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Introduction to Show The Way
What Is Show The Way?

Show The Way is a community-based platform designed to support communities in their efforts to
move people from homelessness toward housing and greater stability. Developed by Simtech
Solutions using human-centered design principles, the platform combines mobile case
management with real-time, geospatial data collection to help outreach teams capture
meaningful information while engaging with people in the field. Show The Way provides
communities with a centralized system for managing client information, outreach activity,
community resources, and other locally relevant data while supporting HMIS-compliant data
collection.

Who Is Show The Way For?

Show The Way is designed to support the different people and organizations involved in
responding to homelessness within a community. Street outreach workers and other frontline
staff can use the platform to document interactions, identify client needs, connect people with
services, and maintain information as relationships develop over time. Program leads,
supervisors, and system administrators can use the Command Center to oversee outreach
activity, review data, coordinate teams and geographic coverage, manage system settings, and
support reporting and data-quality efforts. Show The Way also provides opportunities for first
responders, community partners, and the general public to participate in coordinated response
efforts, such as submitting requests for assistance that can be routed to the appropriate teams.

How Show The Way Supports Community Work

By bringing information about people, places, services, and outreach activity together in one
system, Show The Way helps communities develop a more complete picture of their response to
homelessness. Information collected through day-to-day outreach can help teams coordinate
efforts, identify unmet needs, reduce duplication, monitor data quality, and better understand
where services and resources are needed. This shared visibility supports both individual service
coordination and broader community planning, helping organizations work together toward the
goal of moving people from homelessness to housing.
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Datastores, Roles, and Permissions

Datastores

A datastore is the local or regional Show The Way environment where information submitted through the app is

stored. The datastore is connected to a regional Command Center that local administrators can access to
manage information and configuration for their community.

e Most users will work within one datastore associated with their community or organization.

e Administrators may have responsibility for and access to multiple datastores.

e Theinformation a user can see or manage inside a datastore depends on their assigned role and

permissions.

Roles and Permissions

Roles define the general level of access a user has in Show The Way. Permissions control the screens,
information, and actions available to that user within the system. As a result, two users working in the same
datastore may have different views or capabilities.

Typical Use Access and Visibility Key Restrictions

Admin Users responsible for Highest level of visibility. Typically Broad
administrative setup and supports activities such as resource administrative
management. management, survey setup, user access based on

management, and other system responsibilities.
configuration.

Outreach Users performing case Can access assigned projects and view No change-
management client-level data within the system. management
responsibilities and data capabilities;
collection. access is limited

to assigned
projects.

First Responder

Users who assist with
recording information but
are not acting as case
managers.

Can see client-level data that they
personally record.

More restricted
actions and
visibility within the
system.

Access Note: The screens and actions available in Show The Way may vary based on your role and
permissions. If you expect to see a feature or action that is not available, contact your regional
administrator to confirm your datastore assignment, role, and access.

Prepared by Simtech Solution Inc.




Logging In and Getting Started

Before you Start - What you need

e Make sure you have avalid Show The Way account provided by your

organization and/or Regional Administrator.
e Confirm that you know which datastore you should use.

e Use a supported device with internet or mobile data access. Show The

Way can be accessed through the mobile app or on the web.

Logging In

1. Access Show The Way using the method that applies to your device.

2. Enter the email address associated with your Show The Way account and

your password, then select the option to sign in.

o [fthisisyourfirst time signingin, use the Forgot Password option to

create or reset it.

3. After signing in, verify the project name shown at the top of the screen.

e |Inmany cases, you will be connected to your local datastore
automatically. If a list of datastores appears, select the datastore for
your organization.

Show The Way

7 %
2 52

’./

Guiding People from Homeless to Housed

Your Email Address

FORGOT PASSWORD >

" REQUEST OR FIND HELP

D

again.

Helpful Tip: Session Timeout- users will be logged out after 30 minutes of inactivity. Users will need to log in

Ways to Access Show The Way

Platform

Show The Way
Command Center

Best For

Administrators,
program leads, and
supervisors

Primary Uses

System oversight, managing users and
settings, reviewing outreach activity,
monitoring data quality, managing
surveys and services, reporting, and
other administrative functions

Access Method

https://commandcenter.showtheway.org

Show The Way Outreach workers Client and case management, www.showtheway.org
Web/Desktop App and other users documenting interactions, accessing
working from a resources, managing client
computer or browser | information, and completing
outreach-related workflows
Show The Way Street outreach Capturing client and interaction Available for download on your mobile
Mobile App workers, first information in the field, geo-tagging device via Apple or Google Play.

responders, and
other frontline users
within the community

locations, documenting services and
notes, accessing resources, managing
encampment information, and
responding to requests
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https://commandcenter.showtheway.org/
https://www.showtheway.org/

Show the Way Command Center Overview

The Show The Way Command Center is the primary administrative workspace for
< ; managing and overseeing Show The Way at the community level. Designed for use
Navigation N from a desktop or workstation, the Command Center provides Administrators
B s with the broadest view of system activity and access to tools for managing users,
surveys, resources, services, HUD exports, and datastore-wide settings. It also
[l Resources provides visibility into client and outreach activity, system operations, and data
quality, allowing administrators to support the overall management of Show The
2% Users Way
Feature What You Can Do
B Surveys
View client level information such as client records,
- W Administration Home . )
interactions, encampments, and Requests.
o] g This will show the projects in your datastore, rgsources
Resources you can refer clients to, and shelters that provide beds
for clients.

§l SsurveySet-up
Shows everyone assigned to the datastore. Admins can

Users manage end user information
1@ Services g )
Shows the list of available surveys assigned to this
= HuDEx Surveys datastore. Admins can create new or edit existing
surveys.
i . . Here users can access settings, survey management,
SMRIELL Administration ervices, and export dat ; ’ ’
Solutions S S port data-.

Home

The Command Center is intended primarily as an administrative oversight tool. Administrators can use the
Clients, Interactions, Camps (Encampments), and Requests sections to review information that has been
recorded within Show The Way. Client-level information and other outreach activity should be entered
through the appropriate Show The Way application (desktop or mobile) rather than through the Command
Center.

The Home page provides quick access to core operational records and activity. Administrators can use this
section of Show The Way to view client level data related to Client, Interactions, Camps, and Requests.
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What Administrators Can Review

Feature Administrative Use

Clients View recorded client information.

Review recorded client interactions and outreach
activity.

Interactions

Review recorded encampment or camp

Encampments . .
information.

Review recorded requests associated with client or

Requests L.
outreach activity.

Viewing Existing Records

The process for locating and reviewing client-level information is generally the same across Clients,
Interactions, Encampments, and Requests.

Step 1: Select the Appropriate Feature

From the Show The Way Command Center, select the feature containing the information you want to review:
Clients, Interactions, Encampments, or Requests.

Step 2: Search or Browse Existing Records

Use the available Map View or List View to locate the record you want to review. The information displayed will
vary depending on the selected feature, but both views allow administrators to navigate existing records and
identify the appropriate client, interaction, encampment, or request.

Step 3: Open the Record

Open the appropriate record using the option available for the selected view.

e Map View: Select the applicable map pin, then select the available View option for the record, such as View
Interaction, View Encampment, or View Request.

e List View: Select the appropriate record, open the Menu on the left, and select View.

Step 4: Review the Recorded Information

Review the information contained within the record. Administrators can use this information for oversight,
monitoring, troubleshooting, data-quality review, or understanding activity occurring within the datastore.

Important Note: The Command Center is best used for administrative review and oversight. When
recording new client-level information or completing routine workflow activities, use the Web/Desktop
App or Mobile App whenever possible to access the platform experience and functionality designed for
data entry.
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Operations Dashboard

The Operations Dashboard provides a comprehensive view of activity within Show The Way. This
allows Administrators a centralized view of activity across projects and staff, making it easier to
monitor performance, evaluate outreach, support reporting, and identify data-quality issues.
Administrators can filter and sort information and multi-select by project and staff. Filters carry
across each tab, allowing selections to remain consistent as you move between dashboard
screens.

Shovl'l'lle Way STW Demo Natalie jackson -
Overen Suaftactty nteractions Beprt bata ity
A Home
@ Operations Dashboard
[ Resources
uuuuu T Lo,
=, j S Valley S CATIE |
2 Users
B surveys
B Administratio
o
Date
1 0
npermanent housing Exitedtopermanent housing
Simtech e -
Solutions Iﬂ

Tab What You’ll Find Benefits for Administrators

Overview ® High-level summary of activity ¢ Quickly understand outreach coverage and
® Interactive coverage map recent activity
¢ Key metrics for housing, requests, and ¢ |dentify areas with overlapping coverage, shown
services inred
¢ See where activity is most recent (blue pins) or
older (black pins)
® Monitor key trends at a glance
Staff Activity o Staff list with last login ® Review and compare activity by staff

Interactions

e Counts of interactions, services, closed
requests, and open requests

® Interaction trends and totals

® Track engagement and workload
e Export staff activity data for further analysis

¢ |dentify interaction trends over time

Report * Demographic, service, and living-situation ¢ Understand outreach coverage, activity, and
summaries client needs
e Support program evaluation and reporting
Data Quality e Data-quality indicators and issue list ¢ |dentify and address data-quality issues

¢ Counts of missing, incomplete,
overlapping, orinconsistent records
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e Export data-quality results for follow-up



Resources

Resources functions as a community-focused repository for identifying and managing resources that can help
connect people to assistance.

Creating a Resource

Step 1: Open Resources
In the Show The Way Command Center, select Resources from the left sidebar. This opens the area used to
create and manage organizations and resources.

Important Note: Resource management includes creating resources, assigning users, editing HUD PDDEs,
and maintaining resource details.

Step 2: Select Add Resource
From the Resources page, select the green + Add Resource button at the top of the page.

STW Demo

(3. showThe Way

;
2 home T . ——
e e
.......................... )
P, —
: z

Simtech o —
Solutions

Step 3: Enter the Resource Details
In the pop-up window, select the appropriate Organization, enter the Resource Name, and select the Resource

Type. Then select Add Resource.

Organization:

Step 4: Confirm the Resource Was Created
After the resource is added, confirm that it appears in the main Resource list.
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Managing Organization Information

Step 5: Open the Organization
From the main Resource list, use the Organization Button in the top row to open the organization record.

Resources
v PR ] | |
Type

MName

Step 6: Update Organization Information

Update the organization name as needed, add a Common Name if the organization uses one, and indicate
whether the organization is a Victim Services Provider. Save the changes when complete.

Managing Resource Information

s\ Show The Way STW Demo Nataie Jackson o
e

e | soteronne 1 R [ ' p——
Name Type

i Resources [ Organization: AAA Outreach Providers
| Aacoucanprojec | seetoutrescn

585 users ABC sheterroject Emergency Shlter

£ Organization:Data Entry

i surveys DatakntryEs Emergency Shelter
Datagntryso streetoutreach
© Question Bank DataEntrys02 Street Outreach
testing Tranitonal Housig
m -
FamityHouse Permanent Supportve Housing permanent Supportive Housing
Vd i id Rehousi Rapid Rehousing

9 Organization: Healthearefor the Homeless
Healthcare forthe Homeless Services only

5 Organization: Runaway Homeless Youth Projects

RHYBCP. Emergency Shelter
£ Organization:TestOrg

emo Project Streetoutreach

demo testing Permanent Supportive Housing.
SafeparkingLota SafeParking (treet Outreach)
test Street outreach

9 Organization: Thoughts &Prayers

Simtech —— ——
Solutions =a

Step 7: Open a Resource

From the main Resource list, select the resource you want to manage. Select Open Resource. The resource
record contains tabs for Resource Info, Locations, Services, Surveys, Funding, Users, Teams, and Archive.

S =

Navigation «

4 Home

85 Users

i surveys

Vs S HMIS Info

» B Administration

Prjecttiame:
/ system Admin Tools ABCheterroject
PrjectCommon Narme:
A8Csheterproject
Prjectype:
Emergency shetter
PrjectstartDate:
Prject EndDate:
< Continuum prject
Simtech
Solutions =
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Step 8: Update Resource Info

Open the Resource Info tab and update the applicable HUD PDDEs, Resource Directory information,
description, contact information, hours, and other resource details. Update the resource when finished.

Important Note: Except for bed inventory, Resource Directory details are maintained in Resource Info. The
Overview and Contact information is displayed in Resource Directory views.

Managing Locations

Step 9: Open the Locations Tab
Select Locations from the resource record.

Important Note: The Locations tab is also where CoC Code, Geocode, and Geography type are entered.

£ New Street Outreach Project 1

oo g
City State Tip ol Code

Primary

Location Geo Code Grography

Mame Street

L L F F F Ld F
Main Office 123 Broadway  Deower €0 80014 | €O-503 080350 1

Step 10: Add a Location
Select Add Location, enter the relevant address and location details, and then select Save.

Important Note: A resource without an address can appear in Resource Directory List View but not Map
View. Sheltered resources must have a primary location entered before they can have bed inventory. Add
additional addresses here when a resource has multiple locations.

Managing Services

Step 11: Enable Custom Services, If Needed

If the resource should use custom services instead of the datastore Coltect unrent tving Situatont
defaults, return to Resource Info, clear Service Mode Default, and select servicemodapefantrt: (] ————
Update Resource. Display in Community Resotrce Directory? -

Important Note: Resources use predefined default services unless
custom services are enabled. Default services can be used immediately

. ) . eats
but are not tied to HUD service elements. The Services tab becomes =
available after default service mode is turned off.

11
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Step 12: Assign Custom Services
Open the Services tab and select the checkbox beside each custom service that should be available to the
resource.

Important Note: Unchecked custom services are not accessible to users of the resource. |

< Street Outreach Demo

Service Service Category: HUD Category
Case management Care P1.2 PATH Services,V2.2 SSVF !
Clinical assessment Health P1.2 PATH Services
Community mental health Health P1.2 PATH Services,P2.2 PATH
% ucational services ucation L eferr. .
Educational i Educati P2.2 PATH Referral R14.2 RHY
Financial Financial General
—
] care Care General
[]  Cchild Care Care General
] Clothing Goods General

Managing Surveys

Step 13: Add a Survey
Open the Surveys tab, select + Add on the left, choose the survey from the drop-down menu, and select Add
Survey.

Important Note: Most resources need Personal Info, Homeless History, Income Benefits Insurance, and
Resource Exit & Destination. Together, these surveys contain the required HUD enrollment questions. Only
surveys that already exist in the datastore can be added here.

Managing Funding Sources

Step 14: Add a Funding Source
Open the Funding tab, select Add, choose the funding source, enter the start date, and select Add Funding
Source.

Important Note: Survey-question visibility can depend on the funding source, so funding should be added
to newly created resources.

12
Prepared by Simtech Solution Inc.



£ Mew Street Outreach Project

Tearres (T
Start End Dtbarr Funder 7. Granz 1D

selectafunding | yn. pog - sereet Outreach

Start Date: o5/a2025 i

=0

EN N N -
FunderType Start End a Other Funder T, Grant 10
m HUD; ESG - Straet Dutrench 05132025

Step 15: Add Funding Details

After the funding source is added, enter any additional applicable information, such as Other Funder Type or
Grant ID.

Important Note: A resource can have multiple funding sources when necessary.

Assigning Users to a Resource

Step 16: Open the Users Tab
Select Users at the top of the resource record, then select + Add Users.

Important Note: Users must already exist in the datastore before they can be assigned to a resource.

WD
Natalie Jackson v

«{ ABC Shelter Project

T R R R R - |

]

User

0 Ben Dov, Joseph
¢ joseph@simtechsolutions.com
p.B008675309

Step 17: Add Users to the Resource
From the list of datastore users, select the plus (+) button beside each user you want to add to the resource.

Important Note: Users must be assigned to at least one resource in the datastore to create enrollments.
After assignment, their client interactions are connected to that resource.

Managing Resource Teams

Step 18: Enable Resource Teams

If teams will be used, open Resource Info and enable the Resource Teams setting. Update the resource to
activate the Teams tab.

13
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Important Note: Teams are optional and can be used to segment resource users by relevant groupings,
such as geographic coverage, veteran outreach, or youth outreach.

< ABC Shelter Project
CoE—
.

No photos

B HMIS Info

Organization:

AAA Qutreach Providers

Project Name:

ABC Shelter Project

Project Common Name:

ABC Shelter Project

Project Type:

Emergency Shelter -

Project Start Date:

13

Project End Date:

13

Continuum Project:

= [ [r—

Step 19: Create a Team
Open the Teams tab, select Add Team, enter the team name, and select OK.

Show The Way

- CET R R R I

Team Selection

[ Resources

sBupas dew o

2% Users e ¢ B = <
B surveys
~ Tunga
© Question Bank

» B Administration

/ system Admin Tools

Simtech
Solutions

Step 20: Assign Team Users and Coverage

Select the newly created team to highlight it. Add the appropriate resource users to the team. To define
coverage, select Edit Team Coverage, select the census tracts to include, and then select Finish Editing
Coverage.

14
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Important Note: Selected team coverage areas are visible in the app's Resource Directory so workers can
see the boundaries of their resource coverage.

Team Selactien 4 Team;Hofywacd

e

e
111 ; A
: ]

A

iann s

T i 1 & T~ o
- L = Py
m o T Lo W AT £ Thve e e Wi fi T
—-

Archiving and Restoring Resources

Step 21: Archive a Resource
From the Resources page, select the resource name to highlight it, then select Archive Resource.

Important Note: Archive a resource when it has closed or was added to the datastore by mistake. Archived
resources no longer appear in the active Resource list, and assigned users no longer see them as an option
in the app.

Hame Type

B Organization: Custom Everything LLC

Custam Dutreach Street Dutreach
Multiple Locatiens Test =17 Street Dutreach
& Organization: Defawlt Everything inc.

Default Dutreach n Street Dutreach

Mew Street Dutreach Praject Street Dutreach

Step 22: Restore an Archived Resource

To reactivate a resource, select Show Archived in the upper-right area of the Resources page, select the
archived resource, and then select Restore Resource.

Prepared by Simtech Solution Inc.
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Users

Creating a New User

Step 1: Open the Users Page

From the Show The Way Command Center, select the Users tab from the navigation menu. The Users page
displays the accounts associated with the current datastore.

Step 2: Select Add New User

At the top of the Users page, select the green + Add New User button to begin creating an account.

users

"3 ShowThe Way

A Home

[ Resources.

r—

3 Active(33 users)

admin, test

i surveys

@ Question Bank

'

Andrade, Nathan
e.nathan@simtechsolutions.com

Andrade, Nathan

/~ system Admin Tools

Simtech
Solutions

P.T146345426

Ben Dov, Joseph
e josephbdov@gmaiL.com

Ben Dov, Joseph
e joseph@simtechsolutions.com
8008675309

Charoenworawat, Jetharin
e kevin3@simtechsolutions.com
P.210-310-9557

Charoenworawat, Jetharin
e kevin2@simtechsolutions.com
P.210-310-9557

Step 3: Enter the User's Email Address

Enter the email address for the person you want to add, then select OK.

to access Show The Way.

Step 4: Enter the User's Information

STW Demo

Resgned Projcts

With Arms Wide Open

ABC Outreach Project Add ...

ABC Outreach Project Fam..

ABC Outreach Project ABC ...

Admin

Admin

Outreach

Outreach

Admin

Outreach

Outreach

Interactions  Lastnteraction  Last Login

) 05/21/2026

) 09/09/20...

0 10/07/2025

) /13/2025

07/21/2025

05/24/20...

03/13/20...

09/04/2...

07/17/2024

01/07/20...

0/07/20...

Use the email address the user will use

In the next window, enter the user's available profile information, such as their name and phone number. When
the information is complete, select Create New User.

Enter User's Emall Address

Please enter the email address of the user pou weald like ta add.

| nemusereiample@demn.ryd

o

Create New user

Prepared by Simtech Solution Inc.
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Step 5: Review and Assign the User Role

After the account is created, review the user's role permissions. New users default to the Outreach role. Change
the role when necessary so the user has the level of access appropriate for their responsibilities.

Step 6: Have the User Set Their Password

After the account has been added to the datastore, the new user must create a password before signing in. The
user can open the Show The Way app or visit ShowTheWay.org, select Forgot Password, and follow the
instructions sent to their email address.

Managing Existing Users

Existing user accounts can be managed from the Users page. Administrators can deactivate an account when
access should be suspended while retaining an administrative record or remove a user's role from the datastore
when access should be removed.

Deactivating a User

Step 1: Open the User's Account

From the Users page, select the name of the user whose account you want to deactivate.

Step 2: Open Permissions

In the user's account window, select the Permissions tab.

Active (1user)

TestFR, Role

TestFR, Role
e.roletestfr@simtechsolution

User Info

Email:

roletestfr@simtechsolutions.com

First Name: Role

Last Name: TestFR

Phone:

UserInfo Permissions

Datastores

+ AddToDatastore

Datastore Role

Date Disabled Disabled By Permissions

STW Demo Admin

Datastores

Datastore Role Disabled Date Disabled o Disabled By Permissions

STW Demo Admin Yes 10/10/2025 Joseph Ben Dov

~

Step 3: Disable the Account

Locate the Disabled setting and use the drop-down menu to select Yes. Once saved, the account is disabled.
Show The Way also retains information about who disabled the user and when the change was made.

17
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Removing a User

Step 1: Open the User's Permissions
From the Users page, select the user's name and then open the Permissions tab.

"
|
User, Hew

drasions
E.ﬂluiﬂm
Dataston: Rale PeimibsiEns

2 S 5-0ET- 5508
§TH Diemmm Dutreach m
: 2 J

NTrE ey

9 Thizwill remeesz tils wer from this datartore entrely, inded in g all actratics and teams. &re

Step 2: Remove the User's Role
Select the red X located to the right of the user's role. A confirmation message will appear.

Step 3: Confirm Removal
Review the confirmation message and select Yes to remove the user from the datastore.

Important Notes

o New users default to the Outreach role. Review permissions when the user requires a different
level of access.

e Deactivating an account preserves administrative information such as the user's last login and
the record of who disabled the account.

e Use the current datastore's Users page to ensure you are managing access for the correct Show
The Way implementation.

Prepared by Simtech Solution Inc.
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Surveys

Survey labels can be updated when your organization needs to customize the wording of a survey
question or its available response options. These changes are completed from the Surveys
section of the Command Center.

ShowThe Way STW Demo

4 Home

< Encampment Needs

Untocked Question: Outreach_ServicesProvided

L

i Resources O Fieldset

A Whatare the mostimmediate needs i this location? ‘

583 Users A i i ion aboutthe cont  Name: Outreach_ServicesProvided

Type: Checkbox

surveys
¥ HUD Compliance?:

~ [ Administration Required?:

Has
Dependencies?:

£ settings
[ SurveySet-up
Label: What are the most immediate needs in this location?

1@ services

‘Spanish Label:

= HuD Export

Simtech
Solutions

How to Update a Survey Question Label
Step 1: Open Surveys
From the Command Center, select Surveys from the left-hand navigation panel.
Step 2: Open the Survey
Locate and open the survey you want to update.
Step 3: Select a Question
Select the survey question whose displayed wording you want to modify.
Step 4: Update the Label
On the right side of the screen, locate the Label field and edit the wording as needed.
Step 5: Save the Change
Select Save to apply the updated question label.
Updating Response Options

For checkbox or dropdown questions, the available response values can also be customized. Open the
applicable survey question, select the Response Options tab, and modify the response values as needed.

Important Note: Updating a survey label changes the wording displayed for a selected question. This
is different from changing the survey's Display Name. Survey Display Names are managed under
Administration > Survey Set-up.

Related Survey Administration

Adding or removing surveys: Go to Administration > Survey Set-up. From this area, administrators can add or
remove existing surveys and edit a survey's Display Name directly within the table.

19
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Administration

The Administration tab provides access to system settings and tools used to manage shared
configuration. From this area, authorized users can manage surveys and services, adjust settings,
and export data. Because changes may affect other users or workflows, confirm your
organization’s local policies and procedures before modifying shared configuration.

Survey Setup

Managing surveys is a two-part process. Part 1 determines which surveys are included in your

Show The Way implementation. Part 2 manages the wording and response options displayed

within those surveys. This section focuses only on Part 1: adding and removing surveys through

Survey Set-up.

Understanding the Two-Part Process

Part Location

Part 1: Survey Set-up

Administration > Survey

Purpose

Add or remove existing surveys and edit the

Set-up survey Display Name.
Modify question wording and response
Part 2: Survey Labels Surveys tab options. This is a separate process and is

not covered in this section.

Show The Way

Navigation ‘
Status
4 Home

Live

[ Resources e

Live

25 users LT

Live

i surveys Live

Live

= Bm Administration Lo

Live

£ settings Live

Live

B surveyset-up Live

Live

1@ services Live

Live

£ HUDExport Live

Live

Live

) Live

Simtech o

Solutions e
. i

| income, Benefits,

Name.

STW Demo

Display Mame For Participant? Category Respurce Directory?

Homelessness Histary - ES, SH,or 50

Yes GENERAL

Homelessness Histary Yes GENERAL

5§ 8 5 F B

Public Portal Request

Requestwith HDE

Personal Information (Disabling Conditio..  Personal Info Yes GENERAL
Date of Engagement Date of Engagement ves GENERAL
Individual Needs Individual Needs Yes CLENT
Request Help Request Help No GENERAL Yes
Background Client Portal Background Client Portal ves PORTAL_CLIENT ™
BedInventory BedInventory Yes INVENTORY Mo
CE Event - Demo CE Event - Demo Yes [ No
Consent Consent Yes CLENT o
- Checkbaxes L. Yes CAMP Mo
Local Profile Details Local Profile Details Yes CLENT o
Encampment Needs Meeds Yes CAMP No
Heeds Yes PBORTAL_ELIENT Mo
PATH Envoliment PATH Enroliment ves GENERAL N
PIT Information Survey PIT Information Survey Yes CLIENT No
PIT Information Survey = v PIT Information Survey - v Yes CLIENT No
Project Exi Yes GENERAL No
Mo
Mo
o

Runaway Homeless Youth Intake Suriey

Adding and Removing Surveys

Use Survey Set-up to choose which existing surveys are part of your local Show The Way implementation. You

Public Portal Request Yes PORTAL_REQUEST

Requestwith HDE No GENERAL

Runaway Homeless Youth Intake Suruey Yes GENERAL

can also edit a survey's Display Name directly within the Survey Set-up table.

Step 1: Open the Command Center

Access the Show The Way Command Center using your authorized account.
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Step 2: Open Survey Set-up
From the Administration area, select Survey Set-up.

Step 3: Review the survey list
Review the existing surveys and identify which surveys should be included in your implementation.

Step 4: Add or remove surveys
Use the available controls to add an existing survey to the implementation or remove a survey that should
no longer be included.

Step 5: Edit the Display Name, if needed
Edit the survey Display Name directly within the Survey Set-up table when the name shown to users needs
to be updated.

Services

Access service settings, create custom services, categorize them, and make them available for
use by resources in Show The Way.

Understanding Service Options

e Services must be added to the Show The Way implementation before they can be made available to
Resources and used by outreach workers in the app. Each Resource can use either Default Services or
Custom Services.

e Default Services are predefined, cannot be edited, and are available forimmediate use. They are
intended for basic service tracking and are not tied to HUD elements.

e Custom Services are created and maintained by administrators. They can reflect community-specific
services and can be categorized so they connect to the appropriate HUD and funding information.

STW Demo STW Demo

DEFAULT SERVICES CUSTOM SERVICES

@ Home
[l Resources = gt shtt Gl cemep s
= Checkin. General
o Users.
Child Care. Care R14.2 RHY Services V3.3 SSVF Financial Mealth  Genen al
1 surveys = Clothing Goods General Food G
= o s R —— “
~ 8 Administration
= o s e
£ settings = Employment Work General Legal Ge
= FirstAid Health General Financ Gen
Survey Set-1
i s e = Food Food V3.3 SSVF Financial Assistance Goods: Gene
= Footina ot i
1@ services = =
= ‘Habilitation / rehabilitation P1.2 PATH Services @ Gen
& HUD Export ‘Health/medical care Health Care P12 PATH Services. Gene
— kg o
= Housing eligibility determination P1.2PATH Services
Simtech R P—
Solutions R S - o0 ) 2 )

Adding a New Services

Step 1: Open Administration
From the Show The Way Command Center, locate and select Administration in the left-hand navigation.
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Step 2: Open Services
Under Administration, select Services to open the service-management screen.

Step 3: Open the Custom Services Screen
On the Services page, navigate to the Custom Services area.

Step 4: Select Add New
At the bottom-Lleft of the Custom Services screen, select + ADD NEW to begin creating a service.

CUSTOM SERVICES DEFAULT SERVICES

44 service Service Category HUD Category

~ ~ ~

Bed-night Shelter General
= (asemanagement W1.2 HOPWA Services
=  (Checkin General
= nidcare care R14.2 RHY Services V3.3 SSVF Financial Assistance
= Qothing Goods General
=  (Coffee Food P1.2 PATH ServicesV3.3 SSVF Financial Assistance
= Education P1.2 PATH ServicesW1.2 HOPWA Services
= Employment work General
= FirstAid Health General
=  Food Food V3.3SSVF Financial Assistance
= Food&Water Food General
= Habilitation/ rehabilitation P1.2 PATH Services
= Health/medicalcare Health Care P1.2 PATH Services
= Housing Housing General
= Housingeligibility determination P12 PATH Services
= Housingminor renovation P12 PATH Services
= Housingmovingassistance P12 PATH Services
= Housingservices P2.2PATH Referral

= o o €I

Step 5: Enter the New Service

Enter the requested information for the new service, including a clear service name, and save or confirm the
new service.

Important Note: Use service names that are clear and recognizable to the outreach workers who will select
them in the Show The Way app.
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Categorizing and Managing a Custom Service

Step 6: Open the Service Menu

Locate the custom service you want to manage and select the hamburger menu to the left of the
service row.

Step 7: Assign or Update the Service Category

Use the service options to select or update the appropriate Service Category for the custom
service.

Important Note: Adding Service Categories improves the ability to search for and filter
services.

Step 8: Assign or Update the HUD Category
Select the appropriate HUD Category for the custom service and save the change.

Important Note: The HUD Category maps the service to the appropriate HUD/funding type.
Correct categorization is important when community-specific services need to be tied back to
funding sources.

44 Service

[ HUD Mappings

[# Categories

Child Care

Clothing

Coffee

Step 9: Repeat for Additional Services

Repeat the creation and categorization process for each community-specific service that should

be available in the implementation.

Prepared by Simtech Solution Inc.

23



Making Custom Services Available to Resources

Step 10: Open the Resource
Return to Resources and open the resource that should use the custom services.

Step 11: Confirm the Resource Uses Custom Services
In Resource Info, confirm that Service Mode Default is turned off, then update the resource if you
changed the setting.

Important Note: A resource uses either Default Services or Custom Services. The Services tab becomes
available for custom service assignment after Service Mode Default is turned off.

Step 12: Open the Resource's Services Tab
Select the Services tab within the resource record.

Step 13: Assign Services to the Resource
Select the checkbox beside each custom service that should be available to the resource.

Important Note: Only the custom services selected for the resource will be accessible to
users working under that resource.

HUD Export

Administrators can export data from the Command Center in the current HUD Comma Separated Value
(CSV) Exchange Format by following these instructions:

sTw Demo Natalie Jackson -

\g = Show The Way

Time Started Export End Date

Time Completed Export Start Date

ExportiD Name

4 Home
©  1uE59M50  STWDemo 41Test 04/01/2025 03/31/2026 Stevens, Connor

7] B ©  1sewme STWDemo FY26Test (1) 02/12/202612:13 pm 02/12/202612:13 pm 10/01/2024 09/30/2025 Stevens, Connor
ul
41213781 STWDemo FY26Test 10/01/2025 10:27am 10/01/2024 09/30/2025 Stevens, Connor

292 Users 1812782489 STWDemo 9/29 test 09/29/2025 03:02 pm 08/01/2025 09/20/2025 Ben Dov, Joseph
$:3

[ surveys
© Question Bank
~ W Administration
L2 Settings
[ surveySet-up
1@ Services

/* System Admin Tools

Simtech
Solutions

Step 1: Navigate to HUD Export Tab
From the Navigation Pane, underneath Administration, select HUD Export.
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Step 2: Create Export
Click on the “Create Export” button. On the pop-up window, select the date range for the export,
enter a name for the export, then click Submit. Click OK on the confirmation window.

Step 3: Download Export
Once the processing is complete, click on the newly created export to select it. Click Download

Export to have the zip file containing the HUD CSV Data saved to your computer’s Downloads
folder.
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Show the Way Desktop/Website Overview

Home Page Overview )
8 @ My Dashboard Overview Q Lookup Client

The Home page is the e - i o

landing page displayed = iyt [T a— i

after signing in to the _E et

Show The Way
Website/Desktop App. It
provides quick access to
common client and
project functions, while
the left-side navigation
pane provides access to
the primary application
workflows.

OpenRequests @ ClentLocations

A\ Needs attention A Notifications

Important Note: The features available to an individual user may vary based on their datastore,
project assignments, and permissions.

Home Page Overview

Home Page Item What It Does

1 Project Assighment Displays the name of the current project you are currently working in. Confirm
the correct assignment before beginning work.

2 My Dashboard Provides a quick summary of your Case Load, My Requests, and My Follow-
Overview Ups, with a count for each.
3 Lookup Client Search for an existing client by entering their name and selecting the search
icon.
4 Activity Feed Switch between Open Requests and Recent Interactions to review activity.

Recent Interactions displays the date, client, location, and number of
services recorded.

5 Street Outreach Map | Displays mapped Open Requests and Client Locations. Use the legend to
identify marker types and the +/ - controls to adjust the zoom.

6 Needs Attention Highlights clients who may need follow-up, with columns for Alerts, Follow-
Ups, Last Interaction, and Days Since. An empty-state message appears
when no clients currently need attention.

7 Notifications Highlights data quality issues that need to be reviewed and addressed, along
with when each notification was received. Select View All to access the full
notification list.
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}  Record Action

Navigation Pane Overview

The left-side navigation pane remains available throughout the Website/Desktop App.

Home

Case Management @ My Dashboard Overview

223 0 My Clients
Encampments

= Activity Feed

Q Lookup Client
B 0 MyRequests 2 (0 myFollow-ps e
5 street Outreach Live Map @

MYTASKS ‘ ‘ RECENT INTERACTIONS

Requests
Resource Directory

Service Tracker

A Needs Attention

No clients need attention right now.

No open requests assigned to you.

Leaflet | Map data @ OpenSireeihap contributors, CC-BY-SA
OpenRequests @ Client Locations

@ ‘ Notifications

Alertsy,  Follow-UpsJ,  llastinteraction DaysSince Notification

04/23/2026 2:43 PM

-

Connor S: Missing Required HUD Elements

[ i ing Epis : 1483678756, 909) 04/28/2026 11:44 AM

1483678756, 1457) 04/28/2026 11:44 AM

M i ing Epis : 1483678756, 1502) 04/28/202611:44 AM

1483678756, 4202) 04/28/202611:44 AM

. Navigation Item What It Does

1 Home
2 Case Management
3 Encampments

4 Record Action

5 Requests

6 Resource Directory

7 Service Tracker

Returns you to the main landing page after signingin.

Opens client-focused tools used to look up clients, select from your client
list, and work with client records.

Opens the community encampment map and list. Use this area to view
encampment pins, switch between map and list views, search for
encampments, and add a new encampment when permitted.

Provides options for recording activity that is not necessarily tied to a specific
client, including Request Help and Known Locations Survey workflows.
Available options may depend on local configuration.

Displays the datastore's requests. Use list or map view and available search
or filter options to locate and review requests.

Opens the Resource Directory in map view, with an option to switch to list
view. Use it to locate projects and community resources, including resources

available to clients and shelters that provide beds.

Supports applying or recording services for more than one client at a time,
while also allowing use for an individual client.
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Case Management Overview

Home Q_search

First Name

& CaseManagement ~

Last Name Partial names are i

Clients " ~ ~ i = )
Nickname/Alias
Interactions Date of Birth = Betty Sty Safety Violent incident: 10/15/2026
Client 1D
Encampments
}  RecordAction
Requests
Resource Directory
Service Tracker
& CLEAR | Q SEARCH { 2 rerresh |

When navigating to the Case Management page on the Show The Way desktop/website platform,
the landing page allows end users to:

Navigation Item What It Does

Lookup Client Opens the client search form, where you can search for an existing client or begin
creating a new client record without starting an interaction.

My Clients Displays clients with whom you have interacted, been assigned, created, or
enrolled in a project. Clients you only searched for, or whose personal information
you updated without beginning an interaction, may not appear here.

Clients Displays client records across the datastore in both List View and Map View,
allowing users to locate and review clients within the selected datastore.

Interactions Displays recorded client interactions across the datastore in both List View and
Map View, allowing users to review interaction activity and where interactions
have occurred.
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Case Management
The Client Profile

The Website version of the
client profile organizes client
information into tabs, so you
can review details, history,
services, requests, and related

records.

@ Chronic Status.

Client Profile ‘ What It Does

Summary Overview including the client's photo, key details, a map marker for the most recent
interaction location, and the most recent Current Living Situation location when
collected.

Profile Editable client details such as name, demographics, and contact information, plus an

Other Client Details survey for additional client-level questions.

Enrollments

Grid of the client's active project enrollments.

Camp Stays Grid of encampments where the client has stayed.

Care Team Staff members assigned to the client's care team.

Requests Requests or tickets tied specifically to the client.

Services Services already logged for the client and, when enabled, an Add Services button for
recording a new service.

Case Notes Mini tab panel containing Alerts, Follow-Ups, and Client Notes. Each section includes
its own Add button; the tab may show a badge for open alerts.

History Combined map and grid of the client's past interactions, including date, user, project,

and distance from the client's known location.

Role-Based Visibility: Some tabs may not appear for every user. For example, Case Notes and History are
hidden for First Responders.

Prepared by Simtech Solution Inc.
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Accessing the Client Record

Step 1: Open Case Management

Open Case Management and locate the client using the workflow available to you, such as
Clients, Lookup Client or My Clients.

Step 2: Confirm You Have the Correct Client

Review the client's identifying information before making changes or recording new information. If
not, select+ ADD NEW from the Lookup Client feature.

Step 3: Review the Summary

Use the Summary screen to orient yourself to the client. Review available identifying information,
alerts or follow-ups, requests, recent location information, and the interaction timeline before
moving into the editable or related tabs.

Helpful Tip: The Summary is an orientation point. Use the tabs along the top of the client
record to complete or review the detailed information associated with the client.

Complete the Client Profile

Use Client Profile to review and maintain the client's core record before moving into project- or
service-specific information.

Step 4: Open Profile

Select Profile from the client-level navigation.

Step 5: Open Client Details

Open Client Details to review the client's complete profile and make changes when needed.

Step 6: Review and Update Client Information
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Complete as much information as is currently available. Depending on the configured fields, this
may include identifying information, demographics, contact information, and other client details.

Step 7: Add Contact Information When Available

Enter or update the client's phone number and email address when known. Contact shortcuts
may become available when this information is present.

Step 8: Review Tags or Priority Information

Apply or update available tags when appropriate for your local workflow. Priority clients may
display a priority indicator in applicable client lists.

Step 9: Save Client Details

Select Save Client after adding or changing information.

[ ENROLLMENTS

Name Data Quality

Full name reported Kow

Date of Birth

07/13/19%0 X

Date of Birth Type

Step 10: Complete Other Client Details, If Applicable

Review Other Client Details to update any additional client-level surveys configured for your
community. Select the applicable survey, enter the available information, and submit it.

Best Practice: Review the Profile first so the client's core information is as current as possible
before you document enrollment, service, request, or other case-management activity.

Review and Maintain Enrollments

Open Enrollments to review the client's project enrollment

information. For communities using expanded HMIS enrollment
workflows, enrollment data may include entry, update, exit, and other enrollment stages.
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Step 11: Open Enrollments

Select Enrollments from the client-level navigation and review the enrollment records associated with the
client.

Step 12: Confirm the Correct Project

Before entering or updating enrollment data, confirm that your active project assignment matches the project
where the information should be recorded.

Important Note: Enrollment data is tied to the active project assighment.

Step 13: Review the Enrollment Status

Determine whether the client is beginning an enrollment, has an active enrollment, is completing
an exit, or is being re-enrolled.

Step 14: Complete Applicable Enrollment Assessments <+ ADD NEW

Follow the enrollment workflow for the selected project by selecting
ADD NEW on the Enrollments tab. Complete the applicable Entry, Update, or Exit Assessment
and submit the information currently available.

Step 15: Record the Current Living Situation

When prompted, review the Information Date and update it if back data entry is needed. Select
where the client is sleeping. If the client is staying in an existing Show The Way encampment,
select that encampment from the available list to add the client to the camp. Select Save or Next
to continue.

Important Note: If the information is not available, even for required fields, you can still select
Save and continue. Required fields are indicated with an *

Step 16: Update Household Members

Click the + at the bottom right of the screen to add additional household members to the project
enrollment. Select Next.
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Step 17: Income, Benefits, and Insurance Information

With the information you have available, enter the information to update the enrollment. Select
Next.

Step 18: Personal Information

With the information you have available, update the personal information fields. Select Next
Step: 19: Homelessness History

With the information you have available, update the Homelessness History fields. Select Next.
Step 20: Date of Engagement

With the information you have available, update the Date of Engagement fields. Select Next.
Step 21: Complete Enrollment

When you come to the end of the Enrollment workflow, select Done. Select Yes or No in the
confirmation box to confirm that the enrollment is complete or if you would like to go back to the
Enrollment list.

- ) B ] ; B B
Date of Engagement
e
et =4 — —
Intake Complete
[ ves 1 wo ]
CZD( €D |

Review Camp Stays

Within the Client Record, Use Camp Stays to review encampments -
associated with the client. Camp information can provide location-

based context alongside the client's individual record.

Step 22: Open Camp Stays

Select Camp Stays from the client-level navigation. Click on the hamburger menu next to the
camp record and select View.

Step 23: Review Recorded Camp Stays
Review the encampment records associated with the client and use the available information to
understand the client's camp-based history or current context.
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Step 24: Document an Applicable Camp Connection Through the Available Workflow

When the client's Current Living Situation identifies an existing Show The Way encampment,
select the applicable encampment when that option is presented. In the documented enrollment
workflow, selecting an existing encampment adds the client to that encampment's client list.

Review the Care Team

Use Care Team to understand which staff members are assigned to work with the client.

Step 25: Open Care Team

Select Care Team from the client-level navigation.

Step 26: Review Assigned Staff

Review the staff members currently shown on the client's care team. Select ADD NEW to assign
additional staff members.

Step 27: Use Care Team Information to Coordinate Work

Use the available care team information as context when determining who may already be
involved with the client or when coordinating next steps based on your organizational workflow.

Review and Address Client Requests
Use the client's Requests tab to review requests or tickets tied specifically to that client.

Step 28: Open Requests

Select Requests from the client-level navigation.
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Step 29: Review Client-Specific Requests
Review the requests associated with the client and open the applicable item when additional
detail is needed.

- @@ Step 30: Complete Available Request Actions

e s menens B || Where permitted, use the available request controls to
— " Claim Request, Update assignments, Update Status or

Priority, or enter notes.

Helpful Distinction: The Requests tab

E_—1 . inside the client record is client-specific.
1 ' The main Requests module provides a
et broader view of requests across clients and

[rre—

locations.

Review and Record Services
Use Services to review services already logged for the client and, when service tracking is

enabled, record additional services.

Step 31: Open Services

Select Services from the client-level navigation.

Step 31: Review Previously Logged Services

Review the service records already associated with the client.

Step 33: Add a Service, If Applicable

When the Add Services option is available and a service needs to be documented, select Add
Services and complete the configured service-entry workflow.

Feature Availability: Services and the Add Services option appear only when your organization
uses service tracking. The exact service-entry fields are determined by the local configuration.
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Complete Case Notes

Use Case Notes to document information that should remain visible with the client record. The
documented workflow includes Alerts, Follow-Ups, and Client Notes.

Alerts

Step 34: Open Alerts

Select Case Notes, then Alerts. Review existing alerts for important information other users
working with the client should know.

Step 35: Add or Update an Alert, When Appropriate

Select the add option to enter a new alert and save it. Review, edit, or close existing alerts only
when appropriate and within your responsibility.

Follow-Ups

Step 36: Open Follow-Ups

Select Follow-Ups to review outstanding needs or reminders associated with the client.

Step 37: Add or Update a Follow-Up

When a new follow-up is heeded, enter the applicable priority, due date, and follow-up details,
then save the record. Close completed follow-ups so other users can see that the need has been
addressed.

Client Notes

Step 38: Open Client Notes

Select Client Notes/Notes to review general case notes previously recorded for the client.
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Step 39: Add a Client Note

Use the add option to enter the note and save it. Follow your organization's procedures when

editing or removing existing notes.

Review Client History

Finish the client-record review by using History to understand previous interactions, submitted

information, and geographic patterns.

Step 39: Open History

oty

a0

OutrachProjee

ouemyse

e

Flace ok mesetfor habitation

Select History from the client-level navigation. The documented client-record workflow provides

List View and Map View for prior interactions.

Step 40: Review Previous Interactions

In List View, review prior interactions, including the interaction date, user who recorded it, and
available information about activity completed during the interaction.

Step 41: Open an Interaction for More Detail

Select an interaction to review its details, including the recorded location and available staff

information.

Step 42: Review Historical Assessments

Open a listed assessment or survey when you need to review information submitted during a

previous interaction.
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Interactions

From the Main Navigation, under Case Management, the Interactions page provides a cross-client
view of recorded interactions, allowing users to review activity across clients rather than the
history of one individual. Use the available views and filters to locate and review previous
interactions.

Home

@ 952 Totalinteractions ) 26 Interacted in Past 30 Days B 2 New Enroliments in Past 30 Days.

Case Management *

13 map ¢ i=lList >
Clients

Interactions 952 Client Client Description Date Camp. User: Project.

o ~ = ~ ~ ~
m o]
Encampments

Janet simons. 10/16/2026 ConnorStevens  Emergency Shel...
Record Action

It

joesample 10/16/2026 ConnorStevens  AscentESG Out...
Requests

Resource Directory ' = A Betty Smith 10/16/2026 NatalieJackson  ABC OutreachP...

Service Tracker Toronto

I}

o - Janet simons 10/16/2026 ConnorStevens  Emergency Shel..

Janet simons. 10/16/2026 ConnorStevens  Emergency Shel...

m
8
s @
5
2
.
i
1]

joesample 10/16/2026 ConnorStevens  Ascent ESG OUE...

n%
. e
s
1l

Janet Simons 10/16/2026 ConnorStevens  Emergency Shel...

México. WaHabana. The Bahans
Leaflet | Map data © OpenSeethap contributors, CC-BY-SA

Step 1: Open Interactions

From the navigation pane, select Case Management > Interactions.

Step 2: Review Prior Activity

Review previous interactions using the available grid or map view.

Step 3: Narrow the Information Displayed

Use available filters or search options to focus on the interactions you need to review.

Step 4: Review the Interaction History

Use previous activity to understand what has already occurred and identify potential next steps.
Step 5: Continue Client-Level Work, If Needed

If additional information needs to be recorded for a specific client, open the client's record and
start a new interaction from the client profile.

Helpful Tip: Interactions shows activity across clients, while the History tab within a client
profile shows activity for that individual client.
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Encampments

The Encampments page provides access to recorded encampment information through Map and
List views. From either view, users can locate an encampment and open its record for additional

information or related work.

Home

4  CaseManagement ~

A 4T TotatGamps © 8 MarkedasPriority ¥D 4 Interacted within Past 30 Days

i map < IEdLst
Clients

Interactions Camp Name/Alias. Description

~ ~ =
Encampments +
= Cypress Creek. Near sharp drop-of... 09/14/2026 4:31PM
Record Action
= ELFranco Lee Park. Smallcamp, 5-10pe... ~ 02/11/2026 12:05 PM
Requests
Resource Directory = Gardens. Thesefolksseemto...  09/11/2024 5:15PM
otaw
Service Tracker Torogs = "
i = Nature Center Camp Small population
q Nk
Washingte = St. Andrews Encampment. 04/28/202612:43PM
B Liind Ses e
Gl proenx
el = St Andrews-Test Camp. locatedinthewood...  10/02/20235:54PM
' 20 2
= iversity » i i 06/28/2022 144 AM

La Habana

Ciuded Cutu & EXPORT
i diics Luaflet | Map data © GpenStieetiap eontrbutors, CC-BY-SA

Step 1: Open Encampments
From the navigation pane, select Encampments.

Step 2: Choose a View

m=

09/14/2026 4:31PM

02/11/2026 12:05PM

04/04/202512:42PM.

06/29/20223:29PM

04/28/202612:43PM

10/02/2023 5156 PM.

10/16/2022 11:49 AM

Select the Map or List view based on how you want to locate the encampment.

Step 3: Locate the Encampment

10/16/2026 12:00 AM

04/06/202612:00 AM.

10/16/2026 12:00 AM

09/16/2026 12:00 AM

10/02/2023 5:54 PM

10/16/2026 12:00 AM

In Map view, review camp location markers, which may be color-coded by status. In List view, use

the available sorting and filtering tools to narrow the records displayed.

Step 4: Open the Encampment Record
Select the appropriate encampment to open its record.

Step 5: Review Camp Information

Review available information, including the camp's name, location, photo gallery, and tags.

Step 6: Continue Related Work

Update applicable camp details or continue into client-level work associated with the

encampment as needed.

Helpful Tip: Start with Encampments when your work centers on a camp or location rather than

a specific client.
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Record Action

The Record Action page is used to complete available surveys and create records outside of a
specific client workflow. The survey options displayed depend on the actions configured for your
organization.

CAMP PROFILE

REQUEST WITH HDE

Step 1: Open Record Action
From the navigation pane, select Record Action.

Step 2: Review Available Actions
Review the available survey or action buttons, which may be organized by category.

Step 3: Select a Survey or Action

Choose the survey or action you want to complete.

Step 4: Complete the Guided Questions

Follow the step-by-step wizard and answer each applicable question.

Step 5: Continue Through Conditional Questions

Continue through the questions as prompted. If the survey contains conditional or branching
questions, the wizard automatically adjusts based on the responses entered.

Step 6: Save or Submit the Record

Review the information entered and save or submit the record when complete.

Helpful Tip: Use Record Action when you need to create a standalone survey-style record
rather than review an existing client record.
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Requests

The Requests page is used to manage service or support requests. Users can review open
requests in a filterable List view or use the Map view to see request locations.

Home AL Open
B 123 TetatRequests D 123 StaleRequests (- days) B 44 nassignedRequests
X  CaseManagement ~
3 map < iSwist >
Clients
Interactions 'GEQSPATIAL LAYERS ~ l L 2 VIEW REQUEST Requestip) survey Description Priority, Acsignecs
~ ~ ~ ~ ~ ~ =
Encampments + "
= = 1944806779 BedRequest Medium ABCShelterProj..  Natalie Jackson 10/07/2026 6:50PM
#  RecordAction = 1592683382 Request Help Medium Derek smith Derek smith 03/14/2026 453 PM I
= 1800922566 Request Help Medium With ArmsWide...  Connor Stevens 05/18/20261:12 PM
Requests
2041852393 Request Help Test Medium Connor Stevens 05/14/2026 11 PM
Resourze Difegtory = 138257934 Local Profile De... Medium With ArmsWide..  Connor Stevens 05/14/2026 1:01PM
Onawa
. = 1223499385 Request Help TestingRecord Action  Medium With ArmsWide...  Connor Stevens 05/14/2026 .00 PM
oronto
Service Tracker =
= 1502241930 Request Help test Medium Derek Smith 04/28/202612:05PM
il
= 1902984164 Needs Medium DemoProject-T..  MatthewSimmonds  04/28/2026 T1:56 AM
i Washingioi
upit 16 = 1372633352 test Medium Derek Smith 04/17/2026 6:20 PM
=3 111E Pho = 1374355272 test Medium Derek Smith 04/17/2086 6:19 PM
: : = 1493141929 Individual Needs Medium Connor Stevens 04/06/202610:13 AM
16 §E
= 1964822649 Income Benefit.. Medium Connor Stevens 04/06/202610:09 AM
L s = 1946112506 Consent Medium Connor Stevens 04/06/202610:06 AM *
México (2 Habana SRR R «
4 Exporr | Srerest )
de MEXico™ L aaflet | Map data © Openstreetiap contributors. CC-BY-5A J

Step 1: Open Requests
From the navigation pane, select Requests.

Step 2: Choose a View

Use the List tab to review and triage open requests, or select the Map tab to view request
locations as map markers with popup details.

Step 3: Locate the Request

In List view, use the available sorting and filtering tools to narrow the open requests displayed. In
Map view, review where requests are located or concentrated.

Step 4: Open the Request

Select the appropriate request to review its details.

Step 5: Take the Appropriate Action

Based on the request, assign it to yourself or another user, add a note, or complete the applicable
follow-up.

Step 6: Close the Request When Resolved
Once the request has been addressed, mark it complete or closed.

Helpful Tip: Use Requests when handling incoming needs, reviewing open work items, or
coordinating follow-up on a request that requires attention.

41
Prepared by Simtech Solution Inc.



Resource Directory

The Resource Directory helps users find services and organizational resources for clients.
Resources can be explored in Map or List view and filtered by resource type to identify appropriate
support.

Home < SList >
8% CaseManagement ~ R \ w J / ABC Outreach Project 2
{ AAA Outreach Providers
J J
Clents 7 A o / Outreach Provider for People Experiencing Homelessness
& 2901 Los Feliz Bivd Los Angeles. CA 90039
555-867-5309

ipteestags Mon-Fri 8am~7pm Sat/Sun 10am-5pm
Services: Clothing, Employment, First Aid, Food & Water, Housing, Hygiene ltems,

1Ds, Income & Benefits, Other Supplies, Shelter, Shower, Transportation
Encampments

[ Type: Street Qutreach
Tags: Child, Emergency Shelter

Record Action

oilo i}\ Lvrnaseh
A \

b Sl T
Requests [ = | Chesspiae \

ABC Shelter Project (g
AAA Outreach Providers

BRI ey e ‘ ‘ “K \ Emergency shelter provided by ARA Outreach Providers.
= REL 1203 N Bronson Los Angeles, CA 90038
|
) / A \ 123-123-1313
Service Tracker £ 3 ) \ 2877
> 1 \ Services: Check In, Coffee, Education, Employment

\ Gispd \
;Inzahém’ City \ ¥ Shelter Beds
\L > Available Beds: 1
oy
Dl
L Nags Hea Data Entry ES 2
s S Memeo Data Entry

= FILTERS Services: Clothing, Employment, First Aid, Food & Water, Housing, Hygiene Items,
IDs, Income & Benefits, Other Supplies, Shelter, Shower, Transportation o o

Step 1: Open the Resource Directory

From the navigation pane, select Resource Directory.

Step 2: Search or Browse Available Resources
Use the Map or List view to search or browse the resources available in the directory.

Step 3: Filter by Resource Type, If Needed

Narrow the results by resource type when looking for a specific kind of support. Available types
may include general resources, public resources, referral resources, or datastore-specific
services.

Step 4: Open a Resource

Select the appropriate resource to review additional information by clicking the symbol indicated
above.

Step 5: Review Resource Details

Review the available contact information, services offered, hours, and eligibility information.

Step 6: Use the Resource as the Next Step

Use the information to support the client's next step, such as connecting the client with the
service or making a referral.
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Managing Unit and Bed Inventory

Use these instructions to create and maintain unit and bed inventory for a project in Show The

Way.
Important Note: Before creating bed inventory, open the appropriate project.
e Create the unit before setting up the associated bed profile and beds.

e Both units and beds must include an end date to appear in the Resource Directory.

e Household Type is used to account for the presence or absence of children.

e Population identifies a group for whom beds are reserved; a specific subpopulation is not required

for a bed to be created.

e Use the bed profile to create the appropriate number of beds with the same profile information.
e Use the hamburger drop-down beside an existing inventory item when edits or adjustments are

needed.

Step 1: Open the Project Inventory

Open the appropriate project in Show The Way and navigate to the Inventory button at the bottom

of the project page.

AAA Outreach Providers
ABC Shelter Project
Emergency Shelter

Organization:
Project:
Project Type:

ProjectiD:
Operating Start:
Operating End:
Street:
www.aaaoutreach.com City:

241 State:
Services/Resources: Zip:

Description:
Website:
Hours:

Inactive Clients

o o
White  Native Hawaiian/Pacifcistander e Unknown  ©%

Unders  13-1718-24

Step 2: Open the Unit Setup

35-44

2005898346

55-65 65+

From the Inventory area, select Tools above the inventory list. From the available options, select
Add Unit. Note the Location Selector at the top, units and beds added will assigned to the

selected location.

NO LOCATION ASSIGNED

& EXPORT

Pending Reservations (0)

nen
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<+ Add Unit(s) / Bed(s)

7= Multiselect Operations
@ HUDDataElements |
§ surveyData

09/11/2026 (=)

Default Check-Out:

09/12/2026 [}
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Step 3: Creating a Unit - Select Add New

On the unit page, select Add New near the bottom of the screen to begin creating a unit.

Step 4: Enter the Unit Information

In the pop-up window, enter the unit name and the required date
information. Submit the information to create the unit.

Important Note: Include an end date for the unit. The
training states that both units and beds must have an end @)
date in order to appear in the Resource Directory.

O
Step 5: Creating the Bed Profile and Beds - Open Bed m Profile

After the unit information has been submitted, select Bed Profile at the top of the page to begin
setting up the beds associated with the unit.

Step 6: Complete the Bed Details

Enter the additional information requested for the bed profile. Review the Household Type and
Population options and select the values that apply to the beds being created.

(=] ey =

O oo ol

Helpful Guidance: Household Type reflects the presence or absence of children within the
unit. Population identifies the group for whom the beds are reserved. Beds do not have to be
associated with a specific subpopulation in order to be created.

Step 7: Save the Bed and Enter the Number of Beds

Select Save Bed. When prompted, enter the number of beds you want to create using the
completed bed profile and submit the information.

Step 8: Confirm the Beds Were Added

Review the inventory to confirm that the beds were successfully created and added to the project.
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Step 9: Edit or Adjust Inventory, If Needed

If a unit or bed requires an edit or adjustment, use the hamburger drop-down menu located to the
left of the applicable inventory item and select the appropriate action.

Checking in a Pending Bed Reservation

Use this workflow from the receiving project to locate a pending bed request, confirm the
reservation, and check the client into the bed.

Step 1: Open the Resource Directory

After signing in, select Resource Directory from the navigation pane and switch to List View.

8§ ®m m B > B 2>

- R

Step 2: Open the Project

Locate the organization that has the requested bed and open the applicable project.

Step 3: Open Inventory

From the project, select the Inventory tab to review the bed request and confirm that it is pending.

Step 4: Confirm the Reservation

Locate the client's pending reservation. Select the hamburger menu to the left of the client's
details and choose the option to confirm the reservation.

PeterParke..  InfinityWar..  09/30/2024 44  Me. New  ClentSend.. M. 1/13/2024~
)

oveenen e
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Step 5: Open the Reservation Menu Again

After the reservation is confirmed, select the hamburger menu again to access the next available
action.

Step 6: Check In the Client

Choose the check-in action to complete the client's bed check-in.

lenttobechecet-in: (RETIINED

N o B

Urit: Unit'1(0out of 15 Beds are Reserved)
o EditBed
© DeleteBed ’{5 M. 1/13/2024 [}
=) Editunit = B8 TIha/2024 (=]
Bl <o D

Using the Service Tracker

© showTheWay SenviceTracker NATALIEIACKSON ~

The Service Tracker provides a streamlined
way to record services for one or multiple

clients. Itis especially useful when the same = e =

services are being provided to several people, = = =

such as during outreach, at a service center, @~ EEEN —————— ————— —————

or while working at an encampment. E : - A
ka 2

Before You Begin: The Service Tracker can
display up to 12 services at one time.

Available services depend on how services
have been configured for your project or
resource.

Step 1: Open the Service Tracker
From the application, open the navigation menu and select Service Tracker.

Step 2: Review the Available Services

The Service Tracker can display up to 12 services at a time. If your project has more than 12
available services, select the Services button to choose which services should appear on the
Service Tracker screen.

Step 3: Select the Services to Display
Check or uncheck the applicable services, then select Confirm. Only the services you selected
will appear on the Service Tracker screen.
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Step 4: Select the Services Being Provided
Select each service you want to record for the client or clients. Services display a red stripe by
default; when selected, the stripe changes to green, indicating that the service will be applied.

Step 5: Search for the Client

Select the Search icon in the lower-left corner and locate the client who received the selected
services. If the client is not already in Show The Way, the workflow also provides an option to
create a new client.

Step 6: Select the Client
Select the appropriate client from the search results, then select View Client.

Step 7: Complete the Location Step
Continue through the location screen presented as part of the workflow.

Step 8: Confirm the Services Were Applied
After completing the location step, return to the Service Tracker and look for the Success

message at the bottom of the screen. This confirms that the selected services were applied to the

client.

Step 9: Repeat for Additional Clients

If the same services were provided to other clients, repeat the client search and selection
process for each person. You do not need to reselect the services for each client as long as you
are continuing to apply the same selected services.

Prepared by Simtech Solution Inc.
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Show the Way Mobile Overview

Home Page

The Home page is the landing page displayed after signing in to the

Show The Way Website/Desktop App. It provides quick access to

common client and project functions, while the left-side navigation

pane provides access to the primary application workflows.

Important Note: The features available to an individual user
may vary based on their datastore, project assignments, and
permissions.

@ Show The Way

ABC OUTREACH PROJECT

2% Clients

A Encampmen... |

18

Encampments

Lookup Client

B Requests

0‘47

My Tickets | Unclaimed
|

B2 My Project

ABC Outreach
Project - AAA
Outreach
Providers

s [-]

# Item What It Does
1 Project Displays the name of the project you are currently working in. Confirm the
Assignment correct assighment before beginning work.
2 Clients Displays clients with whom you have interacted, created, or enrolled in a

project. Clients you only searched for, or whose personal information you
updated without beginning an interaction, may not appear here.

how the project is configured.

3 Requests Displays requests assigned to you, your team, or your project, depending on

4 Encampments Displays the number of active Encampments.
5 My Project Displays the name of the project you are currently working in.
6 More Menu The three-dot menu provides access to My Settings, My Account, My

Interactions, and Sign Out. Use My Settings to review or switch assignments
when more than one assignment is available.

Prepared by Simtech Solution Inc.
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Navigation Pane Overview

The left-side navigation pane remains available throughout the Website/Desktop App. Select the
Show The Way logo to expand the pane and view the full feature names.

9:41

Show The Way

Case Management

Encampments

Record Action

Requests

Resource Directory

Service Tracker

Prepared by Simtech Solution Inc.

CH PROJECT

B Requests

0 47

My Tickets | Unclaimed

B= My Project

ABC Outreach
Project - AAA
Outreach
Providers

Home

Case
Management

Encampments

Record Action

Requests

Resource
Directory

Service Tracker

Returns you to the main landing page after signing
in.

Opens client-focused tools used to look up
clients, select from your client list, and work with
client records.

Opens the community encampment map and list.
Use this area to view encampment pins, switch
between map and list views, search for
encampments, and add a new encampment when
permitted.

Provides options for recording activity that is not
necessarily tied to a specific client, including
Request Help and Known Locations Survey
workflows. Available options may depend on local
configuration.

Displays the datastore's open requests. Use list or
map view and available search or filter options to
locate and review requests.

Opens the Resource Directory in map view, with
an option to switch to list view. Use it to locate
projects and community resources, including
resources available to clients and shelters that
provide beds.

Supports applying or recording services for more

than one client at a time, while also allowing use
for an individual client.
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Understanding the Client Profile

The Client Profile organizes client information into tabs, so you can review details, history,
services, requests, and related records.

Role-Based Visibility: Some tabs may not appear for every user. For example, Case Notes and
History are hidden for First Responders.

Client Profile Tab Information Available
9:41

< Betty Smith Take Action This tab serves as the main page of the
Client Profile. From here, users can access

A L & available case management tools to record
A ol information or take action on behalf of the
@ client.
0 BETTY@TEST.ORG

i el e i A e sl Case Notes Tab containing Alerts, Follow-Ups, and
DATE OF BIRTH SEX Client Notes. Each section includes its own
07/13/1990 (36) Add button; the tab may show a badge for
open alerts.

Services Services already logged for the client and,
when enabled, an Add Services button for
recording a new service.

Get Help Surveys Enrollment
- s - Requests Requests or tickets tied specifically to the
Living Spot Follow-up .
' A F client.
CaseNote | Service Documents Camps Grid of encampments where the client has

’ | @ 3 a stayed.

START INTERACTION?

History Combined map and grid of the client's past
B ™ B A O interactions, including date, user, project,
CASE NOTES SERVICES REQUESTS CAMPS HISTORY

e and distance from the client's known
location.
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Understanding the Client Profile

The Client Profile organizes client information into tabs, so you can review details, history,
services, requests, and related records.

Role-Based Visibility: Some tabs may not appear for every user. For example, Case Notes and
History are typically hidden for First Responders

Client Profile Button  Information Available

Get Help Allows users to complete a bed request for
the client or search for general resource
information.

Surveys Allows users to complete available surveys

. . for the client.
Contacted by ABC Outreach Project (entry incomplete)

DATE OF BIRTH SEX £y
07/13/1990 (36)

Enrollment Allows users to enroll the client in an
available project.

White

Living Spot Allows users to record or update current
living situation information about where the
client is currently staying.

Enrollment

\W i Alert Allows users to create an alert associated
with the client.

Living Spot Follow-up

Follow-Up Allows users to create a follow-up reminder
associated with the client.

Case Note Allows users to record a new case note for
the client.
LI’ B8 A O
CASE NOTES SERVICES REQUESTS CAMPS HISTORY
Service Allows users to record a service provided to
the client.
Documents Allows users to access and upload
documents.
51
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Accessing the Client Record

Step 1: Open Case Management

Open Case Management and locate the client using the
workflow available to you, such as Clients, Lookup

Client, or My Clients.

Step 2: Confirm You Have the Correct Client

CaseLoad (1)

|
A Smith, Betty
LOOKUP CLIENT I Alerts: 2
| Follow-Ups: 1
@ Lastinteraction: 10/18/2026 (1 Days)

Not Part of Case Load (1)
Review the client's identifying information to confirm. Dabbson Derek

Follow-Ups: 0

Select View Client to open the client profile. sty verega e

Complete the Client Profile

Review and maintain the client's core record before
moving into project- or service-specific information.

Step 3: Open Profile

Select Profile from the client-level navigation.

941

< Betty Smith o
)

A BEETE
-

Contacted by ABC Outreach Project (entry incomplete)

DATE OF BIRTH SEX |
|

07/13/1990 (36)

RACE VETERAN STATUS
White

DESCRIPTION

Get Help Enrollment

$ 8

Living Spot

® A

Case Note } Service

® | @ |

Step 4: Open Client Details

Open Client Details to review the client's complete profile and make
changes when needed.

Step 5: Review and Update Client Information

Complete as much information as is currently available. Depending
on the configured fields, this may include identifying information,
demographics, contact information, and other client details.

Step 6: Add Contact Information When Available

Enter or update the client's phone number and email address when
known. Contact shortcuts may become available when this
information is present.

Step 7: Review Tags or Priority Information

Apply or update available tags when appropriate for your local
workflow. Priority clients may display a priority indicatorin
applicable client lists.
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Step 8: Save Client Details

Select Save Client after adding or changing information on the Client
Details page.

Important Note: Show The Way supports progressive data collection. The
client record can be maintained over time as additional information
becomes available.

Step 9: Complete Other Client Details, If Applicable

Open Other Client Details to review any additional client-level surveys
configured for your community. Select the applicable survey, enter the
available information, and submit it.

Best Practice: Review the Profile first so the client's core information is
as current as possible before you document enrollment, service, request, or case-management
activity.

y A\ Review and Maintain Enrollments

< Project Enrollment Use Enrollments to review the client's project enrollment information. For
e communities using expanded HMIS enrollment workflows, enrollment

data may include entry, update, and exit stages. Enrollment data is tied to
the active project assignment.

Ton¥a wassflrst connected with ABC Outreach Project on
09/ 1{101 but all entry assessments need to be
completed.

Step 10: Open Enrollments

Select Enrollments from the client-level navigation and review the
enrollment records associated with the client.

Step 11: Confirm the Correct Project

Before entering or updating enrollment data, confirm that your Active
Assignment matches the project where the information should be
recorded.

Step 12: Review the Enrollment Status

Determine whether the client is beginning an enrollment, has an active
enrollment, is completing an exit, or is being re-enrolled.

Important Note: Show The Way uses progressive data collection. A partially completed survey
can be submitted and completed during a later interaction.
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Understanding Assessment Colors

Color Meaning

Red No information has been collected on the
survey yet.
Yellow Some information may be complete, but one

or more required fields still need responses.

Green All required fields for the survey have been
completed.

Step 13: Complete Applicable Enrollment Assessments

Follow the enrollment workflow for the selected project by selecting ADD NEW on the
Enrollments tab. Complete the applicable Entry, Update, or Exit Assessment and submit the
information currently available.

Step 14: Record the Current Living Situation

When prompted, review the Information Date and update it if back data entry is needed. Select
where the client is sleeping. If the client is staying in an existing Show The Way encampment,
select that encampment from the available list to add the client to the camp. Select Save or Next
to continue.

Important Note: If the information is not available, even for required fields, you can still select
Save and continue. Required fields are indicated with an *

Step 15: Update Household Members

Click the + at the bottom right of the screen to add additional household members to the project
enrollment. Select Next.
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e A Step 16: Income, Benefits, and Insurance

: Information
| With the information you have available, enter the
information to update the enrollment. Select Next.
SR I INCOME BENEFITS INSURANCE*

Betty was first connected with ABC Outreach Project
on 10/16/2026 but all entry assessments need to
completed.

Step 17: Personal Information

HOMELESSNESS HISTORY* With the information you have available, update
the personal information fields. Select Next

PERSONAL INFO*
Step: 18: Homelessness History

With the information you have available, update
the Homelessness History fields. Select Next.

DATE OF ENGAGEMENT*

END INTERACTION

Step 19: Date of Engagement

With the information you have available, update the Date of Engagement fields. Select Next.

Step 20: Complete Enrollment

When you come to the end of the Enrollment workflow, select Done. Select Yes or No in the
confirmation box to confirm that the enrollment is complete or if you would like to go back to the
Enrollment list.

Review Camp Stays

Use Camp Stays to review encampments associated with the client.
Camp information can provide location-based context alongside the

. Cam wal.mart
client's individual record. Camp Stays can be used as supporting o TR
context. The exact controls available from this tab may vary by
implementation. ot ey

Mumber of Sleeping Structures: 3
Numberof People.
Stay Dates: 03/27/2025 -

Step 21: Open Camp Stays

Select Camp Stays from the client-level navigation. St

Cau

Creek "
T
3

Desc

e ing

Murmber af Sl Structures:
mmﬂ”w_

‘Stay Dates: 03/27/2025 - 03/27/2025

Step 22: Review Recorded Camp Stays
Review the encampment records associated with the client and use o
the available information to understand the client's camp-based -

history or current context.
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Step 23: Document an Applicable Camp Connection Through the Available Workflow

When the client's Current Living Situation identifies an existing Show The Way encampment,
select the applicable encampment when that option is presented. In the documented enrollment
workflow, selecting an existing encampment adds the client to that encampment's client list.

9:41

Derek Dobbson

Last Interaction: 09/17/2026 (32 days ago)

Derek Dobbson

Last Interaction: 09/17/2026 (32 days ago)
test

Request #1374355272

Created By: Derek Smith, 04/17/2026 6:19 PM

Derek Dobbson - Street Medicine Request

Last Interaction: 09/17/2026 (32 days ago)

Request #1472663508
Created By: Derek Smith, 03/04/2026 5:39 PM

Derek Dobbson - Individual Needs

Review and Address Client Requests

Use the client's Requests tab to review requests or tickets tied
specifically to that client.

Step 24: Open Requests

Select Requests from the client-level navigation.

Step 25: Review Client-Specific Requests

Review the requests associated with the client and open the
applicable item when additional detail is needed.

Step 26: Complete Available Request Actions

Where permitted, use the available request controls to document

DD follow-up, assignment, notes, or resolution.

Request #1080690933
By: Derek Smith, 07/03/2025 1:40 PM

Helpful Distinction: The Requests tab inside the client record is
client-specific. The main Requests module provides a broader view of

requests across clients and locations.
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Review and Record Services

Use Services to review services already logged for the client and, when service tracking is
enabled, record additional services.

Step 27: Open Services

Select Services from the client-level navigation.

Step 28: Review Previously Logged Services

Review the service records already associated with the
client.

E SE
01/01/1993 (33) Male

American Indian/Alaska  No
i Housing Hygiene Items.

Step 29: Add a Service, If Applicable

When the Add Services option is available and a service

needs to be documented, select Add Services and
complete the configured service-entry workflow.

Feature Availability: Services and the Add Services
option appear only when your organization uses service

tracking. The exact service-entry fields are determined by the local configuration.

Complete Alerts, Follow-Ups and Case Notes

Use Case Notes to document information that should remain visible with the client record. The
documented workflow includes Alerts, Follow-Ups, and Client Notes.

Alerts

Step 30: Open Alerts

Select Case Notes, then Alerts. Review existing alerts for important

information other users working with the client should know. i o Gt Ko
Step 31: Add or Update an Alert, When Appropriate e . st

‘test

Select the add option to enter a new alert and save it. Review, edit,
or close existing alerts only when appropriate and within your
responsibility.

Follow-Ups

Step 32: Open Follow-Ups

Select Follow-Ups to review outstanding needs or reminders
associated with the client.
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Step 33: Add or Update a Follow-Up

When a new follow-up is needed, enter the applicable priority, due date, and follow-up details,
then save the record. Close completed follow-ups so other users can see that the need has been
addressed.

Client Notes

Step 34: Open Client Notes

Select Client Notes/Notes to review general case notes previously recorded for the client.

Step 35: Add a Client Note

Use the add option to enter the note and save it. Follow your organization's procedures when
editing or removing existing notes.

Best Practice: Review existing Alerts and Follow-Ups before adding new ones. This helps reduce
duplicate work and gives you context about outstanding needs.

Review Client History

Finish the client-record review by using History to understand previous interactions, submitted
information, and geographic patterns.

Step 34: Open History

Select History from the client-level navigation. The documented client-
record workflow provides List View and Map View for prior interactions.

ABC outreach Project Step 35: Review Previous Interactions

Clothing, Hygiene Items, Income & Benefits
Interacted with: Natalie jJackson

omos/2028 In List View, review prior interactions, including the interaction date,

Stage: Project entry

s user who recorded it, and available information about activity completed
during the interaction.

ABC Outreach Project
Interacted with: Natalie Jackson

On 09/08/2026
ik Step 36: Open an Interaction for More Detail

Select an interaction to review its details, including the recorded
ABC Outreach Project location and available staff information.

Interacted with: Natalie jackson
On 09/03/2026
Stage: Project entry

ot Step 37: Review Historical Assessments

Open a listed assessment or survey when you need to review
information submitted during a previous interaction.

Important Note: Historical assessment responses can be reviewed
from History but are not edited from this area.
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Encampments

The Encampments page provides access to recorded
encampment information through Map and List views. From either
view, users can locate an encampment and open its record for
additional information or related work.

Step 1: Open Encampments
From the navigation pane, select Encampments.

Step 2: Choose a View
Select the Map or List view based on how you want to locate the
encampment.

Step 3: Locate the Encampment

In Map view, review camp location markers, which may be color-
coded by status. In List view, use the available sorting and filtering
tools to narrow the records displayed.

Step 4: Open the Encampment Record

Select the appropriate encampment to open its record.

Step 5: Review Camp Information
Review available information, including the camp's name, location, photo gallery, and tags.

Step 6: Continue Related Work
Update applicable camp details or continue into client-level work associated with the
encampment as needed.

Helpful Tip: Start with Encampments when your work centers on a camp or location rather than a
specific client.
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Project Inventory

e

y

Record Action

The Record Action page is used to complete available surveys and
create records outside of a specific client workflow. The survey
options displayed depend on the actions configured for your
organization.

Step 1: Open Record Action

From the navigation pane, select Record Action.

Step 2: Review Available Actions

Review the available survey or action buttons, which may be
organized by category.

Step 3: Select a Survey or Action

Choose the survey or action you want to complete.

Step 4: Complete the Guided Questions

Follow the step-by-step wizard and answer each applicable

question.

Step 5: Continue Through Conditional Questions

Continue through the questions as prompted. If the survey contains conditional or branching
questions, the wizard automatically adjusts based on the responses entered.

Step 6: Save or Submit the Record

Review the information entered and save or submit the record when complete.

Helpful Tip: Use Record Action when you need to create a standalone survey-style record rather

than review an existing client record.
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Requests

The Requests page is used to manage service or support
requests. Users can review open requests in a filterable List view
or use the Map view to see request locations.

Step 1: Open Requests

From the navigation pane, select Requests.

Other - Request Help

Status: New | Priority: Medium

Step 2: Choose a View Unassigned
Use the List tab to review and triage open requests, or select the :

Map tab to view request locations as map markers with popup
Kevin C - Individual Needs

details. Status: New | Priority: Medium
Last Interaction: 07/15/2026 (59 days ago)
[Assigned to: ABC Dutreach Project - Morth East, Kevin

Step 3: Locate the Request TE
In List view, use the available sorting and filtering tools to narrow
the open requests displayed. In Map view, review where requests

are located or concentrated. Keiley Wyrick - Needs
Status: New | Priority: Medium
Step 4: Open the Request Unassigned

This encamprment needs a visit

Select the appropriate request to review its details.

Step 5: Take the Appropriate Action
Based on the request, assign it to yourself or another user, add a
note, or complete the applicable follow-up.

Step 6: Close the Request When Resolved
Once the request has been addressed, mark it complete or closed.

Helpful Tip: Use Requests when handling incoming needs, reviewing open work items, or
coordinating follow-up on a request that requires attention.
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Resource Directory

The Resource Directory helps users find services and organizational resources for clients.
Resources can be explored in Map or List view and filtered by resource type to identify appropriate
support.

Step 1: Open the Resource Directory

From the navigation pane, select Resource Directory.

Step 2: Search or Browse Available Resources

Use the Map or List view to search or browse the resources available in the directory.

Step 3: Filter by Resource Type, If Needed

Narrow the results by resource type when looking for a specific kind of support. Available types
may include general resources, public resources, referral resources, or datastore-specific
services.

Step 4: Open a Resource

Select the appropriate resource to review additional information.

Step 5: Review Resource Details

Review the available contact information, services offered, hours, and eligibility information.

Step 6: Use the Resource as the Next Step

Use the information to support the client's next step, such as connecting the client with the
service or making a referral.

Helpful Tip: Use the Resource Directory when connecting a client to a service, researching
available supports, or identifying an appropriate next step for a client need.

9:41

9:41 all ¥ -

[ Q Show The Way | @ Resource Directory
|

9:41

< ABCOutreach Project

MAP LIST
@A Home TYPE ORGANIZATION

ABC Outreach Project StrestOutreach :ﬁ:&:r“h
e | AAA Outreach Providers

Case Management &

Outreach Provider for People Experiencing HOURS WEBSITE
Homelessness | Mon-Fri 8am-7pm abcoutreach@test.xyz
2901 Los Feliz Bivd Los Angeles, -

A Encampments 2901Los , CA 90039 ! Sat/Sun 10am-5pm
555-867-5309 | S

DESCRIPTION

Mon-~Fri 8am~7pm Sat/Sun 10am-5,

OB Saniz] e St/ Sun Do ger Outreach Provider for People Experiencing

#  Record Action Services: Clothing, Employment, First Aid, Homelessness

Food & Water, Housing, Hygiene Items,
IDs, Income & Benefits, Other Supplies,
Shelter, Shower, Transportation
Requests
Type: Street Outreach
Tags: Child, Emergency Shelter

Resource Directory
ABC Shelter Project

AAA Outreach Providers
Service Tracker 5
Emergency shelter provided by AAA
Outreach Providers. \
1203 N Bronson Los Angeles, CA 90038 Leaflet | Map data © OpenStreethap contributors, CC-BY-SA

123-123-1313

=
555-867-5309 INFO@ABCOUTREACH@TESTXYZ

Services: Check I, Coffee, Education,

Employment

‘¥ Shelter Bed:
Ml == FILTERS
> Available Beds
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Referring a Client to an Available Bed

To request an available bed for a client and then complete the reservation and check-in process
from the receiving project's inventory. Before You Begin: The available options shown in these
workflows depend on bed inventory already being configured for the project and on the user's
access to the applicable client, Resource Directory, and project inventory functions.

Use this workflow when an existing client needs to be referred to a bed that is available through a

resource in the Resource Directory.

Step 1: Open Lookup Client

After signing in to Show The Way, select Lookup Client to open the client search area.

Step 2: Search for the Client

Select Search to display saved clients. Locate the clientin the list or use the available lookup

tools to find the correct client. > —
Step 3: Open the Client Record 4T e -
Select the correct client, then select View < Resource Directory
Client. MAP LIST
| ( ABC Shelter Project
Step 4: Select Get Help ‘ A 0Uueochbroyives
Emergency shgller provided by AAA
From the available client actions, select B
. Ry t Hel 123

Bed Request. This opens the Resource St e

. Services: Check In, Coffee, Education,
Directory so you can locate a resource that 5"*'::%‘ otialligh Employment S

(]

offers beds. 2 oy

Step 5: Choose a Resource

Emergency Shelter A
Simtech Solutions

Review the organizations or projects N 2
available in the Resource Directory and Foo s Lo Mot

IDs, Income & Benefits, Other Supplies,

select the appropriate resource for the Sheltr, Shower, Transportation
w Shelter Beds

Client. >Av;|ableBeds:5

Step 6: Request an Available Bed

With the appropriate resource selected, choose Available Beds to request a bed for the client.

Step 7: Review the Request, If Needed

To confirm or edit details associated with the bed request, return to the client's record and open
the Requests tab.
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Using the Service Tracker

The Service Tracker provides a streamlined way to record services for one or multiple clients. Itis
especially useful when the same services are being provided to several people, such as during
outreach, at a service center, or while working at an encampment.

Before You Begin: The Service Tracker can display up to 12 services at one time. Available
services depend on how services have been configured for your project or resource.

Step 1: Open the Service Tracker
From the application, open the navigation menu and select Service Tracker.

Step 2: Review the Available
Services ©  showTheway
The Service Tracker can display || [ e

up to 12 services at a time. For
custom services, if your project
has more than 12 available
services, select the Services
button to choose which services
should appear on the Service
Tracker screen.

Step 3: Select the Services to 4
Display '
Check or uncheck the applicable
services, then select Confirm.

Only the services you selected will appear on the Service Tracker screen.

Step 4: Select the Services Being Provided
Select each service you want to record for the client or clients. Services display a red stripe by
default; when selected, the stripe changes to green, indicating that the service will be applied.

Step 5: Search for the Client

Select the Search icon in the lower-left corner and locate the client who received the selected
services. If the clientis not already in Show The Way, the workflow also provides an option to
create a new client.

Step 6: Select the Client
Select the appropriate client from the search results, then select View Client.

Step 7: Complete the Location Step
Continue through the location screen presented as part of the workflow.
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Step 8: Confirm the Services Were Applied

After completing the location step, return to the Service Tracker and look for the Success
message at the bottom of the screen. This confirms that the selected services were applied to the
client.

Step 9: Repeat for Additional Clients

If the same services were provided to other clients, repeat the client search and selection
process for each person. You do not need to reselect the services for each client as long as you
continue to apply the same selected service.

Thank you for using Show The Way!

-~
1‘7{

Show The Way
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