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1. Logging In 

Go to the Clarity Human Services website at https://cohmis.clarityhs.com/ 
 

Clarity users require a unique username and 
password. Your username will be assigned to 
you. Usually it will be your agency’s acronym 
followed by your first initial and last name 
ie., ABCjsmith. The first time you log in, you 
should use the “Forgot Password” link to set 
your password for the first time. It must 
meet the following criteria: 

 
8-9 characters in total length  
Contain upper- case letters (i.e., H)  
Contain lower-case letters (i.e., h)  
Contain Numbers (ie., 9)  
Contain a special character 
Does NOT contain any portion of the user 
name 
Does NOT contain the word Clarity 
Example of an acceptable password: 
S@mpleP12 

 
 
 

Do not share your account. Everything in the system is tracked. Every change that is made is 
traceable. You, as the user, are solely responsible for what happens under your account. Do not 
share. 

 
Each HMIS user is also required to submit a signed receipt of privacy notice/user policy during 
their first login to Clarity.  
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2. Account Management 

Clicking on your Avatar in the top right corner of the screen will allow to you get to your account 
settings. 

 

In the account settings, you can change your password, set your telephone number, and set up 
your assessment due warnings. Please do not change your name or email settings yourself- put in 
a ticket with your CoC if you need to change this information. 

Setting Assessment reminders: If your program requires periodic assessments, you can ask 
Clarity to send you an email when you have a client nearing an assessment due date. You can 
customize how much advance notice you get using the correlating drop down menu. 
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3. Searching for a Client 

Before entering a new client, you must search to ensure that the client does not already exist in 
the database using a combination of the following client information: 

• Name or alias 
• SSN 
• Date of Birth 

You can use partial information to prevent false negative results. For example, if you are 
searching for Candy Cane, entering “can can” in the search field makes it much easier to find the 
correct client. If you searched “candee” instead of “candy” the result would not populate. Note 
that Clarity will try to populate results as you type, and you can click on the correct client as 
soon as they show in the pending results dropdown. 

 

 
You can also enter your search terms and either click the search button or press enter on your 
keyboard. To select a client from your search results, hover your mouse pointer over the client 
you would like to select to produce an “Edit” option. 
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4. Adding A New Client 

If, after a thorough search, you have determined that your client does not exist in HMIS, click 
the plus sign next to the words “Add Client” in the upper right corner of the Search screen. 

 

In this example, we are entering client Jody Smith. Complete ALL fields on the following Intake 
screen with the proper responses and click “Add Record” at the bottom of the page when you are 
finished. All fields REQUIRE complete data. If any of the required HUD Universal Data 
Elements have been left blank, you will be unable to save/create the file. These fields will be 
highlighted in red for your attention. Complete the missing fields and click “Add Record” to 
create the file. 
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5. Release of Information 

A Client Consent to Data Collection and Release of Information (ROI) must be completed for 
each client who consents to have their personally identifying information (PII) entered into the 
Colorado HMIS System. Each child must have the consent status documented in the system 
separately even though the parent can list all of their children on one paper form. 

 
Acceptable Consent type is determined on a program by program basis. Written consent needs to 
be documented in the client profile. The form can be stored three ways: 

 
• Electronic: A client can consent by reviewing and signing the ROI form electronically in 

HMIS. 
• Hard copy upload: A client can consent by reviewing and signing a paper version of the ROI 

and having the service provider scan and upload the signature page into the HMIS. A PDF 
version of the ROI form for printing and signing can be found on Zendesk. 

• Signed paper document: The client signs the paper version of the ROI and the agency 
keeps the paper on file for at least seven years, noting the location of the paper file in 
Clarity. 

 
To document consent when client is added, look at the right hand side panel, you will see the 
following options: 

Permission: select Yes or No to document 
consent: If no is selected, all the other fields 
disappear- click “Add Record” to complete the 
documentation (don’t forget to also mark the 
client as Private per section 5 of this guide). 

 
Start Date: the client signed the ROI. The 
“Start Date” defaults to today’s date, but it 
must be configured to reflect the date the ROI 
was signed . 

 
End Date: date that the ROI will expire. It will 
default to seven years after the start date. 

 
Documentation: select the appropriate item 
from the drop-down list and click Add Record. 

 
 

If verbal or implied consent was given, no other documentation is required. Keep in mind that only 
some programs allow this type of ROI. Please contact your DPAL if you have questions about the 
right type of consent for your program. 

http://www.cohmis.zendesk.com/


Statewide help desk: cohmis.zendesk.com 

9 

 

 

 

Documentation for client giving written consent: 
Attached PDF: You will be prompted to upload the scanned, hard copy of the ROI signed by your 
client 

 
Signed Paper Document: indicates that you are storing a physical copy of the ROI onsite without 
uploading it to the HMIS. Enter the location of the paper document. This option is not ideal and 
should be used sparingly. 

 

Electronic Signature:  
Select “Electronic Signature” from the 
drop-down menu.Click the “E-Sign 
Document” button, the ROI form will 
display. At this point you can share your 
device with the client, allowing them to 
scroll through and 
read the ROI, and then the client and 
agency representative should both sign at 
the bottom. They can sign using a touch 
screen or using a mouse, or by using a plug in 
peripheral such as a Topaz. 

 
 
 

 

You will need to click “Apply” for 
each signature before saving. 
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To document client consent on an existing client profile: 
Click on the Client Privacy Shield located in upper right-hand side of the client profile screen and follow the same 
steps outlined for a new client. 

 
 

 
 
 

 
After they’ve signed, and you’ve saved the record, the electronic signature will show up in the 
Release of Information section. Click the red PDF icon at the right to display a PDF of the ROI, 
including signature, that you can print for the client or for agency records. 
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*Note: Only one ROI per client per active start/end date range is permitted. The system will not 
allow you to upload a second ROI within the same date range. To document a new consent, the old 
ROI must be expired. 
If you want to document an additional ROI for your agency, you may do so in the Client Files tab. 

 
To Revoke Consent: 
-A client may revoke consent by completing and signing the Client Revocation of Consent form, 
available at https://cohmis.zendesk.com/hc/en- us/articles/360020127232-COHMIS-Client- 
Forms 
-The agency must then reach out to the Help Desk to ensure proper handling of the client record. 
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6. Consent Refused Data Entry 

If the client states at profile creation that they do not give consent to share information, this 
can be reflected in the ROI. Just choose “No” on the right hand side panel at profile creation, 
then mark the client as private using the steps below. 

 

 
To mark a client as private: 

 
1. Click on the Client Privacy Shield located in upper right-hand side of the client profile 
screen. 

 

2. Toggle the Client Privacy section from Public to Private. This will allow other usersat 
your agency to view your client, but not users from other agencies. *Note: only the agency that 
created the client will be able to mark the client “Private”, and only if the client hasn’t already 
enrolled in more than one agency. 

 

 
3. Click Add Release of Information, if the client does not have one already. For Permission, 
select No to document refusal. When no is selected, all the other fields disappear- click “Add 
Record” to complete the documentation. 

http://www.cohmis.zendesk.com/


Statewide help desk: cohmis.zendesk.com 

13 

 

 

 
 
 

If the client already has a profile but wishes to decline consent to share your agency’s 
involvement, you may leave the profile public but make your program enrollment private instead. 
To do so, enroll the client as normal, then under the Assigned staff edit button, toggle on the 
“make program private” switch. This is only for clients that do not want to share their 
involvement with your agency. 

This is not sufficient for clients who have signed a revocation of consent- please contact the help 
desk for assistance with revoking consent. 
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7. Creating Family/Household Groups 

Begin by verifying that each family/household member exists in HMIS. If they do not, complete 
the above steps for “Adding A New Client” to create a file for each member. Open the profile 
for the head of household. In the upper right corner, under the header “Household Members”, 
click “Manage”. 

 

 
If you have recently accessed the family member files, they will be listed on the right-side menu 
under the header “Your recent client searches accessed”. If the family member is listed there, 
click the plus sign + to add them to the head of household’s group. 

 

 
Add Join 

 
NOTE: When a listed client has “Join” as an option, that person is already part of an existing 
family/household group. Rather than adding them to your client’s household, you are given the 
option of joining your head of household client to the existing group. Pay careful attention to the 
result. 

 
You also have the option of searching for members directly from the Family/Household 
Management screen. 
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Complete the same steps for each member until all clients are listed in the Family/Household 
Members section in the upper right corner of your screen. 

 

 
If a member leaves the household, 
clicking “Edit” from the Members list will allow you to enter an End Date to remove them from 
the group. The edit button will populate when you hover your mouse pointer of the client. 
Removing a person from the global household does not automatically exit them from any 
programs they might be participating in with the household, so don’t forget to exit them from 
your program if appropriate. 
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8. Adding A Client Photo 

Uploading photos to your client files can provide a quick method of identification. There are two 
ways to attach a photo to the client profile: upload photo and take photo. 

 
To upload a photo: 

1. Save a digital photo of the client to your computer. Clarity supports JPG and PNG file 
types. 

2. From the Client Profile screen, select 
3. “Update Profile Photo” in the upper right section. 
4. Click “Select File” from the Upload Photo screen. 
5. Locate and select the photo from its location on your computer. 
6. Click “Upload” 

Your saved photo will now be visible from the Client Profile screen. 

 
To take a photo directly from within Clarity, you must have a camera or webcam connected. 

 
1. From the Client Profile screen, select “Update Profile Photo” 
2. If the camera is properly configured to your computer, it will activate automatically. 

Below the image, you have two options: take a picture instantly or take a picture after 
three seconds. 

http://coloradohmis.org/
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3. Once the photo has been taken, click Save Picture to attach it to the client profile. If you 
are taking a photo with a smartphone, make sure to take the photo in landscape instead of 
portrait mode to prevent the photo from loading sideways. 
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9. Adding Address & Contact Information 

The default sharing setting for address, email, and phone number is to share across agencies, 
but it is possible to make this data private if there are concerns about sharing a client’s location. 

Click on the “Location” tab in the client file. Click “Add Address”. 
 

 
Complete Location information and Click “Save Changes”. If you do not want to share this client 
location, toggle on the “private” switch and only members of your agency will see the listing. 
Required elements on this page are Name, Address, City, and Location Date. 

 

 
For phone numbers and email addresses, go to the “Contact” tab, then click “add Contact” 
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Enter as much relevant 
contact info as you can 

 
 
 

 
 

Enter the appropriate information, including at least the contact type and date, then click “Save 
Changes”. 
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10. Enrolling Clients into Programs 

The Programs tab in the client file contains two sections: 
 

Program History provides a listing of programs your client is either currently enrolled in or has 
been enrolled in in the past. 

 
Programs Available lists current programs provided by your agency that are available for client 
enrollment. 

 
To enroll a client/household into a program, simply select the down arrow next to the applicable 
program title under Programs: Available. 
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Select the group members to include by toggling their switches to the right, and click “Enroll”. In 
this example we are enrolling Mister Mann and including his family member Baby Mann. Missus 
Mann is not included in this enrollment. (Note: the family members will become part of the Group 
Enrollment when we toggle to include them before clicking the “Enroll” button.) 

 
It is critical that ALL fields on the Enrollment are completed in full. Every question asked in this 
area corresponds directly to the required APR for your program(s). 
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In the example above, required program fields were left blank illustrating data elements 
that are required to save the client enrollment. The required fields vary from program to 
program and should line up with the intake form for your program. 

 
Complete ALL fields in the enrollment page for your client and click “Save & Next”. If you had 
toggled any family members to be included in this program, their Enrollment page will 
automatically come up next until each member’s enrollment has been completed. Continue to click 
“Save & Next” after completing each group member’s Enrollment. Enrolled family members will be 
listed in the right sidebar under “Program Group Members”. 
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To add a member of the household to an existing program enrollment (such as a new baby), 
create a profile for the new member, if necessary, and assign them to a household. Then go to 
the HOH’s profile (or any member of the household that is already in the program), go to the 
programs tab, click the edit button next to the program name, then click the plus sign next to 
program group members- see below. This will pop up a dialog box that will allow you to toggle 
additional household members into the program. 
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11. Program Service Transactions 

When all Enrollments are complete, the “Provide Services” page will appear for your client. 

 
Click once on the service you wish to provide to expand the drop down. 

Enter the Start and End Dates and any expense associated with the service. Verify that the 

http://coloradohmis.org/
http://www.cohmis.zendesk.com/


Colorado Collaborative website: coloradohmis.org 
Statewide help desk: cohmis.zendesk.com 

26 

 

 

proper funding source is selected (if applicable) and toggle on any group members who should also 
receive this service. 

 
Click “Submit” to complete the service placement. In this example we have provided only the 
head of household with Financial Services, but in the next example, we provided the entire family 
with case management. 

 
Be careful when providing notes with services. This field is not intended for Case Notes, and 
users from other agencies will be able to see what you enter here on the client’s History tab. 

 

 
 
 

Continue providing the client with any additional services that are being provided via this 
program by following the above steps. 

 
When you have finished, both the program enrollment and associated services should be visible 
from the Program History: 
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12. Completing Status or Annual Assessments 

Depending upon the funding source for your program, you may be required to complete Status 
and/or Annual Assessments at regular intervals for all active clients. These are generally 
completed every 90 days (for Status Assessments) and/or once per year (for Annual 
Assessments). All HMIS enrollments that are active/open require an annual assessment within 
30 days of the project start anniversary date each year. In addition, you should complete a 
status update any time there is a known change to the client’s situation, such as a move in date or 
a change in income. Please check your contract for other specific requirements. 

 
From the Programs tab, open the enrollment by clicking on the Edit icon. The right-side menu 
contains the header Status Assessments. Click the Add icon (+) to complete a new Status or 
Annual Assessment. 

 

 
If this enrollment is a Group enrollment, you will be prompted to select which household 
members you would like to provide an assessment for. In most cases this will be all members. 

 

 
Select "Add Status Assessment" or "Add Annual Assessment". Complete all data fields on the 
Program Status screen and be sure to enter the correct date the assessment was conducted. 
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Click “Save & Next” when you are finished. If this is a group case, additional members’ 
assessment/program status screens will appear until each has been completed. 
Completed assessments can be viewed and/or edited from side menu on the right. 

http://coloradohmis.org/
http://www.cohmis.zendesk.com/


Colorado Collaborative website: coloradohmis.org 
Statewide help desk: cohmis.zendesk.com 

30 

 

 

 
 
 

13. Exiting Clients from Programs 

All clients must be properly exited upon completion of the program or cessation of services. 
Please make sure all services are entered prior to documenting the exit, as you will not be able to 
document services on an exited enrollment. From the Programs tab in the client file, find the 
program you wish to exit the client or household from and open the enrollment by clicking on the 
Edit icon. 

 

 
From the Program, click on “Exit” 
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If this enrollment is a Group enrollment, you will be asked which members of the household you 
will be exiting. A pop-up window will allow you to toggle members to exit multiple household 
members at the same time (in most cases you should toggle each member and exit all group 
members at once.) 

 

Choose the appropriate members (blue means exiting, white means remaining in program) then 
click “End Program” 

 
If you toggled any group members to also be exited from this program, their End Program page 
will automatically come up next until each member has been completed. Continue to click “Save & 
Next” after completing exit information for each group members. 

 
Fill out the appropriate exit assessment questionnaire, then click “Save & Close”. Note that some 
of the answers in the questionnaire will be preselected for you, based on answers given during 
other assessments. Please make sure to review all the information before saving as some of the 
answers may have changed. 

 
If an error was made while exiting a client such as missing services or the client did not yet leave 
the program, you can click on the “reopen client program” button at the bottom right of the exit 
screen. Once the program is open again, you can document any missing services and then re-enter 
the exit information when appropriate. 
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14. Program Screen Overview 

When editing a program, you will see the following screen: 
 

 
On the left, you may see some or all of the following tabs: 

 
Enrollment – Opens the enrollment screen that was completed at entry 
History – History of client’s services associated with the program with the option to edit 
Provide Services – Allows placement of services associated with the program 
Assessments - Option to view/edit or add status and/or annual assessments 
Notes- Allows private notes shared only with your agency to be documented on the program 
Files- Allows document uploads that you can choose to be shared or private 
Exit – Opens the exit screen to document results at termination of the client’s program stay 
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On the right sidebar, you will see an overview of the entire group enrollment: 
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15. History Screen Overview 

The History screen provides a complete look at Services and Programs that the client has 
participated in, while also allowing the ability to edit items provided by your agency. 

 

A legend for the color coding is provided at the bottom of the section. For example, programs 
the client has been or is currently enrolled in will appear with a light yellow/beige background to 
separate them from regular service transactions. 

 

 
Service transactions with attached expenses are marked with a “$” icon at the right of the 
listing. Hover your mouse over the icon, and additional financial details are displayed. This 
includes the total expense amount, and the funding source the expense was applied to. 

 
If your client has a very large history spanning multiple pages of results, the “Show advanced 
search options” feature provides an excellent interface to narrow down your results. The 
advanced search options allow the following criteria: 

http://coloradohmis.org/
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Search – Filter for a keyword within the title 
Category – Filter for a specific category of service using the convenient drop-down 
Agency – Filter for a specific Agency that provided the service 
Date Range – Filter based on a specific date range of service provision 
Type- if only want to look at one type of history item, like referrals 

 
By clicking the Edit icon to the left of a service name you will be able to add service notes, 
adjust dates, add additional expenses, and more. 

 
Clicking the Edit icon on a Program will place you directly into the program screen overview. 
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16. Service Notes vs. Case Notes 

Service notes attached to program services can be viewed by other agencies. Case notes are not 
visible to other agencies. 

To add a service note, simply fill out the appropriate information in the notes box while providing 
a service. 

 
To add a case note, make sure you are in the program the note applies to, then click the Notes 
tab. Click Add Note. 
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Enter the Title, Date and Body of your note and click “Add Record” to save. 
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17. Uploading Files 

NOTE: This section will assume you have previously scanned and saved documents into separate 
files that are accessible through your computer. 

 
Click on the Files tab in the client’s record to open the Client Files page. Then click “Add File” in 
the 
upper right corner. 

 

 
 
 

Private – When checked, the file becomes Private and only your agency will have the ability to 
view the file. When unchecked, regular Sharing rules for your agency apply. 

 
Click “Add Record” to complete the upload and save. 

 
Once a file is uploaded, it is saved to the File tab by order of the upload date. There is no limit 
to the number of files that can be uploaded for each client. 

 
If the file you uploaded has personal protected information on it, don’t forget to either store 
the 
file securely or simply delete it from the computer. 

 
You can view the existing file simply by clicking View. You can also edit the document by uploading 
a new version. 

 
Clarity supports common file types. (Word, Excel, PDF, JPG, PNG, etc.) 
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18. Daily Attendance Service Transactions 

Daily Attendance is used for services provided on a day-by-day basis, allowing a large number of 
clients to be checked in for service quickly. 

 

 
Services that require daily entry, such as night-by-night Emergency Shelters, are entered in 
Clarity HMIS using the Attendance button 
located in your launcher. 

 
NOTE: You will only have an Attendance button in your launcher if your agency provides services 
that have been set up for this type of service. 

 
After clicking on the Attendance button, a list of services available for attendance based 
documentation is provided. Find the program you want to document services for, and mouse over 
the name to populate the edit button. 
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Select the appropriate date using the calendar icon at the top left of the screen. 
 

 
There are two columns on the Attendance screen: 

 
-In Attendance (left column) - all clients currently in attendance for the date selected 
-Clients from last 4 months (right column) - all clients who have been in attendance at least once 
during the last 4 months. Note: the timeframe may be different for your program- for example, 
several programs have selected to show 4 weeks instead. 

 
Using the roster of Clients from the last 4 months, click “Add” to place any returning clients into 
attendance for the selected date. As you “add” clients, they will be moved from the 4-month 
roster to the “In Attendance” roster on the left. 

 
You can also search and add from the right-side navigation menu. This project is set up to 
require an enrollment before adding the daily attendance service (Joey is showing as Not 
Enrolled and cannot be added to the attendance list). 

 

 
Clients can easily be removed from attendance by clicking on the trash can icon in the 
Attendance roster. This will remove the client from attendance and return them to the 4-month 
roster on the right. 

 

http://coloradohmis.org/
http://www.cohmis.zendesk.com/


Colorado Collaborative website: coloradohmis.org 
Statewide help desk: cohmis.zendesk.com 

36 

 

 

Clicking “Add” directly from the search results for your client and any applicable group members 
will place them with the service and add them to the “In Attendance” roster. 

 
NOTE: Clients who are not found in your search results do not exist in HMIS. Please follow the 
steps for “Adding A Client” to create a file for your client prior to attempting to place them into 
attendance for services. 

 
If your agency is using a scanner to enter clients into service via scan cards, click into the 
Search field, then scan the card. Your client will automatically be dropped into the “In 
Attendance” roster. You do not need to be on the “Scanned” tab for the scanners to work. 
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19. Printing Scan Cards 

Locate your client, then click the printer icon on the top right portion of the screen. 
 

 

 
 
 

Make sure the printer setting are correct before printing: if you are using a standard printer, 
you will want to make sure the scan card does not print as a full page document. 

 
There is also a batch scan card report under the “Reports” application in the launchpad. That 
report is useful for printing lots of scan cards on the same page, rather than one client at a time. 
Please review the Reports QRG on Zendesk for more information, or put in a ticket. 
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20. Reporting 
Accessing the Report Library: 

 
To begin using the Report Library, find the Reports Button in your launch pad. 

 

 
This will bring you to the Report main screen, which is divided into several sections according to 
report type, with Show/Hide features for easy organization. 
The report section will expand to make the reports within that section available. Select the ‘up’ 
arrow to minimize the screen to its normal size. 

 
For more information on a particular report, select the “More Info” link. The screen will expand 
to include a summary of the purpose of the report. 

 
To run a report immediately click “Run.” 
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This will take you to the Preview page. Here you can select the parameters for each report. 
Because each report is different, some of the parameter options will vary depending on the 
report. 
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Every report will ask you to select a report format. You can select Web Page, PDF, or Excel for 
most reports. HUD reports will also have a CSV option. 

 
Web Page: A Web Page is a functional format that allows you to drill down on data elements to 
inspect the underlying data supporting it. 
PDF: The PDF is a good option for official reports, grants, etc. 
Excel file: If you download the excel file you can can use excel to manipulate and organize the 
data (e.g. Sort/Check for duplicates, etc.) 
CSV: file format required for upload into HUD repository 

 
After choosing your parameters, select the ‘SUBMIT’ button to run the report. 

A popup box will appear indicating that your report is being processed. Once the report is 
processed, a second popup box will appear below the first indicating the report is ready. 
Select ‘Open’ to view the report. 
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