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PH MOVE IN SEARCH GUIDE

PURPOSE

The purpose of this guide is to show users how to utilize the PH Move in Search Form in ClientTrack. Permanent
Housing projects should utilize this form to verify household move-in data for their residential projects. This report
is also the report required by the Atlanta CoC for the Housing Inventory and Point in Time upload to the PIT HIC
application.

ACCESSING THE PH MOVE IN SEARCH

The PH Move In Search is located in the home workspace. Under GA HMIS Tools, select PH Move In Search.
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1. Input project selection
Enter a Point In Time Date (this report can be run regularly to confirm households have move in dates input
correctly into their enrollments).

3. Users can also check “hide client name” for exporting client data.

4. Click search to view the information.
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Choose the project of interest from the drop down box, set your PIT Date, and click Search. The results will show you the Head of the Household who has been
identified as moved in by your PIT Date, the number of persons enrolled in the household on the PIT Date, and the most recent Client Location for the Head of
Household on or before the PIT Date. Please note that if the Head of Household has exited, but other case members are still enrolled they will be left off of this
list. It's expected that the client who is designated as the HoH is enrolled for the entire stay of the household as defined in the Data Dictionary.

For reports with over 200 households, the first 200 households will be listed initially with their corresponding totals, and you will need to click the "next" button
located right above the results to see more households. and their totals

Project Select:*  Peace Landing Place (RRH-CoC-500) v

PIT Date:* 01/22/2024 B

Hide Client Name:
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REVIEWING INFORMATION ON THE FORM

5. The form will display the HoH Client ID, Name, Enroll Date, Date of Move In (Housing Move in Date),
Household Type for the enroliment, total case members enrolled and the CoC in the Client Location field as of
the Point in Time date input in the prompt.

6. Users can further filter the report by household type to view data categorized for Adults Only, Adults with
Children, Children Only and unknown households through an export.

HoH ClientID | i Name Enroll Date Date Of Move In Household Type Case Members CoC as of PIT Date
+) 409023 10/11/2021 10/12/2021 Adults Only 1 Atlanta CoC
+) 409021 11/02/2021 11/02/2021 Adults Only 1 Atlanta CoC
+) 408989 09/07/2021 09/07/2021 Adults Only 1 Atlanta CoC
+) 408964 08/09/2022 08/09/2022 Adults Only 1 Atlanta CoC
) 408910 03/23/2021 03/24/2021 Adults Only 1 Atlanta CoC
) 408166 07/13/2020 07/13/2020 Adults Only 1 Atlanta CoC
+) 407877 05/13/2020 05/13/2020 Adults Only 1 Atlanta CoC

EXPORTING THE FORM

7. Users have multiple options to export this form. Excel, Excel Data (simply hover over the printer icon and you
will see two excel options to export the data)

8. Choosing either excel option will export the report to an excel document.

%@@@»

Excel Data Export
Q search

PRINTING/SAVING THE FORM
9. Users have an option to print this form to PDF. (simply click the printer icon in the upper right corner

Click for a printable version. Ctrl + click to open in an application pop-up if you're running
into problems with pop-up blockers.
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10. Users should choose “Hide Client Name” to protect Pll when creating a PDF for uploading to the PIT HIC App.
11. A new window will appear, select “Display the data in a better format suited for printing”.

Printable Form

This page will display the form in a format more suitable for printing. You can choose to
either print the data on the form or print a version of the form that blanks all the input
fields and leaves a space for manual data entry.

In either case, the actual printing is left to the browser. You can choose whether or not
you want to force a page break between each page of the form, but beyond that, the
output is totally controlled by the browser. The output will likely not exactly match
what you see here. If using Internet Explorer 7, please note that the print preview does
not function correctly when printing from an inline frame and will improperly display the
results. If you print without using print preview, it will print correctly.

[J Break between each page

Display as a blank form for manual input

Display the data in a format better suited for printing —

12. A preview of the data will appear. Select “Print”.
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Shoose the project of interest from the drop down bok, set your PIT Date, and click Search. The results will show you the Head of
he Housahoid who has been identified as moved in by your PIT Date, the number of persons enrolled in the housahold on the PIT
Jate, and the most recent Client Location for the Head of Household on or before the PIT Date. Please note that if the Head of
ousahold has exited, but othar case members are still enrolied they will be left off of this list._IFs expected that the client who is
Jesignated as the HoH is enrolled for the entire stay of the household as defined in the Data Dicbonary.

“of raports with over 200 househoids, the first 200 househalds will ba lisied initially with their corresponding totals, and you will naed
o click tha “next” button located right above the results 1o see mare households, and their totals

Project Select * Peace Landing Place (RRH-CoC-500)
PIT Date " 12/01/202088
Household Type

Hide Client Name &

3 results found
HoH ClientiD  Enroll Date: Date Of Move In -~ Household Type Case Membaers  CoC as of PIT Data
Ll 408166 071132020 07/13/2020 Adults only 1 Atlanta CoC
» 407877 05132020 05132020 Adults only 1 Atlanta CoC
# 407801 05072020 MA12020 Adults anly 1 Atianta CoC
407260 1000272018 02222019 Adults anly 1 Atlanta CoC
» 407299 02222019 02232019 Adults only 1 Atlanta CoC
Ll 406815 022002019 04/08/2018 Adults only 1 Atlanta CoC
Total Households: 6 Total Case Members 6

fiew Request Log

13. The user computer printer destinations will appear. The user should choose the “Save as PDF” option and
save the file to their computers for use later in upload, etc.
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