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FOR EXISTING HMIS/DV CLIENTTRACK CLIENTS ONLY 
ACCESS TO THE “COVID-19 SCREENING” TOOL IS LOCATED ON THE “CLIENT 
WORKSPACE”, “OTHER ASSESSMENTS” – “COVID-19 SCREENING”AND IS 
FOR EXISTING HMIS/DV CLIENTTRACK CLIENTS ONLY!  FOR NEW HMIS/DV 
CLIENTTRACK CLIENTS, PLEASE USE THE “HOW TO GUIDE” FOR THE 
“COVID-19 INTAKE”. 
 

1. From the “Clients” workspace:  Complete a “Find Client” search to determine if the client has an 
existing HMIS/DV CLIENTTRACK/DV ClientTrack record.  Search by Name, SSN, Birth Date or 
HMIS/DV CLIENTTRACK Client ID#, then click “Search”.  PLEASE NOTE:  If no existing HMIS/DV 
CLIENTTRACK client record is found, STOP!  Please use the “How to Guide” for the “COVID-19 
Intake” for NEW HMIS/DV CLIENTTRACK CLIENTS.

2. Select the client by clicking on the appropriate client name from the list displayed on the screen.
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3. The “Client Dashboard” is displayed.  Select “Other Assessments” located in the menu on the 
left-hand side of the screen.  The “Other Assessments” menu will expand downward. 

4. Next, select “COVID-19 Screening”. 

 

5. Select “Add New Screening” 
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6. Next, Please read the “Before You Start” Warning 

 

7. Select the “Magnifying Glass” located below “Assessment – No Assessment Selected” 
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8. A pop-up box will appear.  Select “Add New” 

 

9. Complete the “Assessment Date”.  Select the “Assessment Type” and “Program” from the 
drop-down boxes.  Next, click “Save” 
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10. The “Assessment” information now displays on the screen 

 

11. Complete the “Screening Information”, “Prior Test” and “Current Test” fields. 
12. Click “Save” 
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13. The screen will display a list of all COVID-19 screenings attached to the client’s HMIS/DV 
CLIENTTRACK record.  To access a specific screening, click on the little blue pencil to the left of 
the screening you wish to review.  The selected screening will display on the screen. 
 

 

 

Please contact the help desk for additional assistance or questions. 

  HelpDesk@ihcda.in.gov 

DVHelpDesk@ihcda.in.gov 
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