MN HMIS Data Entry Directions for PATH

Updated May 31, 2017

*For clients who generally reside in the streets or places not meant for human habitation, enter them into your Street Outreach (SO) provider; for clients who generally
reside in a place meant for human habitation, including emergency shelters, enter them into your Supportive Services (SSO) provider.

1.
2.
3.
4.
5.
6.
7.

Click on “Enter Data As” (EDA) and select the correct provider to enter EDA mode.
In Client Point, fill out 3 different combinations in the NAME (first, middle, last) data field for primary client to
search for an existing record. Select primary client’s name in the search results or confirm no records match.
If no records match, complete the rest of the prompts as fully as possible. If client has signed the ROI to be
included in Statewide Data Sharing, type SHARED in the Alias field.
Click “Add New Client With This Information.”
Backdate to client’s entry date (in pop-up or by clicking on “Back Date”).
Click on the pencil to complete the Demographics as completely as possible under the Client Profile tab.
Create a household in the Household tab ONLY if primary client is being served with other household members.
*Most MN PATH clients in MN are served as single. If you are serving a household, a separate form can be
filled out for each participating household member.

*An

ENTRY is created at the Date of First Contact for PATH clients, and all information
that was true as of that date, regardless of when it is collected, is input here.
1.
2.
3.

4.
5.
6.
7.

Confirm that you are in EDA mode to the correct provider and open to the primary client’s record.
Confirm that you are backdated to the date of client’s entry
Click Entry/Exit and Add Entry/Exit, then select PATH for data type (If entering a household, first click on “Add
Household Data” to complete the Household Data Sharing Assessment and answer data elements common
among all clients prior to completing each individual entry assessment.)
Add a Date of Outreach Contact and fill in pop-up sub-assessment
Record if and when the client becomes Engaged and then Enrolled; each should have only 1 date, which may or
may not be the same
Fill in the other answer fields throughout the Entry Assessment, including the ROI for those who signed.

Save

*An INTERIM Update is created to record data elements for the client that have changed
since Entry or the last Interim Update, and to update the PATH status of Engagement and
Enrollment if these did not occur at Entry/First Contact. (However, data obtained for the Client

Record- Name, SSN, Veteran Status- should instead be entered by clicking on the pencil next to the Client
Record under the Client Profile tab. Likewise, any data that was true as of Entry/First Contact should be
recorded by going back and reopening the existing Entry transaction, regardless of when that data was
collected.)
*Also use Interim Updates to record additional contacts with the client for every contact
after First Contact. This should continue for the entire time the client is involved with PATH until Exit,

and multiple contacts may be recorded on the same Interim Update.
1. Confirm that you are in EDA mode to the correct provider and open to the primary client’s record
2. Click on Entry/Exit + Interims + Add Interim Review, then Update for review type, and enter date of review.
3. Add a Date of Outreach Contact and fill in pop-up sub-assessment (you may add multiple PREVIOUS dates of
contact)
4. Fill in other answer fields with as much data as was given by client at this date of contact, including PATH Status,
if it has changed
5. Save
See PATH Reference Guide for information regarding definitions of Engagement and Enrollment. All Universal Data
Elements and Provider Specific Data Elements are required to be collected by the Date of Engagement.

*SERVICES are entered for clients Enrolled in the PATH project (only 1 Service TYPE is
required to be collected per client, though projects may choose to collect multiple services of the same type)
1.
2.
3.
4.

Confirm that you are in EDA mode to the correct provider and backdate to the date of the Service
In the Service Transactions tab, click Add Service, using the Service date as both the Start & End Dates
Using PATH Services Crosswalk (page 3 of this document), choose the Service, then click Save & Continue
On next screen, use PATH Services Crosswalk to choose PATH Service Type, then Save & Exit

*REFERRALS

may be entered at any time, but any service or referral provided to a client
prior to enrollment, or post enrollment that are not PATH-funded, must be excluded from
the PATH Annual Report (only 1 Referral TYPE is required to be collected per client, though projects
may choose to collect multiple services of the same type)
1. Confirm that you are in EDA mode to the correct provider and backdate to the date of the Referral
2. In the Service Transactions tab and Referrals sub-tab, click Add Referral
3. Using PATH Referrals Crosswalk (p.4), select need that is prompting referral under Service Code Quicklist
4. Click on Add Terms. The selected needs will appear at the bottom under Selected Needs
5. Under Referral Provider Quicklist, select PATH Referral Provider from dropdown, then click Add Provider
6. Using PATH Referrals Crosswalk, select the Type of PATH Referral
7. Click on the box under Referrals to confirm the referral (Date of Need should match Needs Referral Date)
8. Click on Save All at the bottom of the screen
*Update REFERRAL

records during project enrollment. All referrals must have an Outcome
recorded on or before the Exit Date
1. Confirm you are in EDA mode to the correct provider and backdate to the date for the Outcome of the Referral
2. In the Service Transactions tab and Referrals sub-tab, click on pencil next to Referral you want to update
3. Select the outcome from drop-down menu next to If Any Type of Referral Made, Select Outcome
4. Select the outcome from drop-down menu next to Referral Outcome
5. Click Save & Exit

*An EXIT is created when: client has entered another project type or otherwise found
housing; has become engaged with another outreach worker or project; is deceased; or the
outreach worker has been unable to locate the client for an extended period of time and there
are no recorded contacts (length of time defined by State PATH Contact)

Data Quality

Confirm you are in EDA mode to the correct provider and backdate to the date of Exit
Click on pencil next to Exit in Entry/Exit
Select Reason for Leaving and Destination from drop-down menus, then Save & Continue
Fill out the PATH Exit Assessment that appears fully, updating where appropriate
Click Save & Exit

Data quality reports are for agency use; never send these reports to funder.
1.
2.

In Reports, click on ART.
Run data quality reports on a regular basis (at least quarterly) for PATH located in Public Folder
SSA
Report Gallery PATH Data Check. You can also use the PATH report as directed below for Funder Reports.

Rely on funder grantee communication for report periods, due dates, or changes to
requirements.
for Funders

REPORTS

REPORTS

1.
2.
3.
4.
5.

1.
2.
3.
4.

In Reports, click on PATH. (You do not want to be in backdate mode nor EDA mode to run non-ART reports.)
Enter the start and end dates of the reporting period.
Click “Build Report”
Follow directions from your funder about using this report to submit your PDX

PATH Services & Referrals Crosswalk provided by Bowman/Mediware

PATH Definitions from the HUD PATH Program HMIS Manual
Contact: An interaction between a PATH-funded worker or workers and an individual who is potentially PATH eligible or
enrolled in PATH. Contacts may range from a brief conversation between the street outreach worker and the client
about the client’s well-being or needs, to a referral to service. A contact may occur in a street outreach setting or in a
service setting such as an emergency shelter or drop -in center

Engagement: The point at which an interactive client relationship results in a deliberate client assessment or beginning
of a case plan. Engagement is a one-time event, may occur on or after the project entry date, and must occur prior to
PATH enrollment and project exit. Clients cannot be enrolled in PATH without being engaged. Although some
interactions with a client may result in a positive outcome (such as assisting a client access a shelter bed), without a
deliberate client assessment or the beginning of a case plan, those interactions are not considered to be an engagement.

Enrollment: A PATH-eligible individual and a PATH provider have mutually and formally agreed to engage in services
and the provider has initiated an individual file or record for that individual.
Much more useful information may be found here:
https://www.hudexchange.info/resources/documents/PATHProgram-HMIS-Manual.pdf

