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Release of Information

*****Data sharing is the default setting in HMIS for new client data entered. It is
imperative that every user know how to properly tag and upload the new
universal ROl to protect the privacy and security of client data.

In this document:

- General ROl information
-What if the universal ROl is already uploaded?
-How to tag the ROI

-How to upload a copy of the ROI

General ROl information

A release of information needs to be obtained and entered into HMIS for any client who's information is
being entered into the system. All household members 18+ must sign (or give verbal consent) for their
information to be entered. Any minor who's information is entered should be listed on the Head of
Household’s ROI. A ROI for every person entered into HMIS should be signed (or verbal consent
granted), uploaded and tagged. Every ROl needs to uploaded to the ROI tab. If your client does not want
their information shared outside of your agency please review guidance avilable for “locking down” a
client’s record.

What if the universal ROl is already uploaded?

Navigate (with EDA mode and Back date mode selected) to the ROI tab of your client’s record.

Only one agency needs to complete, tag, and upload the universal release. If you see “1 Universal ROI”
tagged in the ROI tab then you do not need to add another one. Instead, you will need to look to the
uploaded ROI to review the client’s specified preferences. If the universal ROl is tagged, but there is no

ROI uploaded, you will need to upload the ROL.
Release of Information
| Provider Permission Start Date End Date

"' 1uUniversal ROI Yes 08/19/2020 08/18/2023 0

Add Release of Information Showing 1-1 of 1

Uploaded
ROI with
client’s
preferences
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Uploading the universal ROI

If you do not see the universal ROl tagged or uploaded, you will need to do so.
Navigate (with EDA mode and Back date mode selected) to the ROI tab of your client’s record.

Click “Add Release of Information” button and the ROl sub assessment will pop up.

Release of Information

Release of Information - (55605) Test, Tina

P Include all household
o To include Household members for this Release of Information, click the bo:; members that are

beside each name. Only members from the SAME Household may be

[ (8336) Two Parent Family ? Included on the ROI
(85605) Test, Tina
[1(55612) Test. Tiny
[lr55612) Test. Tomme

Release of Information Data

Provider* {Coordinated Entry: 1
?;Es)h(vjlllel—‘ﬂawdsnn County Search My Provider f Clear . . .
Rciese Gromtod® [H5E< The EDA mode you are in will be listed as

Start Date* [oa ]s[20 |/2020 | ) £ H H “« ”
T “ the Provider. Click “Search” and a screen

I :“‘ - with additional providers will pop up.
Save Release of Information |  cancel
. " Provider Search
Click the green + button next to “1 Provider earch
U niver‘sal ROI” to add it to the other Search for Providers by using keywords from the Provider Name or Description.
. . . . Search ‘ Show Advanced Options
provider listed. This will make the
ROl visible to any program or S Sen
provider using HMIS. provider Number
Enter or scan a Provider ID number to search for that Provider.

Provider ID # Submit

The “1 Universal ROI” will show up at Provider Search Results

the bottom with the other Provider. I T

{}‘ 1 Universal ROI (575) Level 1 unknown unknown 08/16/2020

0 ‘ MSS: ES: COVID-19 Relief Shelter (565) Level 2 Unknown Unknown 08/15/2020

Once both are Iisted' 0 ‘ oC: ES: Elas\.c Center Program (381) Level 3 615-327-4455  Nashville, TN 37203 02/03/2020

. ‘e im Q@ Ejscg‘l;"e"e”m": PEEREEIETACEE g 615-327-4455  Nashville, TN 37203 10/14/2018

CIICk the EXIt bUtton' 0 ‘ QC: 50: RHY Program (359) Level 3 615-983-6911  Nashville, TN 37203 10/14/2019

0 O YHDP: RRH (553) Level 3 Unknown Nashville, TN 37203 08/16/2020

0 ‘ YHDP: SSO: 18 to 24 (554) Level 3 Unknown Nashville, TN 37203 08/16/2020

0 ‘ YHDP: 550: Under 18 (555) Level 3 Unknown Nashville, TN 37203 02/12/2020

Showing 1-8 of 8

Provider Search Selected Results

# A B CD E F G H I J KLMNUOW®PIQRSTWUV WX Y ZAI
Provider ID Name Level Phone Location Last Updated

c ‘ a11 Coordinated Entry: Nashwville-

Davidson County (CE) Level 2 Unknown Nashville, TN 37203 08/05/2020

Showing 1-1 of 1

Clear Selected Exit
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The Release of Information box will pop back up with the both providers listed. (See below)

Release of Information

Release of Information - (55605) Test, Tina

Household Members

Make sure to include all
household members
represented on the ROI

—>

If you have collected
a ROl select “Yes”
for release granted.

To include Household members for this Release of Information, click the box
beside each name. Only members from the SAME Household may be selected.

«

[ (8336) Two Parent Family

(55605) Test, Tina

Release of Information Data

Clicking "Save Release of Information’ will create a distinct Release of Information
for each selected provider.

i

Provider *

M Coordinated Entry: Nashville-Davidson County
(CE) (411)
1 Universal ROI (575)

Identify whether there is
a signed ROl or if verbal
consent was granted (An

Release Granted*

Start Date *

End Date *
The ROl is valid for 3

years. Set the end date.

Documentation

Witness

o8 [/[20)/ I %,
(VM a9 &

[-select- v

| e—

upload of an ROl is
required regardless)

Sign as the witness.
This adds another

Save Release of Information | Cancel | .
level of accountability
for client data.

Uploading the ROI
Release of Information
Provider Permission Start Date End Date
/7 @ 1 Universal ROT Yes 09/03/2020 09/03/2020 ,,
p ’ ' Coordinated Entry: Nashville-Davidson County (CE) Yes 09/03/2020 09/03/2020 *

Whether you have collected a written signature or a verbal agreement you will upload it to the “1
Universal ROI” by clicking the binder clip icon on the right side.

If your client did not sign to share their information across agencies, you will not tag the Universal ROI.
Look to guidance available on how to “lock down” a client’s record so that their information isn’t shared.




