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Updating Client Information in HMIS: A Step-By-Step Guide with Pictures 
 
Client records must be updated in HMIS every time their information changes, as well as twice annually- once during September and 
once during March (please refer to the full Update Policy for specifics and exceptions). 
 
To update your client’s assessment information, follow these simple steps: 
 
From the Start Page (when you log in to 
HMIS): 
 
1. Click on Client Lookup from the left-
hand navigation menu. 
 

 

Step 1: Click here! 
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2. In the box labeled Search 
Information, enter your client’s last 
name and first name into the 
appropriate text boxes, and click 
Search.  
 
3. You will see matching records 
appear in a box marked Agency 
Search Results. Click on the client’s 
name to open up their record. 
 

 

Step 2: Type then click here! 

Step 3: Click here! 
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4. Now you’ll see the client’s record. 
Click on the words Programs & Services 
from the top gold navigation bar. 

 

Step 4: Click here! 
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5. On the Programs & Services page, 
locate the grid that lists the program(s) 
your client has been enrolled into. 
Select the appropriate program by 
clicking on the program name. 

 
6. Now that you have ‘opened up’ the 
program record (much like you would 
open up a paper file), you will see the 
program name light up in green, and 
the program-related information 
appear on the page below.  
 
On the right hand side of the screen, 
you will see a button labeled ‘During 
Enrollment Assessment.’ Click on the 
button labeled ‘During Enrollment 
Assessment.’ 

 

Step 5: Click here! 

Step 6: Click here! 
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7. Now you will see a box appear that 
says “Choose Assessments.” Check the 
box next to each assessment type that 
you want to update at this time. Then 
click on the button that says ‘During 
Enrollment Assessment.’ 
 
In this example, the client went from 
part-time work to full-time work, so we 
selected both Employment and 
Income as the assessments to update. 

 
  

Step 7: Check boxes here, 
 

 then click here! 
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8. Now you will be prompted to answer 
the assessment questions for each 
assessment you selected. Complete 
the questions, then enter the 
assessment date.  
 
The Assessment Date is the date that 
you as the case worker verified that this 
new information was correct. Most 
likely, it will correspond with the last 
time you met with the client. If you are 
completing a required September or 
March update, the assessment date is 
the date that you are entering the 
information into HMIS. 
 
In this example, our client’s part-time 
job increased to full-time employment 
on February 16, 2013. We met with our 
client on March 16, 2013, verified her 
paystubs, and are now updating her 
information in HMIS. So, our assessment 
date is 3/16/2013.  
 

 
 

 

Step 8: Update info here! 

Tip:  
You can see the last 

assessment record you 
entered by clicking the 
button labeled ‘Show 

Last Assessment.’ 

Click 
here, 

 
and this 
box will 
appear 
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9. After answering all questions and 
entering the Assessment Date, click the 
button marked Save and Next 
Assessment. 

 

Step 9: Click here! 
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10. If you checked off more than one 
assessment type to update during Step 
6, then the system will bring up each 
assessment for you. Simply complete 
these assessments, entering the 
assessment date for each, and click on 
the button labeled Save and Next 
Assessment when you are completed 
with each assessment. 
 
In this example, you’ll remember that in 
Step 6 we also checked the box to 
update the Income assessment. So, the 
income assessment will now appear. In 
this example, our client earns $10.50/ hr 
at her job, and with her increased 
hours, her last month’s paychecks show 
she’s now earning $1,470.00 gross per 
month. She also receives Child Support, 
and received $150 in the last 30 days. 
We record both income sources into 
this assessment. Then we enter the 
assessment date, which you remember 
was 3/16/2013.  
 
Remember that if a client receives 
multiple sources of income, each 
source must be recorded during every 
assessment update, even if the amount 
has not changed from previous 
records. 
 
 

 

Step 10: Enter your data, then click here! 
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11. When you have completed the last 
assessment that was selected during 
Step 6, you will then be sent back to 
the Programs & Services page. 
 
You are now done updating the 
information for your client. 

 
 

 Additional Tips and Reminders for Updating Client Records 

Tip #1: Each client’s information is updated from their own Client Profile. So, to update information for more than one person in a 
household, you need to search for each client’s record separately, and follow the steps above for each. 

Tip #2: Remember that if a client receives multiple sources of income, each source must be recorded during every assessment 
update, even if the amount has not changed from previous records. 

Tip #3: Income is recorded for the last 30 days. So, it’s OK to wait 30 days after your client’s income has changed before updating it 
into the system. Just don’t forget to update! 

Tip #4: Employment information is often left out of the updates. Remember to record if your client loses a job or gains a job. 

Tip #5: Don’t worry about updating the hours worked for your client if their job is very unstable or on a per diem basis. Record the 
average amount worked at the initial assessment, and then update the information if their hours are permanently changed.  

Tip #6: Benefits for children are reviewed for many grant programs. Make sure to update this information for kids as well as adults! 

 

We’re back here! 


