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B E F O R E  E N R O L L I N G  A  C L I E N T  I N T O  
C E S  
 Under the 2020 HUD CE Standards, households must be actively enrolled in at least 
two projects, one providing services and CES. Before you enroll a client into the 
Coordinated Entry System program please make sure that you are working with the client 
through one of your agency’s programs. For example, if you work at an agency that provides 
outreach services and you encounter a client that seems appropriate for CES during an 
outreach session. You would want to make sure that you enroll this client into the 
appropriate Outreach program through your agency prior to enrolling the client into any 
CES program. Clients should always be enrolled in some other program that you are 
working with them through prior to enrolling the client into the CES program. Please do 
NOT create a CES enrollment for a client if you are not going to continue working with 
them in one of your agency’s programs. 

E N R O L L I N G  A  C L I E N T  I N  C E S  

1. Switch into the San Diego Coordinated Entry 
System agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  

3. Click into the Programs tab 

4. Click on the CES - CE - San Diego program under Programs Available  
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5. Toggle on any household members you want to include on this CES enrollment and then 
click “Enroll”  

6. Complete the Enrollment Screen fields with the client then click Save & Next 

  

C O M P L E T I N G  A  C U R R E N T  L I V I N G  
S I T U AT I O N  A S S E S S M E N T  
1. Switch into the San Diego Coordinated Entry 

System agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  
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3. Click into the Programs tab  

4. Click on the edit pencil corresponding to the active CES - CE - San Diego program 
enrollment  

5. Click on the Program Assessments tab  

6. Click on the Start button corresponding to the CLS assessment.  
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7. Toggle on all household members you want to complete a CLS assessment for  

8. Complete the CLS assessment with each client and then click Save & Close to finalize 
the record.   

C O M P L E T I N G  A  C E S  T R I A G E  T O O L  
1. Switch into the San Diego Coordinated Entry 

System agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  

3. Click into the Programs tab  

4. Click on the edit pencil corresponding to the active CES - CE - San Diego program 
enrollment  
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5. Click on the Program Assessments tab  

6. Click on the Start button corresponding to the appropriate Triage Tool  

7. Complete the CES Triage Tool with the client and click Save & Close to finalize the 
record.  
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R E F E R R I N G  A  C L I E N T  T O  T H E  
C O M M U N I T Y  Q U E U E  
1. Switch into the San Diego Coordinated Entry System 

agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  

3. Click into the Programs tab  

4. Click on the edit pencil corresponding to the active CES - CE - San Diego program 
enrollment  

5. Click on the Program Assessments tab  
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6. Scroll down to the Assessment History section and click on the eligibility button 
corresponding with the CES Triage Tool you want to use to refer the client to the 
community queue (Should be most recent Triage Tool in most cases). 

7. Click on the Refer Directly to Community Queue button  
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C H E C K - I N  A  C L I E N T ’ S  R E F E R R A L  T O  
T H E  C O M M U N I T Y  Q U E U E  
1. Switch into the San Diego Coordinated Entry System 

agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  

3. Click into the History tab  

4. Click on the edit pencil corresponding with he client’s referral to the Community Queue  
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5. Click on the Check-In button  

T R A C K I N G  A  C E  E V E N T  T H R O U G H  A  
P R O G R A M  S E R V I C E  
1. Switch into the San Diego Coordinated Entry 

System agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  

3. Click into the Programs tab  

4. Click on the edit pencil corresponding to the active CES - CE - San Diego enrollment  
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5. Click on the Provide Services tab  

6. Click on the drop-down arrow for the Coordinated Entry Events Services  

7. Select the appropriate Coordinated Entry Event Service and complete the required fields  

8. Click on Submit to finalize this service record.  
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W H E N  S H O U L D  I  E X I T  A  C L I E N T  
F R O M  C O O R D I N AT E D  E N T RY  
 The 3.11 Project Exit Date represents the end of a client's participation with the CE 
system. The exit date should coincide with the date that the client is no longer considered to 
be actively seeking crisis or housing assistance from the CoC. Reasons to exit a client 
include:

1. The client has entered a permanent residential project type (e.g., PSH) or is 
otherwise known to have found permanent housing; 

2. The client is known to have left the CoC to pursue other assistance or resources; 

3. The client is deceased; 

4. No staff working in the CE system (via appropriate case conferencing) has been 
able to locate the client for an extended length of time (e.g. 90 days from last 
contact) and there are no Current Living Situation records.  

E X I T I N G  A  C L I E N T  F R O M  C E S  

1. Switch into the San Diego Coordinated Entry 
System agency 

2. Search for the Client using the search bar and navigate to the Client’s profile  

3. Click into the Programs tab  
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4. Click on the edit pencil corresponding to the active CES - CE - San Diego program 
enrollment 

5. Click on the X Exit button  

6. Toggle on any household members you want to exit from this CES - CE - San Diego 
program enrollment and then click End Program 

7. Complete the Exit Screen fields with each client and then click Save & Close 
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C E S  W O R K F L O W  C H E C K L I S T   
IMPORTANT: Your client should have a program enrollment into your program (ES, TH, SSO, outreach, day shelters, safe parking, 
safe havens projects, etc.) before completing the CES workflow. 

Clarity Dashboard 

□ Are you in the correct switch “San Diego Coordinated Entry System” agency? (Page 3) 

o You can switch into another agency under your name on the right-hand side in Clarity (HMIS). 

o You need to be in the “San Diego Coordinated Entry System” agency to complete the CES workflow for your client. 

Look up your Client 

□ Does your client already have a Clarity (HMIS) profile or will you have to create one? (Page 3) 

o Ensure you are not creating a duplicate HMIS profile for your client. 

o If you come across duplicate client profiles, contact support@rtfhsd.org and provide Clarity ID numbers. 

Client Privacy  

□ Did you create a Release of Information entry and attach a signed Multiparty Authorization form? 

o If so, get a new MPA for the client and upload it. 

o An ROI/MPA are one and the same, they last 7 years. 

Client Profile 

□ Once in your client’s profile click on “Programs” tab, scroll to the bottom and under the “Programs: AVAILABLE” banner the 
“CES – CE – San Diego” program exists. (Page 3) 

o If you don’t see the program the client may already have an CES-CE- San Diego program enrollment. 

o Work solely from the existing “Active” “CES – CE – San Diego” program. 

□ Click the arrow and scroll to the bottom and click on “ENROLL” button. (Page 4) 

o If you need to enroll other household members please ensure you toggle all household members to the CE program. 

□ Are the client’s “Enroll Program” section accurate? (Page 4) 

o Please ensure all data elements are up to date. Go over the information with your client. 

□ In the “Assessments” tab in the “CES-CE-San Diego” program complete the “Current Living Situation” assessment. (Page 4, 
5, & 6) 

□ In the “Assessments” tab in the “CES-CE-San Diego” program complete the correct “CES Triage Tool” and refer the client to 
the Community Queue. (Page 6, 7, 8, & 9) 

□ In the “Provide Services” tab in the “CES-CE-San Diego” program complete the appropriate “Coordinated Entry Event” 
services that you have completed. (Page 11 & 12)  

Contact Tab 

□ Did you include contact information in the “Contact” tab or do you need to update client’s contact information? 

o Add a phone number and email or either one. If your client doesn’t have contact info as the Homeless Service Provider, 
you add yourself to the contact tab if you plan on working extensively with your client. 

Maintain CE program enrollment & Community Queue referral 

□ In the “Assessments” tab in the “CES-CE-San Diego” program complete the “Current Living Situation” assessment as the 
living situation changes or before every 90 days of the programs start date. (Page 4, 5, & 6) 

□ In the “History” tab in the Client profile click the edit pencil on the client’s referral to the Community Queue, click on the 
“Check-In” button. Complete before every 90 days. (Page 10 & 11)
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