ART 230 Troubleshooting Guide
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DETAIL BY CLIENT

Percentage of clients identified with one or more of these issues= 29.4%
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B. Missing Program Entry

1) Search for client; click on client record

2) Click on Entry/Exit

3) Look for “KY HEARTH” program entry

a. If no KY HEARTH entry exists, create one following the KY HEARTH Workflow document
C. Missing Service Transaction

1) Search for client; click on client record

2) Click on Service Transaction

3) Click “Display All”

4) Look for Service by “KY HEARTH” provider

a. If none exists, create one by following the KY HEARTH Workflow document

b. If one exists, 2 possible reasons for error:

i. Service not between Entry and Exit

1. Check Entry/Exit screen for Date/Time of Entry and Exit

2. Click edit [image: image2.bmp] by the KY HEARTH service(s) and change the time to sometime after Entry and before Exit

ii. Service provider does not match Entry/Exit provider

1. Check Entry/Exit screen for Provider

2. Change the provider of Service or Entry to match. 

a. Ex: 
Entry: Agency-KY HEARTH-Homeless Assistance 
Service: Agency-KY HEARTH-Homeless Assistance 
= correct
b. Ex: 
Entry: Agency-KY HEARTH-Homeless Assistance 
Service: Agency-KY HEARTH-Homeless Prevention 
= error
D. Missing HPRP Service Activity

1) Search for client; click on client record

2) Click on Service Transaction

3) Click “Display All”

4) Look for Service by “KY HEARTH” provider

5) Click edit [image: image3.bmp] by the KY HEARTH service

6) Both questions will have blanks:

a. HPRP Housing Relocation & Stabilization Service Provided  


b. HPRP Financial Assistance Type

7) Choose an item from one of these menus that most closely matches the Service Type. The other question will remain empty.

8) If household, make sure other members are checked at the bottom.

9) Click Save.

E. Non-HPRP Entry Type

1) Search for client; click on client record

2) Click on Entry/Exit

3) Look for “KY HEARTH” program entry

a. If no KY HEARTH entry exists, create one following the KY HEARTH Workflow document

b. If one exists, click edit [image: image4.bmp] by the Entry Date

i. Change “Type” to HPRP

ii. If household, make sure other members are checked below

iii. Click Save.

F. Missing Housing Status

1) Search for client; click on client record

2) Click on Entry/Exit

3) Look for “KY HEARTH” program entry

a. If no KY HEARTH entry exists, create one following the KY HEARTH Workflow document

b. If one exists, click edit [image: image5.bmp] by the Entry Date

i. Scroll down and answer “Housing Status” question

ii. Click Save.

iii. If household, answer “Housing Status” for all other household members and Save.

G. Entry Prior to Grant Start Date

1) Search for client; click on client record

2) Click on Entry/Exit

3) Look for “KY HEARTH” program entry and corresponding Entry Date

4) If Date is prior to KY HEARTH grant date

a. Click edit [image: image6.bmp] by the Entry Date

b. Change the Entry Date to a later date after the grant started

c. If household, make sure other household members are checked.

d. Click Save.

H. Service Prior to Grant Start

1) Search for client; click on client record

2) Click on Service Transaction

3) Click “Display All”

4) Look for Service by “KY HEARTH” provider and Date by corresponding Service

5) If Date is earlier than Grant Start Date, click edit [image: image7.bmp] by KY HEARTH Service

6) Change Start Date to a later date

7) If household, make sure other members are checked at the bottom

8) Click Save.
I. Double HPRP Service Activity

1) Search for client; click on client record

2) Click on Service Transaction

3) Click “Display All”

4) Look for Service by “KY HEARTH” provider

5) Click edit [image: image8.bmp] by the KY HEARTH service

6) Both questions will have answers:

a. HPRP Housing Relocation & Stabilization Service Provided  


b. HPRP Financial Assistance Type

7) Choose an item from one of these menus that most closely matches the Service Type. The other question will remain empty.

8) If household, make sure other members are checked at the bottom.

9) Click Save.

