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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. 
 

 

 

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

 
 

HMS Notes is also available from the Encompass Action Bar.  
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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.   

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  
 

 
 

 

 

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. 

 

 
 

 

 

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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Action Codes, Action Required, and Current Status 
 

 

 

 

 

Action Codes, 
Action Required, 
and Current 
Status can all be 
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 

HMS Secure. 

 

Type the note here 

Priority of a note can be used 

to set up priorities according to 

procedure. Example #1 being 

extremely important  
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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. 
 
  

 

 
Caution: be sure to 
keep your action codes 
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. 
 

 
 

  

To open up a Note or tenants history simply double click on the person’s name. 
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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.’ 
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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.  

 
 

 
 
 

 
 

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

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

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose staff name to set 

security for filters 
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Purge History 

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

 
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.  

 

 
 


