9 am. You have 30 days from when this email is sent to complete the entire training process. Please let me know if this training date does not work for you, and we will adjust the 30-day mark. If you fail to let me know, and you do not complete training within 30 days, you will be put back into the rotation of new users. The following items MUST be submitted and completed by 1 pm on 2/4 to be admitted to the scheduled training:
  
1.       Send the video verification form signed by you and your administrator 
2.       Send the client ID of the data entry exercise, and I will verify that the data is accurate. (You must have the training link or the okay to attend training by 1 pm on 2/4)
 
Please take some time to watch the HMIS training videos and then log into the training site and get some practice with the system by completing a pre-training exercise. All links and necessary resources can be found below: 
 
· HMIS Background Info: https://www.youtube.com/playlist?list=PLjmjCnk_E5MbCVQrMPmICQRm2aS4l7h1z
· [bookmark: x_x_x_x_x_x_x__Hlk162940470]Documentation & Case Notes: https://www.youtube.com/watch?v=T6QAmTIWy5c
· Services Only / Case Management (SSO): https://youtube.com/playlist?list=PLjmjCnk_E5MaMJv_XmNcWSWThRWxGzHd-
 
You need to complete the pre-training exercise in order to get the training Zoom link. Otherwise, you will not be permitted to attend the training. Once you complete the exercise, please send me your fictional client’s ID number. If you are struggling with the tasks below, please ask a supervisor or another coworker who is in HMIS to help you.
 
[bookmark: x_x_x_x_x_x_x__Hlk148351506][bookmark: x_x_x_x_x_x_x__Hlk148447314]Pre-Training Exercise includes the following: 
 
·        Training Site Link: https://wscs.wellsky.com/cnyhmis_training/com.bowmansystems.sp5.core.ServicePoint/index.html#mainPage
·        Create a fictional client
·        Create household 
·        Add Release of Information (include all household members) 
·        Create an entry (include all household members) 
·        Once you include the household members, scroll to the bottom of the assessment and click save & exit. Please do not complete any other tasks, only the ones listed above. 
 
Your username is: 
The password the first time you log in is: password2026
                *Password will expire upon logging in. You will need to create your own password in the boxes provided on the screen*     
 
Day of Training
· Attend 2-hour virtual training ( may run over two hours, so please plan accordingly)
·        Please make sure your microphone works! 
· If you are more than 15 minutes late, you will not be able to join the training
 
 
If you have any questions, please let me know.
 
Thank you,
















Good afternoon,
 
Thank you for attending the new user training. As I mentioned during the training, everyone must successfully complete their data entry exercise independently to gain access to the HMIS live site. Once you are done, please send me your client’s ID #.
 *The deadline to complete this exercise is by 1 pm on . If the exercise is not complete by then, you will be put back into the rotation for training.*
 These are the instructions for the post-training exercise:
 Data Entry Exercise for one-person households. You can continue with client # and the entry you already created:
· Fill out the entry assessment (must give client income on entry assessment)
· Add an interim assessment, and update the income information (End previous income, add new one, and update the total monthly income box)
· Exit the client from your project
· Add yourself as a case manager (Clients)
· Add a goal and a case note (Clients)
 
Please remember there is no need to do more than is required.  You can always do more than one and practice on your own later. 
 Additionally, I also attached the training PowerPoint with everything we discussed during the training.
 If you have any trouble completing the exercise, you can re-watch our training videos as a refresher, they show you how to do everything step by step. Also, remember to ask a coworker or supervisor for help. Here’s the link: https://www.hhccny.org/hmis/hmis-training-videos/ We also have some workflow documents you can take a look at: https://www.hhccny.org/hmis/hmis-documents/
 Please keep all emails in this thread.
 If you have any questions, please let me know.
 
Thank you.
Good afternoon, 
 
Thank you for attending the new user training. As I mentioned during the training, everyone must successfully complete their data entry exercise independently to gain access to the HMIS live site. Once you are done, please send me your client’s ID #. 

*The deadline to complete this exercise is by 1 pm on Thursday, January 29th. If the exercise is not complete by then, a new request will need to be submitted, and you will be put back into the rotation for training.*

These are the instructions for the post-training exercise:

Data Entry Exercise for households/families. You can continue with client #127 and the entry you already created:
· Fill out the entry assessment for the head of household (must give client income on entry assessment)
· Add an interim assessment, include all household members, and update the head of household’s income information (End previous income, add new one, and update the total monthly income box)
· Exit all household members from your project 
· Add yourself as a case manager (Clients)
· Add a goal and a case note (Clients)

Please remember there is no need to do more than is required.  You can always do more than one and practice on your own later.  

Additionally, I also attached the training PowerPoint with everything we discussed during the training. 

If you have any trouble completing the exercise, you can re-watch our training videos as a refresher, they show you how to do everything step by step. Also, ask a supervisor or another coworker for help. Here’s the link: https://www.hhccny.org/hmis/hmis-training-videos/ We also have some workflow documents you can take a look at: https://www.hhccny.org/hmis/hmis-documents/ 

Please keep all emails in this thread.

If you have any questions, please let me know. 

Thank you.




Hi,
 
Your HMIS Login is now active. Here is the information you need to log into HMIS:
 
User name: 
Password: 
This password you were provided with is temporary. Once you login, it will expire and prompt you to set your own password.
 
Here is a quick link to the live website. I added this right in my bookmarks bar for easy access!
Live Website: https://wscs.wellsky.com/cnyhmis/com.bowmansystems.sp5.core.ServicePoint/index.html

Should you have any issues logging in or if you have any additional questions, please don’t hesitate to reach out.
 
Thank you!
