Agency Admin
Responsibilities




Users Projects




Monitor Monitor your agency’s data quality

Ensure data is entered in a timely fashion

Accuracy Ensure that your agency’s FY23-24 data is updated and accurate

Watch for duplicate/overlapping Entry/Exits

Ensure Housing Move-in Dates are added for all clients housed through
Rapid Rehousing and Permanent Housing projects

Current Ensure bed lists are accurate and up-to-date

Day-to-day
Monitoring
Tasks for
Agency
Admins



Data Quality Agency
Accountability

Agency Administrators are required to submit certification
to Pinellas HMIS stating that the Data Quality Reports were
reviewed, and any identified errors were corrected by their
agency end users by the 7th of each month.

The Pinellas HMIS staff will then run and review the reports
to ensure data quality, for all projects.



N

~ Adding and
Removing

End Users
from HMIS

/




Level Il Background
Screening ORI # and
Clearance Date

Most current DCF
s Bas‘lc.:s LAl Once the new user has completed the Please be sure to attach the signed
Certificate required documentation and End User Agreement, DCF HIPAA
prerequisites, Agency Administrators Basics, and Security Awareness
then complete the New User certificate the Wufoo request
Most current DCF Permission request Wufoo form form. There will also be a section for
Security Awareness online. Ensure to include the the Level Il Background ORI # and
training Certificate Workflow Training need. clearance date.

End User Agreement

form All of this information and forms can be found on

our help desk under Frequently Asked Questions:
Request a New User

New or Returning Staff Members Who Need HMIS Access



https://pinellashmis.zendesk.com/hc/en-us/articles/15917730140563-Request-a-New-User

New Staff
Members Who
Need HMIS
Access Cont.

After submitting the request form,
Agency Administrators should visit
the Community Calendar on the
HLA Website to find the
appropriate training that works
best for the new user and project

type.

The Zoom Registration Link can be
found by opening the training date
in the Community Calendar. New
Users will receive a confirmation
email once they have been
approved for training.
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Training Outline

Once registered for HMIS Workflow Training, an email confirmation is sent with
the Zoom link for live training, the new user must read the outline in preparation
and add trainings to their calendar.

Once Live Training is completed a follow-up email will be sent granting new user
access to the online training site (Talent LMS), the appropriate courses will be
assigned.

After the online Talent LMS training courses are complete, send a reply to the
email from step 2, and HMIS staff will start building the new user HMIS profile.

4. HMIS access will be granted and log in credentials will be emailed to the new
user.

5. Helpful links to additional training opportunities will be included in the email
granting initial access to HMIS. Please be sure the user is comfortable with the
HMIS Workflow and reach out if additional training is required.

6. A one-on-one follow-up training Zoom invite will be sent to complete the training
process 3 weeks from the initial HMIS access date. This final training is an
opportunity for the HMIS trainer to shadow entries, check data quality, review
workflow and answer any questions. This step must be completed to retain HMIS
access, please ensure it is added to their calendar when received.




Staff Members
Who Need to be

Removed from
HMIS

It’s always hard losing a staff
member, but HMIS wants to ensure
your agency data remains
protected.

If a user’s access needs to be
removed, then the Agency
Administrator must notify the HMIS
Help Desk immediately so we can
deactivate their account.




Is this the same type of grant

Is this a new federal grant you already receive, but from Is this supplemental or AT a0 [ i o

separate clients from a similar
grant based on geography or
service type?

that requires HMIS data a different funder (e.g., ESG Is this a renewal grant? additional funding for an
entry? or ESG-CV from a city and the existing grant?
county)?

. L L A new project is A new project is
A new project is A new project is A new project is . )
. : : not necessarily most likely
required required not required . :
required required

Information and forms can be found on our help desk under Pinellas HMIS > Programs, Data, and Reporting > Pinellas HMIS Programs
Here is the link: Pinellas HMIS Programs



https://pinellashmis.zendesk.com/hc/en-us/sections/115000554334-Pinellas-HMIS-Programs

We used to get this funding and now we
have it again. Can we use the old project?

Most likely no, but it depends on the project type and funding
stream.

A locally funded drop-in center or services only project could re-
use the same project in HMIS.

A new shelter/housing project or rapid rehousing project can not
use the same project in HMIS.




HMIS Staff needs the following information for any
project that is being setup:

e Project Type
e Funder and grant type

Settl ng U p a * Reporting Requirements/Outcomes
. ¢ Services that are funded
New Project

e Any other grant-specific information like target populations
e Any special considerations, custom data elements, etc.

A Pinellas HMIS Project Request Form will need to
be completed for each new project that is being
added to HMIS.



https://hlapinellas.wufoo.com/forms/pinellas-hmis-new-project-request
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