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Tracking client appointments 

Case Managers assist their client in many different ways, in order to facilitate their client becoming self-sufficient and self-sustaining.  One often 
overlooked but extremely important aspect of a client progressing in services is for the client to attend scheduled appointments.   

Homeless clients often have a difficult time remembering and maintaining a schedule, which can frequently lead to missing appointments.  One 
way a Case Manager can assist a client moving toward self-sufficiency is to work with their client to ensure they attend scheduled appointments.  

HMIS allows for Case Managers, and other HMIS users to track client appointments within HMIS, and provide a client with a printed report that 
contains a list of all scheduled appointments.  In order to enter an appointment for a client, please see below:  

To start the process to track an appointment, open a client’s profile page and click on the calendar icon circled below. 
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When you click on the calendar icon a pop up will appear.  Enter the appointment start/end date and start/end time of the appointment.  On the location line 
you can enter an address, agency address, and/or notes (example: Navigation Center, with Bob Smith – Bring your Driver’s License” or “Dr. appt, Ampla – Bring 
your medication”. 
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Once a client’s appointment(s) have been entered into HMIS, a report can be run.  The report will pull all appointment(s) entered in the system (by an agency's 
HMIS user) specific to the client.  The report can be provided to a client,by a Case Manager.  To run the “Client Appointments” report follow the steps below: 

(Click on the printer icon circled below) 
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Users will be taken to the “Client Reports” page.  Click “Run” for the report circled below. 
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Users will then be taken to a page allowing them to determine the specifications of the “Client Appointments” report.  Users can define a date range and choose 
the report’s output format.  The optimum format for printing this report for a client is a PDF.  The report will include all appointments, and notes entered into 
the system.  An example of the report can be found on the next page. 



Client Appointment Report DESS (Butte County) - Training
Date Range: 10/01/2022 thru 10/31/2022

Name:

SSN Number:

Quality of SSN:

Date of Birth:

Quality of DOB:

Unique Identifier:

Le Grouch, Oscar

xxx-xx-3636

06/30/1965 (Age: 57)

Full DOB Reported

6AE342F12

Dates Between:

DESS (Butte County) - TrainingAgency:

Full SSN Reported Date Range: 10/01/2022 thru 10/31/2022

Staff: Rawlinson, Elisa

Start Date End Date Location

10/01/2022 08:00 AM 10/01/2022 09:00 AM Navigation Center - with Bob Smith, bring your driver's license

10/06/2022 02:15 PM 10/06/2022 03:30 PM Dr appointment - ampla

10/12/2022 11:00 AM 10/12/2022 01:00 PM CalFRESH - phone appointment. They will call you.

10/17/2022 08:00 AM 10/17/2022 08:30 AM Villa Fancy Apartment - 123 Main St., Somecity - Drop off application
and check from DESS for background

10/26/2022 01:30 PM 10/26/2022 02:45 PM SSI dr. appointment - 895 "A" Street, Anytown - Bring your symptoms
journal
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