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Adding a Release of Information into HMIS - New Process! 

Instructions for entering an ROI for clients participating in statewide data sharing 

  

Previous Instruction (10/3/2016 – 10/18/2016) 

Add a consented ROI to the ROI tab. 

New Instruction (10/18/2016 onward) 

The ROI tab is optional. Nothing needs to be 
entered there. 

In the Client Profile tab, add SHARED to the Alias 
Field and add Date ROI Signed on the Universal 
Profile Assessment. (Instructions below.) 

  

IMPORTANT: It is the responsibility of the agency creating a shared client record to add documentation of 
a Release of Information (ROI). 

 A1: Add “SHARED” to the Alias Field when creating a Client Record 

 A2: Add “SHARED” to the Alias Field after a client is created 

 B: Add a date to the Date of ROI Consent field on the Universal Profile – never override a previously 
entered date 

 C: Run a report to view clients created on or after 10/3/2016 with an ROI signed – this will assist you 
in updating existing client records with the new ROI documentation process 
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A1: Add “SHARED” to the Alias Field when creating a Client Record 

You should be in EDA mode to the provider creating the client record and backdate mode to the client’s 
project entry date to complete this. If you are adding SHARED to the Alias field and you were not the 
user nor agency that created this client record, EDA to the correct project provider in which the client 
is enrolling and backdate to their project entry date to complete this step. 

1. Follow standard steps to create a client record. In the Alias field simply add SHARED before clicking 
on Add New Client With This Information. 

 

 

A2: Add “SHARED” to the Alias Field after a client record is created 

You should be in EDA mode to the provider creating the client record and backdate mode to the client’s 
project entry date to complete this. If you are adding SHARED to the Alias field and you were not the 
user nor agency that created this client record, EDA to the correct project provider in which the client 
is enrolling and backdate to their project entry date to complete this step. 

 

1. In the Client Profile tab, click on the pencil next to Client Record to edit data. 
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2. In the Alias field, type “SHARED” in capital letters. If the client has an alias entered, type “SHARED” 
in front of the alias to ensure it will be fully visible when searching for the client. 

 

 

3. Click on Save. 

 

4. Now, when you search for the Client Record in ClientPoint, you’ll see SHARED appear to alert you 
that the record you see is SHARED with the Statewide Data Sharing Group. 

 

 

B: Add a date to the Date of ROI Consent field 

You should be in EDA mode to the provider creating the client record and backdate mode to the client’s 
project entry date to complete this. If you are adding SHARED to the Alias field and you were not the 
user nor agency that created this client record, EDA to the correct project provider in which the client 
is enrolling and backdate to their project entry date to complete this step. 
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1. In the Client Profile tab, scroll down to the Universal Profile Assessment. Below Agency’s Client ID #, 
the new date field for the ROI will be present: Date of ROI Consent. 

2. It is the responsibility of the agency with the first signed ROI (the agency creating the shared client 
record) to complete this field. ROIs do not expire. If the date field is completed and a new ROI is 
signed, the new date should not be entered into this field. In fact, if there is a date here you do not 
need to ask the client to sign a new ROI! 

 

3. Scroll to the bottom of the page and click Save, or Save and Exit. 

 

C: Run a report to view clients created on or after 10/3/2016 with an ROI signed 

Part of this process is clean up, as for the last two weeks agencies have been creating new client records 
and recording ROIs in the ROI tab. Therefore, we’ve create a simple report that will provide a list of 
clients that your provider has created since 10/3/2016 with ROI information so that you can complete 
Step A and B (above) for each of the clients you’ve created to align with the new standard. 

You do NOT have to delete ROIs entered in the ROI tab; you can continue to use the ROI tab within your 
agency, but this is not a requirement nor expectation. The expectation going forward is that consented 
ROIs will be documented in the Client Profile tab. 

1. Click on “Connect to Art” in the upper right hand corner of your screen. 

2. Click on Public Folder. 

3. Click on SSA Report Gallery (Funder Reports) folder. 

4. Click on Data Quality Tools.  

5. Click on Provider Reports folder. 

6. Click on the magnifying glass for the ROI Clean Up Report. 
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7. Click on Schedule Report. 

 

8. Fill out the report prompts. 

a. EDA Provider: (As needed) Most of you will leave this blank (Default Provider)! If you have 
been instructed to use the EDA Provider, input the correct provider. If not, leave the EDA 
Provider as Default Provider.  

b. Client Provider Creating: Consider this the same as your “Provider” report prompt. Which 
provider(s) were you in EDA mode when you created client records since 10/3/2016? Run 
for ALL providers that you may have created clients from to make sure you don’t miss 
anything! You can run for more than one provider. 

 

9. Click on Next. 

10. In the second pop-up, tell the computer HOW you want the report to run. You can run the report 
as Excel or PDF, you can also change the Name of the report  
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11. Complete the prompts before clicking on Send. 

a. Name: Change if you wish! This can assist you in cataloging the report in your ART inbox. 

b. Report Format: Select PDF or Excel 

c. Users Inbox: Leave as is with your name 

d. Interval: Once 

e. Start Date and End Date: Leave as is! 

 

12. The report will run and when completed be located in your ART inbox. Click on the magnifying glass 
to download to your computer. 

 

 

 

13. Complete Step A and B above for each client. 
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GENERAL QUESTIONS 

Q: What if I don’t see “SHARED”? Can I still use the record? 

A: If you still see a client record that was created after 10/3/2016 (7+ digits) in the Client Search Results 
that does not have SHARED in the Alias field, you can enter the client record and see if the client record 
is shared by clicking on the Client Visibility lock box in the top-right corner of their record. If you see 
Statewide Data Sharing Group, the client record is shared. You can then add SHARED to the Alias field 
in the Client Profile tab, even if you didn’t create the client record. You can also look at the Client 
Profile tab to make sure there is a response for Date ROI Signed. If there is not, seek a consented ROI 
from client and add a date field there. 

 

Q: Why are we making this change? 

A: ROIs entered in the ROI tab are not shared statewide. If Agency A adds an ROI in the ROI tab, Agency B 
cannot see that ROI and would therefore be instructed to add a new one. And the new ROI that Agency 
B entered in the ROI tab would not be visible to Agency C. Therefore, we need a solution that will allow 
for quick reference as to whether or not the client has a signed ROI between Agencies. We have added 
the Date ROI Signed field to the Universal Profile Assessment in the Client Profile tab. This information 
will be shared statewide. So Agency A, B, and C can all see the Date ROI Signed. It is the responsibility 
of the agency creating a shared client record to get a consented ROI and complete this date field. It is 
also the responsibility of the agency creating the client to add SHARED to the client alias field, this 
allows for a quick reference when combing the search results in the Client Search Results. 

 


