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PATH Data Entry Workflow 
Quick Guide 

The Data Entry Workflow found in this document is largely taken from Bowman Systems’ document “Workflow 

for PATH Projects.” 
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Terms 
Contact - this is an interaction between a worker and a client. These can be verbal conversations between the 

worker and client, or a referral to a service. Contacts are recorded each and every time a client has an 

interaction with an outreach worker until the client’s Date of Engagement.  

Date of Engagement – this is the date on which an interactive client relationship results in a deliberate client 

assessment or beginning of a case plan.  

PATH Status – this data element that demonstrates whether the client has consented to participate in services 

provided by the PATH project, and the date that the consent occurred. If marked “Yes,” this is the PATH 

Enrollment Date. 
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Background 
The PATH project workflow starts when the outreach worker meets with a potential client one or more times 

prior to engaging and enrolling the client in the PATH project. ServicePoint provides the following fields to track 

that data:  

1) Outreach Sub-Assessment  

a. This sub-assessment is used to record each Contact with the client.  

b. It contains entries for the Date of Contact and Time (Time optional), Start Date, Location, and End 

Date (End Date optional)  

c. The date of the first Contact is the same as the Entry/Exit start date.  

2) Date of Engagement  

a. This is the date that the client consented to participate in services provided by the PATH project.  

b. There should only be one Date of Engagement per enrollment. 

c. The Date of Engagement must occur on or before the Date of Enrollment.  

d. If the client does not become engaged, no date is recorded.  

3) PATH Status  

a. This is a Yes/No question which indicates whether the client has enrolled in the PATH Project.  

b. If the client has consented to participate in services provided by the PATH project, then the PATH 

Status is answered “Yes,” and the appropriate Enrollment Date should be recorded.  

c. If a client is not enrolled in PATH then the PATH Status is answered “No” and the date of the non-

enrollment and reason should be recorded.  

Following the recommended workflow will ensure that data are entered properly into ServicePoint for reporting 

purposes, and that users are compliant with the requirements outlined in the HMIS Data Dictionary v3. 

Data Entry Workflow 

Initial Meeting with Client 
This is the initial point of Contact with the client.  In essence it involves capturing the information about the 

client’s demographics, and the number of contacts you had with the client before Engagement and finally formal 

enrollment in the PATH program. 

NOTE: You are required to enter all persons that you contact into HMIS.  ENTER DATA AS the PATH 

Project based on where a client resides. 

 PATH Street Outreach - PATH projects that provide outreach and engagement to those living in places 

not meant for human habitation. These PATH activities are designed to meet the immediate needs of 

unsheltered homeless persons by connecting them with emergency shelter, housing, and/or critical 

health services.  

 PATH Supportive Services - projects that provide outreach and engagement to those living in places 

meant for human habitation. This includes both persons who are residing in shelter, and those doubled 

up in housing or at-risk of homelessness.   
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In the past, most programs waited until a client was enrolled in PATH before entering their information into 

HMIS. With the new reporting structure, all persons that have been contacted for potential enrollment need to 

have their data entered into HMIS. In some instances, a person contacted may not even be willing to provide a 

name. This client will still need to be entered into HMIS. Programs are highly encouraged to collect as much 

information as possible, but in certain circumstances it may be necessary to put very rudimentary information 

into the system.  

In these situations, it is critical that you remember the system client ID# that was assigned to the client file.  

With a lack of client demographics it will be more likely that duplicate client files will be created, which can 

cause report issues. 

1.  For every person contacted for potential enrollment, a client profile must be created at first 

contact. 

a. Enter all known data elements found on the HHS PATH Entry Assessment. 

 

2. For every client contacted, at first contact: 

a. Use the Outreach Sub-Assessment to create the Contact 

Next, the user should record the first client Contact in the Outreach Sub-assessment, ensuring that Date of 

Contact is the same as Project Entry Date.  
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Since this sub-assessment is the first item that needs to be completed, it is located at the top of the HHS PATH 

Entry Assessment: 

b. Create a PATH Project Entry (on the Entry/Exit tab). 

Create an Entry/Exit record for the client using the PATH Entry/Exit Type. This record should have the same 

Entry Date as the date of the first Contact recorded in the Outreach Sub-Assessment. 
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Updating Client Information  
As the Outreach Worker’s relationship with the client develops, the user will update the client’s profile with data 

elements as they become available. The client data is updated on the Project Entry.  

 

Documenting Contacts  
The Outreach Sub-Assessment must be used to document EVERY contact made with potential PATH participants 
and participants enrolled in PATH. In any situation where contact is made more than once in a day, each contact 
on that day must be recorded. 

The first contact is recorded on the Outreach Sub-Assessment on the Project Entry. Subsequent contacts are 
recorded on the Outreach Sub-Assessment on the Interim Review. (See below for instructions on Interim 
Reviews.) Contacts are required to be recorded through the duration of the client’s time in the PATH program. 
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Using the Interim Review to Document PATH Engagement and Enrollment  
Over time, the Outreach Worker and client will develop a relationship that leads to Engagement. Once a client 

has formally agreed to accept PATH services, the client record should be updated to note this in the PATH 

Status.   

Note:  The Date of Engagement must be on or before the date the client is enrolled in PATH (PATH Status = 

Yes).  

 

 

If the client does not enroll in the PATH Project, fill in the appropriate information in the PATH Status portion of 

the HHS PATH Update Assessment and Exit the client from the PATH Project. 

 

Provide and Document Services and Referrals for the Client 

d. Service Transactions  

The PATH report requires the documentation of the type of service provided by PATH. Services transactions are 

entered for services which are PATH funded, not including PATH match funded. Services are recorded once per 

service provided at the time of the first provision of service. Only record services for participants who are 

enrolled in PATH. 

NOTE: It is recommended that the Multiple Services Function in HMIS be utilized to add services.  This function 

provides you the ability to add many different types of services: 
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The PATH report will record all PATH service transactions in this format: 

 

Some of these line items are not funded in many PATH programs, but those that are will have several options in 

HMIS to choose from.  In other words, there are two different Service Transactions that will report into the “Re-

engagement” line:  

 Street Outreach Programs (PH-8000) 

 Outreach Programs (TJ-6500.6300) 

The rest of the crosswalk options are listed in the on the next page.  You will note that Case Management has 

the largest number of Service Transactions listed under it.   

NOTE:  Please make sure to add “PATH” as the Funding Source to any Service Transactions. 
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PATH Services Crosswalk 

 

 

e. Referrals – Document for services that are not provided directly by the PATH program 
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Any service for which a referral is made to another agency, or to another program within your agency not 

funded or operated by PATH, will need to be documented as a Referral. This documentation is required whether 

or not the referral was successful in connecting the PATH participant to the service.  

Only record referrals for participants enrolled in PATH. Collection of referral information on job training, 

educational services, and housing services are optional response options, not required.  

If you make more than one referral for a service, such as Substance Abuse Treatment, you will need to create a 

Referral in HMIS for each referral, even if that referral is to the same provider. In order to make the referral 

documentation as easy as possible, please provide ICA with a list of the other agency providers used in your 

community. 

To add a referral, go to the Service Transactions tab of HMIS and click Add Referrals: 

 

Similar to Crosswalk for Services Provided on page 8, there is a crosswalk of codes in HMIS that relate to the 

PATH report Question 11: 

** SAMSHA has not yet provided a description of this referral type at this time. 

To create a referral, you will need to identify a service transaction type, a provider of that service, and the date 

on which the referral was made.  If the referral is made for a service that is not on the crosswalk list, it will not 

be recorded in the PATH report.   
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PATH Referrals Crosswalk 

 

Once you have selected the appropriate items, your referral will look something like this: 
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Next, complete the Type of PATH Referral and Outcome listed under the Referral Data section. 

 

If you have entered the referral information into the system and are awaiting action on the referral, select Need 

Status as “In Progress” and select Outcome as “Service Pending.” If the referral has been denied, select Need 

Status as “Closed,” and select Outcome as “Not Met” with a Reason attached. 
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If the referral has been acted upon, select Need Status as “Closed” and select Outcome as “Fully Met.” 

 

In addition, any referral that has been acted upon will need a subsequent service transaction.  You may only 

create a service on a referral AFTER the referral has been first created and saved.  A saved referral will look like 

this: 

 

To add a service to the existing referral, click on the Add Service icon in the second column of the Entire Service 

History Tab. 

 

Once you click to add a service, you can select the appropriate start and end dates (they can be the same date), 

make the Service the same as the Need, and click Save & Continue: 
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Once a service has been documented for a successful referral, the Entire Service History page will look similar to 

this:  

 

Note that there is a Service and a Referral attached to the same Need.  These successful referrals will calculate 

into PATH Report Question 11 under the column labeled “Number of Persons that Attained This Referral.” 

 

Client Exit from the Project 
An exit is created for the client if the client is not enrolled in the PATH project, if the client declines further 

service, or once the client is housed.  Clients who are “Contacted,” or “Contacted and Engaged,” but never have 

a PATH Status determined (Enrollment) may need an exit from the project after some determined amount of 

non-contact. 

1. Create the Exit Record 
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Enter the appropriate “Reason for Leaving” and “Destination” information, and Save and Continue to proceed to 

the HHS PATH Exit Assessment. Complete all required updates and elements.  Be sure to check sub-assessment 

records for valid types/dates.    

Workflow Checklist 
 Create client profile, if client doesn’t already exist in system.  

 Select the correct PATH Project 

 Record Project Entry Date with the same date as the First Date of Contact listed on the Outreach Sub-

assessment. Record all known data elements at project entry. 

 Record subsequent contacts with client on the Outreach Sub-assessment. Record additional data 

elements as they become available.  

 Record Date of Engagement.  

 Record PATH Status (Enrollment). 

 Record case management service transactions and any additional services provided (see crosswalk).  

 Continue to record Outreach contacts on the Outreach Sub-Assessment. 

 Record referrals for services not provided directly by PATH.  

 Record project Exit. 

Helpful Tips and Reminders 
 As you meet with your client and gather additional client demographic information, update client 

demographic information on the Project Entry.  

 Create Interim Reviews to document changes to client health insurance, disability information, income 

and non-cash benefits that occur after the first contact.  

 Create Interim Reviews to record Outreach Contacts that occur after the program entry date. 

 The difference between updating client information on the Entry and creating an Interim Review:  

o Even if you don’t know all of your client’s demographic data (i.e. name, gender, date of birth) at 

the time of the first contact, regardless of when you are able to collect this data, the client 

demographic information is true or accurate for a client at the time of Project Entry. Therefore, 

when you find out the demographic data, you should enter this on the Project Entry.  

o You need to create Interim Reviews for data that changes after Project Entry (i.e. your client 

starts receiving SSI and has new income). This data was not true or accurate at the time of 

Project Entry because your client started receiving the income after the entry date. Therefore, 

you will need to create an Interim Review to document the date that the change in income 

occurred.  


