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HMS Notes

General Information

HMS Notes is a software application that allows users to keep track of history and notes
added to a tenant, applicant, unit, or landlord record. These notes can be automatically
computer generated notes or user notes that are added manually by software users.

The user and computer generated notes/history can be viewed from the HMS Person
Tracker (Notes Tracker) screen as shown below. This screen is available from many
places within the HMS software and some of these places are explained below.

IMS Person Tracker
HMS Notes l"_'-:w:':mwr  Senace | Atachments Name: B EL i
Type Of Notes To Display WV ncisde Confidentisl Notes - /cions Hestocy/Aechive
(e c o o~ ‘»
flser € Gompier ™ BOR | ™ moude Famty Hotes _ 84| Mooty | Delete | pam || ™ Helry © Archae
|
Pertains To Starf Acton Note Action Description Code Secure User/Ct Assigne Perfomed on -
07/202010 TCNER'\'L Release HOLD for Premier Property HOLD Requested For Payment HRQ c 0720/2010 |1
3.05.09PM Management-Bigelow, Wilow D 3.05:09 PH
071272010 | CHERYL | HOLD - Both Starting: 08012010 Wating for HOLD Requested For Payment HRQ c 071272010 1
4:59:30 PN Paperwork/Pending Contract Return 45930 PM
0711272010 CHERYL | New lease.up eff 07/01/2010; account ca hoid pending | New Leasa.up New |N v CHERY| 071272010 1
45550 PM leasa/contract return 455:57T M
‘ ’
|
EXM(ESC) | Save(F3 Fe)Net | E | EMal | Letier |
¢ Notes can be accessed anywhere you see this icon. The icon is available
= when in an applicant, tenant, unit, or landlord record as shown below:
HMS MNotes
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I File Form Related | Tenant Actions/Processes Reports

FSSPWTW

2] Tenant Update Tenant Update | Escrow Cale/History H (®)
"

[ Display Balance Show Landlord || Balance Community Service  Bar Code

TAR Actions

Standar dl Quickl Petiod' 335'¢|Household|lnoomelAssets'AllowancesIOtherIMdfl VerifyIRontCaI(

EJJones @275 N Broadway, #9503, Blue Harbor, Wi 56420

I W= My (habinc) Worklis ;l

Head of House Info:

When looking at a tenant or applicant, HMS Notes can also be accessed from the
Household tab by clicking on the View History button.

»{@@q comel AsselsIAuowancesl OtherIAddrIVerifyI Rent Calcl .:-?'3] Mnscl F:(3| Voucher -HCV-012 D504

W D Bigelow @1033 Chetco Ay, #1, Brookings, OR 97415 CHANGE HOH ' VEW HISTORY ) ADD MEMBER} DROP wgv,'g;g;;v;
f ] ]

# LastName FirstName M1 Mid¢Salut (Sr.,. Sex SSN Type | Date of Birth Age Elder Disa Citize Ethnic, Wh Bia ~ |

2IUW W - - L ™ - - ‘ . - v v
| 2|Hageman |J (L] | . |F |783-41-2162 |Y |05/24/1993| 17| N | N [EC | N |F |IT
| 3 (r|r
4 rr
—1 =t~
« »
Last Name Bigelow H Head -
First Name w Middle Init: D Middle Name

Race

HMS Notes is also available from the Encompass Action Bar.

Find Tenant/Appiicant Mgt Fimancial Mgt Property Mgt Managers Reports Help Setup

| Miscetneos | Otfieryyees | Uots | Ofner |

® u @ @ &) ) Veucter © mas @ miunts  (© 1S Notes =

Exit Encompass  Applicants  Temants  ApplcantuTerants  Llandiords  Vacated Tracking My Appts OD""'U"'““ Ou.e,(o. @&(lUM‘ Olooou“ Show P

Caseload 07-July = | @ Sec 8 Tenaet Actions - Bigelow, W - B 8
e | 58 Tensen acticas Section 8 Letters Inspections 3 Appointments Sec 8 Other MMS Applications
__tssciom 1 Comnauon [ veaden 1 otnerhaens |
[~ Eamdy Members | | G ReCertification B Move-out [T CrangeOwnes [ HAP Update I stancardttrs (8 Temant Email
Q) e = MagContactinfo 3 Move About [T Unde Move In I show tanasesa Recertitrs  (9) Landiord Email
el - = Assign To Statr &3 changeRes [ Undo Change Res [ Request HOLD ©) Group Reporting
Last Name  Fest Name M1 Soc Sec# Midde Name Type Port  Member HOM FulName  Moveh  Meve Out nteot 2 Vacate Unt Label Address Cty  Cousty

States | Type
Anderszn |C [ Tommecsn o | | Pt Temant Not |Mess | AndersonCC | 080172006 0021 | 1700 Mamiton 206 | North Bend | Coos | €
Baver T | W | oo | 58-Tenant Mot |Mess |BecerTW  |090120%0 1055 5h St 8¢ {Coos By |Coos | ¢
Bever £ T - PH-Tenant Not

BeverET THENSSD 0029 1700 Mamiton 8213 North Beod |Coos | €

- Heas BowmenSE 082212010 876 Blanco Coos Bay |Coos
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Accessing HMS Notes

Specific HMS Notes are available for searching and reporting with the use of filters in
Encompass. In the example below, all the tenants having a note, Former Legal
Action, are displayed by choosing the filter and clicking on Find.

fna | Mg | gt » v Mgt | mepons

WL CC AN Ous O1nes Paywes Unnts Otmey
® © @ ® @) Cvmn  Omn O mim Qe
Rt Encompats  Applicants  Temants  ApphcantuTenants  Landionds  Vacated Traking My Appts () Duwer Licemies () Uity Co. () Secsunits (D) Te.Do tat
T | | et
tmtery Hacords - Lsotep Cwar I

wo‘l“hj'u'(—iml Procky .m'lu-nouq Tlatun w"w“ wlmwmmmmmwwm.

{Former Legal Action *—E}-m
History Records - Lookup Clear
Q) Find
Exgord (i) Sot| () Proec habl
Acton Date/Time | Last Name First Name | Generated By Priority | Assigned To | Action Description | Status Acti
12-29-2005 09:52:00 | McMiien | Jesse DEBBE |9 DEBBE Legal Action [ch | Sent Term notice for h
12-29-2005 14;30:29 | Mckinna {Eise DEBBE 9 DEBBE  |LegalActon ch ::Semmmnowa 12-2¢
12-29-2005 14:31:13 | Murray | Rael DEBBE 9 DEBBE Legal Action ch | Sentterm notice 12-2¢
01-17-2006 14:49:24 | McKinna [em DEBBE 9 DEBBE | LegalActon ch 'On or about 1-9-06, 11
01-17-2006 15:01:34 | McKinna | Elise DEBBE 9 DEBBE Legal Action ¢h | Continued: Elise conti
01-17-2006 15:06:10 | McKinna | Elise DEBBE 9 DEBBE  |LegalActon ch  [On1-16-06 @9021r
01-17-2006 15:42:08 | McKinna | Elise DEBBE |9 DEBBE Legal Action ch | PerEise Adamis stay
01-28-2008 11:30:56 | McKinna | Elise DEBBE |9 DEBBE | LegalAction ch | Term notice stopped.
03-31-2006 10:58:16 | DiBela Tosha DEBBE (9 DEBBE Legal Action ch | Rec’d call from Tony (1

NOTE: Any note can be reported on here by using a filter. Remember: Call support
to request additional filters.
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Of course, clicking on a tenant, will bring up the HMS Notes maintenance screen as
shown below.

IHMS Person Tracker =
e | : |
HMS Notes ity Senvico | Amachments| MM L0 1 |
Type Of Notes To Displey ¥ hckode Confidential Notes Ao Hestory/Aechive
C Ysee O tor % ~ o  Archiv
Ssee © Computer © BOM | [~ | s Fasly Notes Add | Modty | Delete | Print Hitory rehive
Pertains To Staft Acton Note Acton Descripton Code Secure UseriCc Assigny Perfomed on

Q1172006 DEBBE | On or sbout 1.5.08, | rec’d a cal from Else sskrg sbout | Legal Acten LEG N v DEBBE! 011172006 |1

24024 PM taking her off the lease & adding Melssa's sister. | e
explaned that Mey are Currently N vioRon and have an
evicton pending. They need to remedy he violston by
removing the unauthorzed persons from the MM |
mmedately and supply proof a8 to where they relocated
55, SuCh 88  rental apreement, ofc S 5o she wil fix
e violston On 1.10.06, Elne submtiod Copes of mad |
Mhat Adam Brunner has receied n the past couwple
menths @ another address, actualy 2 other addresses
£ise ais0 sent a note asking for pagerwork to put
SOMEOHe 0N Be lase and % remove scmeone  The next
oy of 0, | 3pote wih Efse agan. She was asking
About removing herself Becuz she wid maving 8 another
ent (Chasclier) |lold her that she must e n complance
with her current lease in order 1o be elgitie for ancther
program Brough ouwr office. | tokd her she needs 1o
romedy the viclation by 1.16-08  She sad she wil

01132008 DEBBE | Legal Status Changed To n Process/ACCEPT NO PYNNT | TAR Legal Status Change SCL c 01 N2008 1

11:50:05 AM 120754 7”0

« »

Exdi (ESC) 35ve (F (F6) Next E E-Mail Lefter

Adding, Modifying, and Deleting Notes

To add a note to a persons record click on the Add button from the WinNotes/History
Screen. To Modify or Delete a note highlight it and click on the appropriate action.

Type Of Hote: To Display F | Inchude Confidential Mobes Actions HistoryMbachioe
WU R TR Add | Modity | Delete | print | & Hetow O uchye

The note page then opens up. Type the note in the notes field. Note the 1,016 character
limit. Check the Note is Confidential/Secured field if the note is confidential. Only
users with access to view the confidential notes will be able to do so. The Action
Date/Time can be changed but the Create Date/Time cannot and is set to whenever
the note is saved. Users must choose an Action Code which is the type of note that is
being entered. The Action Required must also be chosen. Users can also assign the
notes to other staff members. When doing this, the note will appear in the To Do list for
that staff member . The status of the note can also be set on this screen.
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x|
Historical Activity For,  Carlson, Betipb,
Person
Action Date/Time Create Date/Time
07720/ 2005 32725 PM
Action Code —
IF'Iwne Caall from Person *| [ MNotels Confidential/Secured
Hotes{1 016 Character Limit)
Tvpe the note here
.‘—
Taken By Azagn To Action Redquined New |
[FEBmC = |[Hagime =|Call Pesson Back =]
Currerit Status — Prioiity
[Closed Mote »| g -] 2486 —
\ Priority of a note can be used
Save (F3) | Ext [ESC) | to set up priorities according to
procedure. Example #1 being

Action Codes, Action Required, and Current Status

X
Historical Activity For:  Carson. Beltpé,
Perzon
Action Date/Time Create Date/Time _
07/20/2006 3:27:25 PM Action Codes,
. Action Required,
s New | « and Current
|Fhone Call from Persen ~| I Notels Confidential/S ecured Status can all be
Notes{1,016 Character Limi) ‘ added for use by
=] each Housing
Authority by
clicking on the New
button by each
option.
= These options are all
able to be secured in
Taken By Assign To Action Requited — 4—"'/ HMS Secure.
JHABINC B | T = || Call Person Back -
Cisrent Statis *__fn_ogy__
|Ehsed Mote I 2486
7|Page
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The following screen will open and an unique Code and ActionDescription can be
entered. These will be available to choose in the ‘Action Code’ dropdown.

Note Action Types e x|

Action Code Action Description f 1 E

PDA Police Dispatched to Address| Caution: be sure to

keep your action codes

Save | Exit l simple and to limit who
has access to

change/update these!

To Do List

The ‘To-Do’ list will bring up any notes that were assigned to the user who is logged in.
For example if the staff member had a meeting and a tenant called during that time the
person who took the call could record a note and assign it to that staff member. After
the meeting the user would go into his or her “To-Do’ List and see that tenant had
called.

[T Adyanced
History Reconds - To Do List - Lockup Clear
Q) Fra
| Bmurt i) Sont | () Proiec] e R Count DS
Action Date/Time | Last Hame | First Hame | Generated By | Priority | Assigned To | Action Descriplion | Stalus Action Notes
04-16-2011 15:3311 | Mudge M HABNC L] HABRC Phone Call from Person | opn | Caled about lease - has income change. Plusei

To open up a Note or tenants history simply double click on the person’s name.
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Add/Changes History Item i s Sy S o S S———_—— ——x—n

Parson (ApplicantTenant

Historical Activity For: NMudge. MM

04/16/2011 3:33:11 PM 04/16/2011 3:33:11 PM

Merww ]

-

-

Fhorne Call from Perzon

Called about lease - has income change. Flease call

Mew
HABIMC = HaBIMC = Rewview -
Mew
Open Mate - Requires Aatian - g - 1188
Save (F3) Exit (ESC) ‘ Close/Add ‘
Reports
There are a number of reports users can run from the main HMS Notes screen. The
examples shown below are the ‘Daily Log’ and ‘By Action.’
[[Fna | venanwapphcant Mgt | FimncelMgt | PropertyMt | Mansgers | Reports | Help | sewp | ,
Vebicie/Miscellanesous In., Notes and Hatory omsumty Sernce
& Misc Information (#) Master Report oJ By PersonDate | () Generate Rqd (&) Detall Current ®s The © Tensat 5)
® Car Tagi/Tenants (&) Datylog (#) Complete History | (#) View Rqd (®) Detail Former -~
(o) ByAdion (%) Landiord History | () Current bes Left (&) SummaryFoem = T DO0Ie ©) rouncal, Repss

& Car Tags/Applicants
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2 unify Report Builder - F:\apps\hms\reports\hsbydate.qrp

04/182011 HAMLS. for Windows

1:45:17 PM winHIST- History
Barr, Patricia Onignal Application TEMP iginal Application inserted. Master App ID:
Fulimer, Janet Ongnal Application LISA Ongpnal Application inserted. Master App ID
Rico, Mary F Original Application TEMP Original Application insected. Master App ID:
Williams, Heather § Onpinal Application TEMP Original Application inserted. Master App ID:
Szware, Steven Onginal Application TENP Original Application tasrted. Master App ID:
Lee MuT Original Application LINDA Original Application inserted. Master App ID
Hadged, Samaher Onpnal Apphication TEMP Onginal Application insected. Master App ID:
Knecht, Russ Original Application LISA Original Application inserted. Muster App ID
Staff, Conne Ongmnal Apphication VALORIE Onginal Application mserted. Master App ID:
Stewast, Don W Onginal Application TENMP Oniginal Application tnserted. Master App ID-
White, Christine Original Application TEMP Original Application inserted. Master App ID:
Neville, Geraldine Original Application DI Origina! Application inserted. Master App ID-

a Unify Report Buillder - F:\apps\hms\reports\hsbytype.qrp
Fle View Print
| B,I Nl 1| )lb)l
04182011 HALS. for Windows 1
1:46:33 PM winHIST - History
Hi N, by I f Acti
N, Note'
T — e —————

01022007 2:26:37 PM CARR, SHIRLEE TAMMY  Applicant address vplated from PH Move-In Applscant address was 415 BAYBERRY WAY
GRIDLEY CA 55548

01/02/2007 3:18:31 PM Hall, Markesa MELISSA  Applicant address vpdated from 38 Move-ln. Applscant addrens was

01022007 4:48:20 PM Panley, Carcle PAM Applicant addeess vpdated from 58 Move-Ia. Applicant address was 1421 Sheewood Cir Magal
CA 95954

01032007 11:E8:28 AM  Veatrello, Frank PAM Applicant addrens vpdated from 38 Move-In. Applscant address was 308 700 Salem 5t Chico CaA
95928

01032007 3:07:37 PM Weaner, Dale PAM Applicant addrems vpdated from 38 Move-In. Applicant addren was #109 700 3alem St Chico C
95928

010372007 3:30:48 PM Le=m, Carolyn MELISSA  Applicant address vpéated from 58 Move-In. Applicant addeens was

010472007 1:11:26 PM Voe, Tria MELISSA  Applicant address vpdated from S8 Move.In. Applicant addrens was

01052007 9:29:30 AM Crossman, John PAM Applicant addeass vpdated froen 58 Move-1a. Applicant 38dcens was #203 700 Saleen $t Chace €
95928

01052007 10:20:42 AN Lewss, Alma PAM Applicant addeons spdated from 58 Move-In. Applicant addeess was 9205 700 Saleen St Chaco €
95528
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Staff Access/Security
Each user for WinNotes must have a unique employee id number, which is setup in the

Staff-Tenant section under the Setup tab. The system administrator must also go there
or to HMS Secure to grant/deny access to Notes.

Find | TeantdophcantMgt | FmancalMgt | PropetyMgt | Mansgen | Reports | Help | Setup
&= | ____ fden |
@ (&) Pinter W SSN Restrictions A Create (&) Genesater (4 Note Adivities (4 Note Control

W Stadt . Tenant o)
© Mememibbon Bars (I Financul D8 Info (3) Moay (%) Aute-Create (4 User (4) MoteStatus (4 Attach Type -
Dot Encompass ¥ (&) Sttt . Financial > : p HMS Secure vty
(&) Preterences #) Programs/Projects (4 Review (4 Import (A Adwons Reqd (4 Purge Mistory

Check each users name that is going to be using HMS Notes.

User User Depariment HU.S. Software - Tenants Applcations

Login Hame WinRPT win1088T winadTT winCS winFAM winFSS winHAP winlTR farinNOTES| winRR winRSS winSTATS winTAR winTRAK
amy | AmyAny | Un-Assh 3 FiF I ~F [FiF e v v
ann ;Ann Miber EFrnnt Line Mgt} F# v = ' = = = = = f
anna | Anna New {Worker Bees | 7 W F |~ F | F = = =
bisine | Blaine The Train Ewnmr Bees | o W F |l & F = = =

Other features of HMS Notes can be granted/restricted from HMS Secure as listed

below:
[sutions | Menus| Access| Tabs | Setup| Check Boxes/Other| Report]
H.M.S. tem Security _Turn OOt Row(s)Colsmn(s) — HAB
H.M.S. Application User:
winNOTES Amy Anyone Tum Qn Turn Off j
HMS Tenant - WinNOTES amy i [ ==t
Copy Functions
Teerplate To Usar(s) i
Obpect_Name tem Description
digViewoPerson.ataADD Iw-mmmz [ E v l i Fr'wﬁ .570||0N ‘[wnNOTES] r
digHstoryEntry NewCode Button - Add New Hstory Codes/Descriptons ~ |~ BUTTON WnNOTES | W
OgHistoryEntry NewActonRead | Bution - Alow ADO of new Action Required codes?| [ F  |BUTTON |wiNOTES [ -
digHstoryEntry NewAction Button - ABow ADD of new Action Type codes? ~ ~ BUTTON winNOTES 0
agHstoryEntry New Status |Button - Alow ADD of new Note Status code? | [7 P |eutTon |wiwotes|
digistoryEntry Save Button - Alow SAVE of history notes 12 vV BUTTON wWinNOTES r
a\Viewo Person change | Button - Change existing history record for person | ] : ~ BUTTON 'w'nnonis] r
digViewoiPerson atDELETE Button - Delete Attachments ~V V BUTTON wWnNOTES v
frmNOTESSystem fiter | Button - Fiter (Add Chg Delete) } 2 ~ BUTTON ‘ wWhnNOTES w
digViewoPerson stMODFY Button - Modify Attachments 1~2 ~ BUTTON WInNOTES W
digViewofPerson atOPEN Button - Open Attachments ' 1~ vV BUTTON [ winNOTES | r
SoViewotPerson altPRINT Button - Print Attachments ~ ~ BUTTON | winNOTES r
dgViewoPerson atSAVEAS 'Bmmn - Save As Attachments ' 1~ ~ BUTTON [wNOOTESI r
digViewotPerson nfoShowFamiy | Button - Show Family Members 2 v BUTTON winNOTES r
digViewo Person i foShowincome | Button - Show ncome y ~ v BUTTON i winNOTES r
frmNOTESSystem sort Button - Sort [ ~ BUTTON | winNOTES r Pa ge




Purge History

This option is used to compress old history records and is located under the Setup tab
in Encompass:

\' Findg | T /A Mot Fi [ Mt Property Mgt | Managers Reports Help Setup
- ew |  Fftes | Nt |
® (&) Printer U SSN Restrictions @) Stalf - Tenant &) Create (&) Generator 4 Note Actvities (4 Note Control
© ™ememtvon Baes [IJ Financal DB Info (4) Moddy () Auto-Create (&) User [(4) NoteStatus (4 Aftach Type
Extt Encompass : () Stal! - Financial
(&) Preferences (8 Programu/Projects (3) Review (&) Import (4) Adtions Read (& Purge Histo)

Once records have been purged they are placed in an archive file. That file can be
viewed if needed, but will not show up on the tenant’s records. This option is used when
the system is slowed down because of so many history/note records. Users or system
administrators can purge records within a certain time period, for example, all records
between January 1, 2010 thru December 31, 2010. Also, a specific action code can be
purged which will include every record that uses that action code. Another option would
be to purge a staff members notes. Choose the records to be purged then click on the
Purge button and the records are then saved to the archive file.

[ArchivePurge HHS History Records 0 ]
01/01/2010 12/31/2010| 58314
— Action Codes
(O | " Selected —>
_ Staff
Al " Selected —>
Purge Exit History Of Deletes
e
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