Get Connected. Get Answers.

How to Disassociate Client(s) from
Your Agency

Step by Step Guide for Agency
Administrators
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G:%d‘zl; Objective

« Agency Administrators will learn how to
disassociate client(s) from their own
agencies.

NOTE: Users that are not Agency
Administrators will not have access to this

page.
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22§ Why Disassociate Client(s) from
m— Your Agency

« On the Data Integrity report, clients will be counted as ‘Clients
Waiting for Enrollment’ if the client has been added to your
Organization but an enrollment has not been created for the
client.

« Disassociating the client from your agency means the client is
no longer added to your organization, and the client will not be
counted as waiting for enrollment.

Agency-wide Intakes and Enrollments #
Client Intakes Completed [Created and Enabled Clients in Central 79
Intake]

Clients Enrolled into the Agency's Program 56
Clients Waiting for Enrollment 23
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24§ Go to Disassociate Clients

1. Log-in to HMIS. 3|

2. GO to Your
OC_Mark For Delete
role.

3. Select the
Disassociate Clients

page.

Disassociate Clients

2 l% 0OC_Mark for Delete
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=24F Disassociating Clients from
T Agency

4. Enter client’s first o 5
name, last name, 4 [ T
ID, Identifier, or
Household ID in the
search field.

5. Click on the
Search button.

Disassociale Org
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«2#f§ Disassociating Clients from

Get Connected. Get Answers.
Your Ag ency
6. All clients that meet

Organization 1 ID T MID T | SeuritylD T Sd

the search criteria you ﬁ:f“ ﬁff: jﬁﬁfﬁ |, T T
entered will appear on PR S o,

the left hand grld. :xxham, Xepotter 6101031 |7

7. Select client(s) from . L

. > | Xxharry Xostyles 1/1/1900
grld - _Xxhany Xxstyles 3/1/1989 |
8_ Select your . |t Yodoe 3/15/2002
organization on the right _ﬁf" g:“m ;j;’ji;f
(you WI” Only be able to _Xxheidi Xdrank  5/2/2000
disassociate clients s s 4o
from your own agency). oo e oo
9. Click on the e e | ¢ ;

. . ello Kockitty 3/1/1966 g
DlsaSSOCIate Org .X>d1elln Musaturday  3/8/1987 9 tﬂJ
b U tto n " Xxhelp Xhelp 8/15/1958

_Xxhelp Wxlopez 11111997 |,
«| 1 |
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22§ Disassociating Clients from
T Your Agency

10. A prompt will pop up
“This customer will be (s — e ] ==

d IsaSSOC I ated fro m th e This customer will be disassociated from the selected organization, Do you want

to continue?

selected organization.
Do you want to
continue?” Select the
Ok button to
disassociate the client.
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22§ Disassociating Clients from
T Your Agency

FirstName T Lastiame T  DateOfBirth T

11. The Client(S) Dbl xodn 11200

Organization 1 1D 1 MID T |SecuritylD T

selected are no longer B i oo
associated with your - Famwr

agency. The agency
container will be empty
If the client is not
associated with your
agency.

(2]
ar)

Disassuciae Org

« I
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A. .
G:%;&!; Questions

* Any guestions, feel free to email HMIS
Helpdesk at hmis-helpdesk@?211oc.org
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