HB101_ORG

1. HSS Section 1 Overview

1.1 Welcome

m State of Minnesota Department of Human Services

Welcome to the Housing Stabilization Services Training Course
Section |: Assessment of a Person’s Needs

For keyboard wsers, click the Tab xey 10 navigale the Clements on soreen CRek Ihe Space bar
to acheate and deschvate the button of pontral

Onee aclivated, for the Course Nawvigation mena and Audio Voluns conbrol, press the up and
duwen anow kiys

lo ensure the best expensace choosa your sudio preterence by selechng lurm Namaton On

or Turn Narration Off.

Leamsrs using JAWS readars or other audio assisled readers may want w turn off the

flanation
Turn Turn *
Narration Narration
On Off

Notes:

Welcome to the Housing Stabilization Services Training Course.

Section 1: Assessment of a Person’s Needs.

For keyboard users, click the Tab key to navigate the elements on screen. Click the Space bar to
activate and deactivate the button or control.

Once activated, for the Course Navigation menu and Audio Volume control, press the up and
down arrow keys.

To ensure the best experience, choose your audio preference by selecting Turn Narration On or
Turn Narration Off.

Learners using JAWS readers or other audio assisted readers may want to turn off the narration.
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1.2 Narration Off

—
Narration Off Instructions ﬁ ﬁ
You have tumsd narration off. Te turn the narration on uss the Course

Nawigabcn menu 1o returmn o the Welooone screen and sceled Tuim
Narration On.

You can also use the Course Navigation manu {o relurn to any shde you
hiavie alicady vesiled in the couse,

AL the boltom of he screen & @ pause’ play and revind bullons thal do nol
HAcion with narahan ot » 'l

NMany of the screens contain bittens that popup wiadnws 1t you actwate a
button and the JAWS readsr or focus doas not move to a new item, click

the 1ah key 10 Ancess the pop up windoe
Popup button

Notes:

You have turned narration off. To turn the narration on use the Course Navigation menu to return to the Welcome
screen and select Turn Narration On.

You can also use the Course Navigation menu to return to any slide you have already visited in the course.

At the bottom of the screen is a pause/ play and rewind buttons that do not function with narration off.

Many of the screens contain buttons that popup windows.

If you activate a button and the JAWS reader or focus does not move to a new item, click the Tab key to access the
pop up window.
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Popup (Slide Layer)

Narration Off Instructions ﬂ *
You have tumed narration off. Te turn the narration on uss the Course

Nawigaben menu o relum Lo the Welocoe screen and scled Tum
Narration On.

You can also use the Course Navigation manu o relurn to any shde you
have aliciady wesiled in the cowse.

AL the boltom of [he screen & 3 pause’ play
tAcion with narahan ot S I'

Many of the screens contain bittans that

button and the JAWS readsr or focus 0085 N r———

the 18 Key 1n Ancess the pop up windoe
Popup button

1.3 JAWS Reader Users

JAWS Reader Users ﬁ ﬁ

For JAWS readsr users, note Lhal pressing Lhe Tab key puts you in
agplicaticn mode. To ensure you 3¢ net missing any texl, press e plus
key of the PC cursor key W exil application mede and use the anow ksys
o navigale

Notes:

For JAWS reader users, note that pressing the Tab key puts you in application mode.

To ensure you are not missing any text, press the plus key or the PC cursor key to exit application mode and use the
arrow keys to navigate.
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Popup (Slide Layer)

—
JAWS Reader Usars ﬂ ‘A

For JAWS readsr users, note Lhal pressing the Tab key puts you in
applicaticn maede. To ensurne you are nct missing any toxl, press the plus
key of the PC cursor key o exil applicalion mede and use ths anow keys
10 navigale

1.4 Narration On

Narration On Instructions ﬂ

You have tumed narrafion on. To turn the narration off uss the Course
Nawigabion menu o reluimn o he Weloome saeen and seled Tun
Narration Off.

You can also use the Courss Navigation manu fo return to any skde you
hiave: alieady visiled in e cowse.

AL lhe bullosn ol the scresn = o pauseplay > II bulloe hial pauses
Ao and & rewind huttan o that restarts the audin

Notes:

You have turned narration on.

To turn the narration off use the Course Navigation menu to return to the Welcome screen and select Turn Narration
Off.

You can also use the Course Navigation menu to return to any slide you have already visited in the course.

At the bottom of the screen is a pause/play button that pauses audio and a rewind button that restarts the audio.
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2. HB101 Overview

2.1 Introduction

Welcome to

/ Housing Stabilization Services Section |:
Assassment of a Parson’s Needs
Module Three: HB101.0rg

Estimated Completion Time: 25 minutes

[ 010 T i
Notes:

Welcome to Housing Stabilization Services Section 1: Assessment of a Person’s Needs: Module
Three: HB101.org

Estimated Completion Time: 25 minutes

2.2 Engaging HB101.org — Module 3 of 4

Engaging HB101.0org — Module 3 of 4

Reviewing Developing Utilizing Submitting
documents jund -' HB101.0rg " RO

In this medule you will leem how to:

Utilize HB101.0rg {0 sscurely store nformation aboul a
person's housing preferences as waell as aoquire planning locls
lo help find and kesp them in a bome.

Notes:

Engaging HB101.org- Module 3 of 4
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In this module you will learn how to:

Utilize HB101.org to securely store information about a person’s housing preferences as well as acquire
planning tools to help find and keep them in a home.

2.3 Objectives

== —————————————————
s
Objectives

\Whean you have completad this moduls, you will be abls to

» Selup an accound wilh @ user kgin on 110101

*  Ruquesl a Professional HB107 ks

s Avoess Vaull lulorial videos

» Store and exchangs providsr and person nfmation
1SIng the funchiors of e “Vault” on HE101 incliding
Fro Files® and "Pro Contacts® features, and

+  Work cn housing needs wah a recpient usirg the
functiens of *Paths” on HE101

Notes:

Objectives

When you have completed this module you will be able to:

Set up an account with a user login on HB101

Request a Professional HB101 role

Access Vault tutorial videos

Store and exchange provider and person information using the functions of the “Vault” on HB101 including
“Pro Files” and “Pro Contacts” features, and

Work on housing needs with a recipient using the functions of “Paths” on HB101
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2.4 Overview

L]
Overview

Housing Gensfils 101 HB101.uig, is a fise slate-wide z y
website thal helps 3 person sxplore heusing ophons and Housing Benefits 101
make a phan for Beir best life. .

HEB 101 o1y heslps individuals securely slore teir own
information including putthc records, contacts, and othor
wital health tmance. medical, hausing and benetit-based
intormation

On HB1DT 219 & parson can share that informaten with
others, such as Meir case manegars, Housing
Consultants, or Transition or Sustaining providers.

Notes:

Overview

Housing Benefits 101, HB101.org, is a free state-wide website that helps a person explore housing options
and make a plan for their best life.

HB101.org helps individuals securely store their own information including public records, contacts, and
other vital health, finance, medical, housing and benefit-based information.

On HB101.0rg a person can share that information with others, such as their case managers, Housing
Consultants, or Transition or Sustaining providers.
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2.5 Professionals

Professionals

Professionals can use HB101 o secuely slore files wee
redated 1o thes contacts and fo share important iles
wilhh [heir ecipients.

As & Housing Consullant o Transsdion Suslaining
PrOvKECy, you can creale a professonal account for
yaurselt

Notes:

Professionals

Professionals can use HB101 to securely store files related to their contacts and to share important files with their
recipients.
As a Housing Consultant or Transition/Sustaining provider, you can create a professional account for yourself.

2.6 HB101 — Scenario Example

HB101 — Scenario Example

Loty ok al an examas of how you can uss HB 101,

She has docuren!
housing stabfzay

dlitg & 1101071 account will alluw
e inforrs i 3
nformabion

ads & Wante’

Notes:

HB101 - Scenario Example

Lets look at an example of how you can use HB101.
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Sybil Clark enters your office looking for housing. She has documents that confirm her eligibility for housing stabilization
services.

Creating an HB101 account will allow Sybil to share information with you and access beneficial information.

Complete the "Housing Needs & Wants" HB101 path with Sybil so you can learn more about her housing needs and want,
and assist her in choosing the best possible Transition Provider.

2.7 HB101 - Scenario Example

|
HB101 — Scenario Example

Lot'’s ok &l an example of how you can uss HB101.

Notes:

HB101 - Scenario Example

Let’s look at an example of how you can use HB101.

The “Housing Needs & Wants” path uncovers basic needs and wants as well as needs and wants for accessibility and
services.

By working with people like Sybil to complete the “Housing Needs & Wants” path you will understand how to help them
find stable housing.
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2.8 Account Setup Overview

=B
Account Setup Overview

Selling up an gocow. on HB101 as a mofessional pives
YOU AN CASY-10-USE AN Seoum way o dsoover, share
and slore imgortant infonmation for people al no Lost
youl

—————— -

This inchistes details aboul recpients desqes, goals, and - .

neads for nousing. |12 svaiiaoie pats on HED? wil — BRCC) AV P~
assist you in generating a more detated housing-focused &= = = ==
parson cantersd plan

.

Allintormatan recipients creste on HH101 can be sherad
with you sacuraly and will remain on HB101. To securely
recene Infarmation from recipients on HB101 both you
and the recipient wil need 10 have an account.

Notes:

Account Setup Overview

Setting up an account on HB101 as a professional gives you an easy-to-use and secure way to discover, share and store
important information for people at no cost to you.

This includes details about recipients’ desires, goals, and needs for housing. The available paths on HB101 will assist you
in generating a more detailed housing-focused person centered plan.

All information recipients create on HB101 can be shared with you securely and will remain on HB101. To securely
receive information from recipients on HB101, both you and the recipient will need to have an account.

2.9 Knowledge Check

e ——————)
Knowledge Check

True ov False. Ssfact the camsct snswer.

HB101 is a pay based system.

C- I -9

Notes:

Knowledge Check
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True of False. Select the correct answer.

HB101 is a pay based system.

Correct (Slide Layer)

/ Correct!

HB101 5 a free state wide websita thet helps a parson
axplors housing oplions and make a plan for their best iife.

m'~l DREAFIMENT D
B HMUMAN SERVICES

Incorrect (Slide Layer)

Kno

# Incomect.

HBA01 = a free statewide website thet helps a parson
axplors housing oplions and make a plan for their best ife.

m'-‘ DREASIMENT O
§ HUMAN SERVICIS
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2.10 Knowledge Check

[ ]
Knowledge Check

Trus ov False. Ssfact the camsct snswer.

HB101 provides an easy-to-use secure
way to share and store Important
information.

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.

HB101 provides an easy-to-use secure way to share and store important information.

Correct (Slide Layer)

Kno

/ Cormect!

HB101 providas an ssy-to-usa securs way to share and
store important informetion.

M RRATIMENT OF
B HUMAN SERVICIS
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Incorrect (Slide Layer)

# Incomect.

HB1G1 providas an essy-to-usa securs way to share and
store important informeation.

[0 1 e
3. Account Setup

3.1 Account Setup — How-to

el e ]
Account Setup — How-to

Let's walk through how fo 2st up an HE101 socount 8s &
Howsing Professional.

Pleass nole that HB101 usas the sams account kgins
as Disabildy Hub MN and DB101. If you aready have an
account on either of those siles, hen you can use them
1o kegin to 115101

Depending on wheiher o nol you akcady have @n
account on any of the above locations, this can bs done ==
with bwo processes. The fisst proosss s setling up an
arcount tar tha hrst tme, and designating yoursalt &6 a
Housing Professional. The scoond process is
ArSIgRaNNG ynurselt as a protessional 4 you sready
higve an gucount

Notes:

Account Setup - How-to

Let’s walk through how to set up an HB101 account as a Housing Professional.

Please note that HB101 uses the same account logins as Disability Hub MN and DB101. If you already have
an account on either of those sites, then you can use them to login to HB101.

Depending on whether or not you already have an account on any of the above locations, this can be done
with two processes. The first process is setting up an account for the first time, and designating yourself as a
Housing Professional. The second process is designating yourself as a professional if you already have an
account.
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3.2 Account Setup

Account Setup

— ————
Wik rowgh U folovang - __) =)
sereenshols o loam haw 1o sof Housing Beosdis ’0[‘. Step 1'» ’ :

up an aveount with & user fogin e s
on HE101 org

Step 1.

Wit hb 101 .ovg and abck
Reqstsr”

Gl Vault Accoun|

Notes:

Account Setup

Walk through the following screenshots to learn how to set up an account with a user login on HB101.org

Step 1.

Visit hb101.org and click “Register”.

3.3 Account Setup

e, ————————— |
Account Setup

Step 2.

Eafer yonn evna and 2 passwon
with af \eaat 1 spacial characfer
feg, 7,! " elc)

Notes:

Step 2.
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Enter your email and a password with at least 1 special character (e.g., 7, !, * etc.).

3.4 Account Setup

Account Setup

Step 3.

Select e appvopaale avanizalion
fram the drop dovin méeni, 9.,
Covnty, Trshal Govermmen!, Siafe
Apency, eic., or pick “Omer
FProvider Agency” Iif the
Organzahon opbons an Aof seoly

Notes:

Step 3.

Select the appropriate organization from the drop down menu, e.g., County, Tribal Government, State Agency, etc., or pick “Other
Provider Agency” if the Organization options do not apply.
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3.5 Account Setup

]
Account Setup

Step 4.

Check the box, “I'm a hausing
professanal and nead Vault Fro
TN -

Notes:

Step 4.

Check the box, “I'm a housing professional and need Vault Pro tools.”

3.6 Account Setup

6 ——————— |
Account Setup

Step 5.

e you have prowded s amay,
confimad your passwaord, selected
he appropnats orgamzation, and
checkad the box, I'm a housing
professional and need Vaull Mro
toals’, clek e Subnut button

Notes:

Step 5.
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Once you have provided an email, confirmed your password, selected the appropriate organization, and
checked the box, “I'm a housing professional and need Vault Pro tools”, click the Submit button.

3.7 Account Setup — Your turn

]
Account Setup - Your turn

Qkay, now s yowr lurn! Folow e (wlovial insbruclions
and set up an aoeount an HB1G1.0rg. You can aisa ehok
on Gel @ Vol Actoun! fo ksarn more and see woso.,

Step 1,
Vialtt HB101.org and ok “Hegister

Step 2.
Cratey your el and o passvaord with o least 1
special character (ag, ¢ 1 " e ) Step 4.
Check the box, I'm a housing
Step 3. professional and nasd Vault Fro tals -

Sslect the sppropnste orgsmzaton from the drop
doam meni. ar ek Other Brovder Agency” it e Step 5. :
Organization options don't appy. Click the Submit button.

Notes:

Account Setup - Your turn

Okay, now it’s your turn! Follow the tutorial instructions and set up an account on HB101.org

Step 1.

Visit HB101.org and click “Register”.

Step 2.

Enter your email and a password with at least 1 special character (e.g., 7, !, *, etc.).

Step 3.

Select the appropriate organization from the drop down menu, or pick “Other Provider Agency” if the Organization
options don’t apply.

Step 4.

Check the box, “I’'m a housing professional and need Vault Pro tools.”

Step 5.
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Click the Submit button.

3.8 Knowledge Check

Knowledge Check

True ov False. Ssfact the comsct snswer.

\

You should only check the “l am a
Housing Professional and need Vault Pro
Tools™ checkbox if you are a waiver or

mrgetea case manager.
y

Notes:

Knowledge Check
True or False. Select the correct answer.

You should only check the “I am a Housing Professional and need Vault Pro Tools” checkbox if you are a
waiver or targeted case manager.

Correct (Slide Layer)
e —— S ——

Kno

' comect!

You shousd aiso check the “| am & Housing Frofessional and
naad Vault Pro Tools' chackbox if you are a Housing
Corauttant

My LEEATIMEN] OF
B HUMAN SERVICES
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Incorrect (Slide Layer)

Kno

X Incormrect.

You shousd also check the “| am a Housing Hrotessional and
naad Vault Pro Tools' chackbox if you are a Housing
Corsuttant

YWD G S Rvices
4. Request a Professional Role on HB101.org

4.1 HB101 Professional Role - Scenario

Y]
HB101 Professional Role - Scenario

Read the folowirsg scenano,

Notes:

HB101 Professional Role - Scenario

Read the following scenario.

Liza Dufresne is a 36 year old woman experiencing homelessness in Shakopee, MN.

She has the documentation and is ready to apply for the housing stabilization services program. All Liza’s information is
stored on HB101.

She wants to share it with you and have you walk through the paths for her.
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4.2 HB101 Professional Role - Capabilities

-1
HB101 Professional Role - Capabilities

o be abla to share mformation with Lza and allow
Liza to shars information with you, you do not nesed fo
ne desynatad as a profassional on 58101

However the professional rol gives you more
advancad file managsmant capabiltiss, pus the
abilily (o g autivities ove behall of an idividos! ke
Lize, who requesisd thet.

When you have been designated with 2 Housing
Professional 1ole, you gel @ separate Me Tukder ol
eacn cnntart you have on HB101 {the rantacts are
mantaged in the Conlacls La),

Notes:

HB101 Professional Role - Capabilities

To be able to share information with Liza and allow Liza to share information with you, you do not need to be
designated as a professional on HB101. However, the professional role gives you more advanced file
management capabilities, plus the ability to do activities on behalf of an individual like Liza, who requested
that.

When you have been designated with a Housing Professional role, you get a separate file folder for each
contact you have on HB101 (the contacts are managed in the Contacts tab).

4.3 HB101 - Request a Pro Role

60— |
HB101 - Request a Pro Role

As mentionsd, the Profassional roka on HE101 allows you
{o perform aclivitss on behalf of individuals lke Lize.

If you did not select the “Vaull Pro tools™ access when
reqistenng, then in order ta recaive a MN Housing
Professional role on HB101 you will have to reguesi one.
AN reguests are acceed.

Lel's walk lhiowgh he quick process eques] @ Pro
HEB101 role. Ws recommend you sign up for a pro mle on
HE 101 now. Well provide @ “Your fumn” slide al he eivd of
this sequence 1o o so
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Notes:

HB101 - Request a Pro Role

As mentioned, the Professional Role on HB101 allows you to perform activities on behalf of individuals like
Liza.

If you did not select the “Vault Pro tools” access when registering, then in order to receive a MN Housing
Professional role on HB101 you will have to request one. All requests are accepted.

Let's walk through the quick process to request a Pro HB101 role. We recommend you sign up for a pro role
on HB101 now. We’ll provide a “Your turn” slide at the end of this sequence to do so.

4.4 How To Request a Professional Role

"= ————— |
How To Request a Professional Role

Lel's waik rowgh how 1o reques!t 2 [oosing
Frofessanal roie

It you ot not just sign up tor HR101 on the previous
sequerce, because you gheady hisd an acoounl,
ARSIgNsting yourselt as a poatessional & a very quick
process

By becoming a protessional, you vall also te sbie to
rreate and stare documents and iIntormation an biehat
of recipents, work threugh paths on HBE101 with them
as well as monror their progress as they complets
actiias

Notes:

How To Request a Professional Role

Let’s walk through how to request a Housing Professional role
If you did not just sign up for HB101 on the previous sequence, because you already had an account,
designating yourself as a professional is a very quick process.

By becoming a professional, you will also be able to create and store documents and information on behalf
of recipients, work through paths on HB101 with them, as well as monitor their progress as they complete
activities.
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4.5 Request a Pro Role

]
Request a Pro Role

Step 1.

- — — T
Housing Ecrcrts 101 step 1! 3 ) O s
1 09 (010 Youur fegular accoun! on ¥

the HE101 vahaite, aixd click an T T e T e
“Frofie"

MN Housing Professicnal Role

Notes:

Request a Pro Role
Step 1.

Log in to your regular account on the HB101 website, and click on "Profile".

4.6 Request a Pro Role

"""+
Request a Pro Role

Step 2.

In the Lipdate Your Prohle: poywin
dox, chek the Mdansge Rales ink

Notes:

Published by Articulate® Storyline www.articulate.com



Step 2.

In the Update Your Profile popup box, click the Manage Roles link.

4.7 Request a Pro Role

-1 """
Request a Pro Role

Step 3.

Check the hox, "M Hovsing
Profasasanal” and civk Hequast”

Notes:

Step 3.

Check the box, “MN Housing Professional” and click “Request”
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4.8 Request a Pro Role

=S ————————————————————————————————— |
Request a Pro Role

Ieurg Ueres 1Y

Step 4. & Step 5.

Log out snd log back in.

The role itsell will be aulomabicaly -
qranied and the user will be sent an Step 5, ——>
el wilh instiuclions slaling that Teptove'y o
e user owist ng ool and SN Dack
i o acbvale the professiongd 10k

Notes:

Step 4. & Step 5.

Log out and log back in.

The role itself will be automatically granted and the user will be sent an email with instructions stating that
the user must log out and sign back in to activate the professional role.

4.9 Conclusion

_——————,,ee_" ", — —s—s—
Conclusion

Now that you learmed how 1o "Requsst a Pro Role
on HB1017, you can be approved as o MN Housing
Professional.

With a Pro Rols on HE101 you can shara
infonmation e documents wilh iecgients axd
feCIpents Shars thair mtommation with you, wak
Lhrough paties on their Behall, aed imonitor Beir
pregreess on all HE101 activities

Remember:

You have ta sign o1t and San Dack in afer you
reqguest the MN Housing Professionsl e, Justin
case you targot to do Mmat, HH101 wil send you an
wonad inslruding you Lo do so.
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Conclusion

Now that you learned how to “Request a Pro Role on HB101”, you can be approved as a MN Housing
Professional. With a Pro Role on HB101 you can share information and documents with recipients and
recipients share their information with you, walk through paths on their behalf, and monitor their progress on
all HB101 activities.

Remember:

You have to sign out and sign back in after you request a MN Housing Professional role. Just in case you
forgot to do that, HB101 will send you an email instructing you to do so.

4.10 Request a Pro Role — Your turn

—_—----
Request a Pro Role — Your turn

Okay, now U's yow furn! Follow the (wovial instruciions amd -

FOUCS! O NG e You can aso olick on iy
LN Housirkg Professions! Role [0 lsarm more and sse wdso,
Step 1.

Loxgan (o your rogufar acoownt on the HNET0T welisie
snd ciick on “Frofile"”

Step 2.

(et Update Your Profile papuwe box, cick e

fManage Hoes ink Step 4.
_— Loy out
Chock MV MHMowsing Professional™ and iheo chek 1he Step 5.
"Weguast hutnn Sgnin.

Notes:

Request a Pro Role - Your turn

Okay, now it’s your turn! Follow the tutorial instructions and request a pro role.

Step 1.

Log in to your regular account on the HB101 website, and click on "Profile".

Step 2.
In the Update Your Profile popup box, click the Manage Rules link.
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Step 3.

Check "MIN Housing Professional" and then click the "Request" button.

Step 4.
Log out.

Step 5.
Sign in.

4.11 Learn About the Pro Features

Learn About the Pro Features
Here are fouwr addiiona) wideos you can watch
Welcome to the Pro Vault
Pro Sessions in the Vault

Pro Files in the Vault

Pro Contacts in the Vault

Notes:

Learn About the Pro Features

Here are four additional vides you can watch.
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4.12 Knowledge Check

[ ]
Knowledge Check

Trus ov False. Ssfact the camsct snswer.

In order to do actlvities on behalf of many
different people you need to have a MN
Housing Professional role.

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.

In order to do activities on behalf of many different people you need to have a MN Housing Professional role.

Correct (Slide Layer)

Kno

' correct!

In order e do aclivities on behall of many different peoplic
you need & MN Housing Protessional mig

T FImeMl OF
8 HUMAN SERVICIS
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Incorrect (Slide Layer)

¥ Incorrect.

I order Lo do aclivities on belvall of many different people
you need 8 MN Housing Professional role

M RRAT I MENT OF
B HUMAN SERVICES

4.13 Knowledge Check

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

g &

If you already have an HB101.org account
you need to request a MN Housing
Professional role to access “Vault Pro
tools.”

C- 3 -9

Notes:

Knowledge Check

True or False. Select the correct answer.

If you already have an HB101.org account you need to request a MN Housing Professional role to access
“Vault Pro tools.”
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Correct (Slide Layer)
| = |

/ Cormect!

It you alresdy have an HB 101 arg account you nead to
request a MN Housing Professional role to access "Vault Pro
ool -

m'-‘ DREAFIMENT O
B HUMAN SERVICES

Incorrect (Slide Layer)

# Incormrect.

It you alresdy have an HE101.arg account you nead ta
request a MN Housing Professional role to access "Vault Pro
tonls

m~( DREATIMENT D
B HUMAN SERVICES
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5. Tutorial The Vault's Shares Tab

5.1 Vault Overview

Vault Overview

The Vaull & 3 digitally seoure
stocane space avaahle an HH101
al no cost o you The ability le
ACCASS YOUr VauIt EMpoweans you
lo reccive. and seourely slore
Intormannn fram recipents you
work with including actwily resulis
and contact iIntarmahan

"y et

B iy e e e B A 8 B e

The Vault 2’50 enables you to asily share imoortant housing and sensfits planrang
documends with peopls

The HB101 Vaull's inferaclive {ools help people makes informed choicas about housing

Notes:

Vault Overview

The Vault is a digitally secure storage space available on HB101 at no cost to you. The ability to access your Vault empowers you to
receive, and securely store information from recipients you work with including activity results, and contact information.

The Vault also enables you to easily share important housing and benefits planning documents with people.

The HB101 Vault’s interactive tools help people make informed choices about housing.

5.2 Vault Tutorials

=
Vault Tutorials

The tutonals ere ambedded in the Vaulkt itself - you can access them
from within the paths and labs. The access points louk ke this.

|DJ Heorew 1t

These paths have been mentioned at have not been descobed yol Walk
through the tallowing fve tutenals to learn how to use the Vaur | ha tourth and
Ninh tatonals are tor these who request 3 Honsing Professianal roke on HE1D1
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Notes:

Vault Tutorials

The tutorials are embedded in the Vault itself - you can access them from within the paths and tabs. The access points look like this:

These paths have been mentioned but have not been described yet. Walk through the following five tutorials to learn how to use
the Vault. The fourth and fifth tutorials are for those who request a Housing Professional role on HB101.

5.3 Vault Tutorials

Vault Tutorials

As a Housing Consultant or Case Managsr, you want to request
Profession Role to stere recipients’ information securely. and Lo be
abla 1o il out informataon for them as you welk through the | Get to
Decide and Housing Needs and Wanlts Palhs {opsther.

-

"Shanng in the Vault®
"The Vaults Fies Tab®
*Ihe Vaults Contacts fab”
"Pro Files in the Vaalr
“Pro Contacts n the Vault

Thers ara five {ulorials for you to rsview:

Wyl

ot g e et b e B g bk e 4

Notes:

Vault Tutorials

As a Housing Consultant or Case Manager, you want to request a Professional Role to store recipients’ information securely, and to
be able to fill out information for them as you walk through the | Get to Decide and Housing Needs and Wants Paths together.
There are five tutorials for you to review:

“Sharing in the Vault”
“The Vaults Files Tab”
“The Vaults Contacts Tab”
“Pro Files in the Vault” and
“Pro Contacts in the Vault”
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5.4 Tutorial “Sharing in the Vault”

=" ———————— |
Tutorial “Sharing in the Vault”

Ihe Vault's secure shanng 1eature lets e

users shars their fees, activity results, and e A
roentact mEommation vath peaple they trus:
including casa managers, counselors,
tamily. or other allies

This first tuloriad shows you how o sucsss
the video that sxplains and introducss — .
sacws sharmg and ths Shares lab. - -

Click here to ecoses the Tulovial, "Shanng in the Vaolt.”

Notes:

Tutorial “Sharing in the Vault”

The Vault’s secure sharing feature lets users share their files, activity results, and contact information with people they trust
including case managers, counselors, family, or other allies.
This first tutorial shows you how to access the video that explains and introduces secure sharing and the Shares tab.

Click here to access the Tutorial, “Sharing in the Vault.”

5.5 Conclusion

e ")
Conclusion

Now that you have reviewed the first
video lulerial, “Sharing in e Vaull” you
can secursly share files. actvity results
and conlact infonmation wilh case
managers. counsslors, family or other
afias using HG101 o, Bhanre

Remember:

Ihe \aull's Shares 1ah Xeens a reccid of svenytiing you have sharad on HB101 1T you
shared it once, you can 68 who it was sent 1o, and whan. Usa the Sharss tab to maks sure
you have shared puerything you needed to share

Notes:
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Conclusion

Now that you have reviewed the first video tutorial, “Sharing in the Vault” you can securely share files,
activity results and contact information with case managers, counselors, family or other allies using
HB101.org.

Remember:

The Vault's Shares Tab keeps a record of everything you have shared on HB101. If you shared it once, you
can see who it was sent to, and when. Use the Shares tab to make sure you have shared everything you
needed to share.

5.6 Knowledge Check

Knowledge Check

True ov False. Ssfact the camsct snswer.

4 )

When using the Vault anytime you see the
Share icon you can click on it to securely
share with a person you trust.

C- I -9

g AFIMEN]T OF

GErA
B HUMAN SERVICES

Notes:

Knowledge Check

True or False. Select the correct answer.

When using the Vault anytime you see the Share icon you can click on it to securely share with a person you
trust.
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Correct (Slide Layer)
| = |

Kno

' correct!

I he Vault's Share icon can be clicked on to securaly share
information with anyone you trust such as case managers,
counselors, tamily or cther alies

"‘»l DREAFIMENT O
B HUMAN SERVICES

Incorrect (Slide Layer)

¥ Incorrect.

I he Vault's Share icon can be clicked on to Secursly share
information with anyone you trust such as case managers,
counselers, tamily or cther alias

r"~l DREATIMENT D
B HUMAN SERVICES

5.7 Knowledge Check

[ e
Knowledge Check

True ov False. Ssfact the camsc! snswer.

- g

The Vault Share’s tab is a record of
everything you've completed in the last
month.

-
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Notes:

Knowledge Check
True or False. Select the correct answer.

The Vault Share’s tab is a record of everything you’ve completed in the last month.

Correct (Slide Layer)

Kno

/ Correct!

I he Vault's Shares tah 15 a record of svanthing you've
shared since you began on HB101, as well as who you

shared # with, and tha date you shared your mformation. +or
sxampls, your activity rasults.

A IMEN
UMAN SERVICES

Incorrect (Slide Layer)

Kno

# Incomect.

I'he Vault's Shares 1ah 15 a record of svanthing you've
shared since you began on HB101, as well as who you

shared # with, and tha date you shared your mformation. +or
sxampls, your activity rasults.
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6. Tutorial The Vault's Files Tab

6.1 Tutorial “The Vault’s Files Tab”

[——eeeeeeeeeeee——aaa
Tutorial “The Vault’s Files Tab”

The HE101 Vaalts interacte toals help
peopie with disabilites make nformad = iaprimn o st S
ehaines abodt housing  The Vaulrs Files

tab has all of your vault files mcluding fées
yeu upload, tikes shared with you, and

downlosdable printabla versions of your
Vault Activity Raports. o

The Vault's Filss tab lats usars secursly
stora files and share them wih people
thay trust.

ONek heee 1o peness the okl “The Vaul's Aies Tab ”

Notes:

Tutorial “The Vault’s Files Tab”

The HB101 Vault’s interactive tools help people with disabilities make informed choices about housing.

The Vault’s Files tab has all of your vault files including files you upload, files shared with you, and downloadable printable versions
of your Vault Activity Reports.

The Vault’s Files tab lets users securely store files and share them with people they trust.
Click here to access another video tutorial to learn more about the vault’s Files tab.
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6.2 Conclusion

_——
Conclusion

Nows that you have reviewsd the second e MR
vide luloridl, “The Vaull's Fikes lab” you

knoe how to work with the files tab on
HB 101wy,

Remember:

I'ha Files tab has all of your Vault iles This includes both fias you upload and files shared
with you, and downleadable priniabls versions of Vaull Actvity Reports.

Notes:

Conclusion

Now that you have reviewed the second video tutorial, “The Vault’s Files tab” you know how to work with the
files tab on HB101.org.

Remember:

The Files tab has all of your Vault files. This includes both files you upload and files shared with you, and
downloadable printable versions of Vault Activity Reports.

6.3 Knowledge Check

]
Knowledge Check

True ov False. Ssfact the camsct snswer.

The Files tab includes all the files you
upload but not files shared with you.

C- I -9

A IMENT Db

\
B HUMAN SERVICES
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Notes:

Knowledge Check
True or False. Select the correct answer.

The Files tab includes all the files you upload but not files shared with you.

Correct (Slide Layer)
= " . .../

Kno

4 Correct!

Ihe Hiles tab has all of your vaim tilas, mouding tes you
upload, and files shared with you, as well as downloadable
pontabla versons of your Viault Achvity Repans

A IMEN
UMAN SERVICES

Incorrect (Slide Layer)

Kno

# Incomect.

I'he Files tab has all of your vais files, moluding tas you
upload, and filss shared with you, as well as downloadable
pontahla versions of your Vault Achvity Repons
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6.4 Knowledge Check

="
Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f e

If you select a file from the Vault's Files tab
you can open It in your web browser,
download it, rename it, or share a copy
with another person.

C- 3 -9

"‘—~y PATIMEN] O
5 HMUMAN SER

Notes:

Knowledge Check
True or False. Select the correct answer.

If you select a file from the Vault’s Files tab you can open it in your web browser, download it, rename it, or
share a copy with another person.

Correct (Slide Layer)

Kno

# Cormrect!

It you select a file fram the Vaults Files tab you cen open the
file in @ web browser. downlkead a copy to your computer,
rename 1he fle. or share a copy with another person. |t thay
have a Vault account it gets sent {o thair Viaull. Othsnwiss,
HB101 will email the persan a copy of the file
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Incorrect (Slide Layer)

Kno

# Incomect.

It you select a file fram the Yaults Files tab you cen open the
file in & web browser. downlad a copy to your computer,
rename 1he fle. or share a copy with another person. |t thay
have a Vault account &t gets sent to thair Vault. Othsnwiss,
HBA01 will email the persan a copy of the file

m'-‘ DREAFIMENT O
B HUMAN SERVICES

7. Tutorial The Vault's Contacts Tab

7.1 Tutorial “The Vault’s Contacts Tab”

=
Tutorial “The Vault’s Contacts Tab”

The Vault's Contacts tab lats users set up Sia | CoeSEEE
contacls with whom they can sacursly

share vault iles. actity results and
contacl nformation

[t also lists the phone numbses for - - b

agencios who help wilh bershits o E—_—
SEIVICES.

ek heee 1o acoess the Tidovial, “The Vant's Confacts Tab

Notes:

Tutorial “The Vault’s Contacts Tab”

The Vault’s Contacts tab lets users set up contacts with whom they can securely share vault files, activity results and contact
information. It also lists the phone numbers for agencies who help with benefits or services.
Click here to access another video tutorial to learn more about the Vault’s Contacts Tab.
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7.2 Conclusion

[E—]
Conclusion

Now that you have reviewed the third wina UNNERRLEC.
vitdeo ilerial, “Thee Vaull Contacls Tab®
you can set up contacts with whom you
an sgcurely shae vaull liles, aclivily
resulis and comact information.

The Yaull's Contacts Tah keeps a reoord
ol eyerpons you have shared wilh on
HB101 You tan also add new enntarss 1
lhe contacls b whenover you wanl.

Usa the Contacts tab to keep an emall
record of all Ca5e MANANNTS, COLNSAIaS
tamily ar other allies

Notes:

Conclusion

Now that you have reviewed the third video tutorial, “The Vault Contacts Tab” you can set up contacts with
whom you can securely share vault files, activity results and contact information.The Vault’'s Contacts Tab
keeps a record of everyone you have shared with on HB101. You can also add new contacts to the contacts
tab whenever you want. Use the Contacts tab to keep an email record of all case managers, counselors,
family or other allies.

7.3 Conclusion

Conclusion

Remember: eyttt s

The Vault's Contacts Tab also lists the
phicne nuinbers for agenoes who help

with benefits or sanvices.

Make stre your contact infa & up-to-gate Crumn

by chcking "My onlact infe” and updaling <L~ dorrm~ gl ] e A b e
your phone aumber and state Your

conlact infu is nol autormelically sicluded

an reqistanion
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Notes:

Remember:

The Vault's Contacts Tab also lists the phone numbers for agencies who help with benefits or services.

Make sure your contact info is up-to-date by clicking “My contact info” and updating your phone number and
state. Your contact info is not automatically included upon registration.

7.4 Knowledge Check

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

All your contact Information Is already
stored in the My Info section of the
Contacts tab once you register.

C- 3 -9

Notes:

Knowledge Check

True or False. Select the correct answer.

All your contact information is already stored in the My Info section of the Contacts tab once you register.
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Correct (Slide Layer)
| = |

Kno

# Cormrect!

All your contact informanon 1s ot stready stared in the "My
Contact Info” secticn of the Confacts tab once you register.
Check 1o make sure all your cwn contact info has baan filled
out.

Click "My Contact Info” and then click the penal fo updats.

m~\ DREAFIMENT O
B HUMAN SERVICES

Incorrect (Slide Layer)

Kno

# Incormrect.

All your contact informanton 1s ot atready stared in the "My
Contact Info” section of the Contacts tab once you registsr.
Check 1o make sure all yeur cwn contact into has baan filled
out.

Click "My Contact Info” and then click the penal fo updats.

r"~y DREATIMENT D
B HUMAN SERVICES

7.5 Knowledge Check

Knowledge Check

True ov False. Ssfact the camsc! snswer.

s g

You cannot share the information of one of
your contacts with another person.

(I @
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Notes:

Knowledge Check
True or False. Select the correct answer.

You cannot share the information of one of your contacts with another person.

Correct (Slide Layer)
= .- .. ——|

Kno

4 Correct!

For each parson you have &s a copfact you can click on their
name to see your oplions. You can view their full contact
information of edit 1, send an email, share the contacts mnio
with anothsr person, send your own contact info to the
contact, or delate the contact

m~‘ DREAAIMENT O
8 HMUMAN SERVICES

Incorrect (Slide Layer)

Kno

# Incormect.

For aach parson you have &s a contact you can click on their
name to see your oplions. You can visw their full contact
information or edit 8, send an email, share the contacts mnio
with anothsr person, send your own contact info to the
contact, or delate the contact

m~‘ DREARIMENT OF
8 HUMAN SERVICIS

Published by Articulate® Storyline www.articulate.com



8. Tutorial "Pro Files in the Vault"

8.1 Tutorial “Pro Files in the Vault”

[——eeeeeeeeeeee——aaa
Tutorial “Pro Files in the Vault”

1Uis inpertant 1o undersiand hal e
INEMACe You gat tor viewing Mes depends et 0 et
on whelher you have the Pro ke

I you brave The MN Housing Prolessonasl
rote and are helping people wha do nat e
have the Pro role, then they'll need to

understand that the interface is different. e

This 18 how the Vailt Hies fab wiW lear for
the peison

Notes:

Tutorial “Pro Files in the Vault”

It is important to understand that the interface you get for viewing files depends on whether you have the Pro role.

If you have the MN Housing Professional role and are helping people who do not have the Pro role, then they’ll need to understand
that the interface is different.
This is how the Vault Files tab will look for the person.
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8.2 Tutorial “Pro Files in the Vault”

Tutorial “Pro Files in the Vault”

This is how the Vael Fil O will koo for
A Fratessonal Housing Consiatent

[he Vault's Fies tah serarely stars
Howsirg ant Benelits shanning
aocuMEnts kar protessionals, the Hie's
tab hes two sechons: "My Mles® and "My
Contarts’ Hles'

Notes:

This is how the Vault Files tab will look for a Professional Housing Consultant.

The Vault’s Files tab securely stores Housing and Benefits planning documents. For professionals, the File’s tab has two sections:
“My Files” and “My Contacts’ Files”.

8.3 Tutorial “Pro Files in the Vault”

=
Tutorial “Pro Files in the Vault”

The *My Files® section is for things about NI
you, of thal aren'l aboul 2 spedlc peison.

You can uss it to stors common documents
ot fonms for casy sharing with Vaul

confacts. —

The "My Contarts' Files” sechen & an o
organiced set of fulders hat hiss fles shared ——
with you by your Vaill contacts, files you

upload relaled o thuse contacls, and fiks 8

orested on behal® ot your contacts

Ciick hers to access (he Totons! "Pro Files i the Vaull.”

Notes:

The “My Files” section is for things about you, or that aren’t about a specific person. You can use it to store common documents or
forms for easy sharing with Vault contacts.

The “My Contacts’ Files” section is an organized set of folders that has files shared with you by your Vault contacts, files you upload
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related to those contacts, and files created on behalf of your contacts.

Click here to access another video tutorial to learn more about Pro Files in the Vault.

8.4 Conclusion

=]
Conclusion

Nows that you havs reviewed the fourth rrery

lulorial, " Pro Fikes in the Vaull”™ you frave 2 ottt e e g
good idea of how to work with the
professional eksrments of the files tab on
HB101.arg.

The "My Files® sechan i for things about -

you, or thial gren’l aboul & speciic person.
You £an use @ 1o store commaon documents e
or forms for gasy sharing wilh Vaull T
enntacts K -

Notes:

Conclusion

Now that you have reviewed the fourth tutorial, “Pro Files in the Vault” you have a good idea of how to work
with the professional elements of the files tab on HB101.org.

The “My Files” section is for things about you, or that aren’t about a specific person. You can use it to store
common documents or forms for easy sharing with Vault contacts.
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8.5 Conclusion

_——
Conclusion

Remember:

The "My Contacts' Files” secticn 5 an
wrganiced sel of folders that has fikes
shared with you by your Vauk contacls,
files you upload relaled W those confacls,
and files created dunng Vaull Pro sessans
done on behall of you contacls.

Notes:

Remember:

The “My Contacts’ Files” section is an organized set of folders that has files shared with you by your Vault

contacts, files you upload related to those contacts, and files created during Vault Pro sessions done on
behalf of your contacts.

8.6 Knowledge Check

Knowledge Check

Trus ov False. Ssfact the comsct snswer.

For professionals, the files tab has two
sections, “My Files™ and "My Contact's
Files."

C- 3 -9

Notes:

Knowledge Check
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True or False. Select the correct answer.

For professionals, the files tab has two sections, “My Files” and “My Contact’s Files”.

Correct (Slide Layer)
= . . ——— |

Kno

4 Correct!

For Professinals, the Fes tab has two sections, "Ry F#as”
and "My Contact’s Files”. The "My Files" section is for you

You can use # to store commaon dorumeants of tms for sasy
sharng with Vault contacis.

The "My Contact’s Fies” saction has filas shared with you by
youn Viull contacts, files relalod W hose conteacls, and ks
created durng Vault Pro sessions dons on behalf of your
conlads,

PAAIMEN]T O
vicE

U SERVICIS

Incorrect (Slide Layer)

Kno

# Incormect.

For Professinals, the Fes tab has two sections, "Ry Feas”
and "Wy Contact’s Files”. The "My Files" section is for you

You can use # to store comman documeants of toams for sasy
sharng with Vault contacis.

The "My Contact’s Fles” saction has filas shared with you by
your Viull contacts, files relalod W hose contiacls, and ks
created durmg Vault Pro sessions done on behalf of your
conlacs,

m~‘ DRIAFIMENT OF
B HUMAN SERVICIS
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8.7 Knowledge Check

[ ]
Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f e

When you are In a professional role In
HB101, you can only share a file with
another person if they have a Vault
account.

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.

When you are in a professional role in HB101, you can only share a file with another person if they have a
Vault account.

Correct (Slide Layer)

Kno

4 Cormrect!

You can share a il with anaother person aven if they do not
havs a Vault accound. If they haves a Vault account, the fils is
sant 1o their account. If not, the tie &5 sant by emaidl
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Incorrect (Slide Layer)

# Incomect.

You can share a fils with another person aven if they do not
havs a Vault accound. If they have a Vault account, the fils is
sent 10 their account. it not, the tie 15 sent by amadl

m'-‘ DREAFIMENT O
B HUMAN SERVICES

9. Tutorial "Pro Contacts in the Vault"

9.1 Tutorial “Pro Contacts in the Vault”

=
Tutorial “Pro Contacts in the Vault”

Ui Enpertant & undersiand [hal the
INterace you get kor vigwing Mes depends
on whelher you have the Pro ok

I you hrave The MR Housing Proflessional
rote and are helping people wha do nat
havs the Pro role, then they'll need to
understand that the interface is different.

This 18 how e Vault Confants ah will ook
for your recipient.

Comany

Notes:

Tutorial “Pro Contacts in the Vault”

It is important to understand that the interface you get for viewing files depends on whether you have the Pro role.

If you have the MN Housing Professional role and are helping people who do not have the Pro role, then they’ll need to understand

that the interface is different.

This is how the Vault Contacts tab will look for your recipient.
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9.2 Tutorial “Pro Contacts in the Vault”

F—_———ae—aa———————————
Tutorial “Pro Contacts in the Vault”

-
Tius is hiosy he Vel Confacts Lo will ook At T
far @ Fratessmna! Housing Consiarant

[he Vault's Contacks tab lsts paople with
whom wou can securely shae Viadl fikes, - ® o
activty resids, and contact intarmahen o
or professionals, the Contacts tab also % O R S e S
says It yni are pan of & recpient's iesm by T I e e
and f you have paamission to see a
recipent s prograss thraugh the Vault
activities.

Ciick hers o sccess (he Totonsl, "Pro Confacts i the Veuwlt.”

Notes:

This is how the Vault Contacts tab will look for a Professional Housing Consultant.

The Vault’s Contacts tab lists people with whom you can securely share Vault files, activity results, and contact information. For
professionals, the Contact’s tab also says if you are part of a recipient’s team and if you have permission to see a recipient’s progress
through the Vault activities.

Click here to access another video tutorial to learn more about “Pro Contacts in the Vault”.

9.3 Conclusion

-_————
Conclusion

Nows that you have reviewed the fifth e

lulorial, "Pro Contacls in e Vaull™ you i A
havs a good idza of how to work with the
professional ekerments of e conlatls lak
on HB101 ong.

Remember:

Fuor gach person you have s o conlact
Yol can click on el nami: (o 5ee your
options. M you wanl lo do work on @
recipents behalf, chck thelr name in the
Contacts tab, and then chek “Lawnch Pro
Session ” This will allow yous 16 work
through Veult actvimias with them
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Notes:

Conclusion

Now that you have reviewed the fifth tutorial, “Pro Contacts in the Vault” you have a good idea of how to
work with the professional elements of the contacts tab on HB101.org.

Remember:

For each person you have as a contact you can click on their name to see your options. If you want to do
work on a recipient’s behalf, click their name in the Contacts tab, and then click, “Launch Pro Session.” This
will allow you to work through Vault activities with them.

9.4 Knowledge Check

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f 3

For professlonals, the contacts tab
indicates if you are part of a person’s team
and have permission to view their vault
activities.

- 9

Notes:

Knowledge Check

True or False. Select the correct answer.

For professionals, the contacts tab indicates if you are part of a person’s team and have permission to view
their vault activities.
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Correct (Slide Layer)
| = |

Kno

# Cormrect!

For professonals, the Contacts tab mdicatas if you're part of
a person'’s team and have permission to ses if they've done
the actviies but you do not have permission to visw the
activity rasults. Their dada is st pnvate and encrypted  you
can only s8a the data from an actvity if thay specthcally
choose to shars that data with you.

The Contacis tab is atso whers you voluntser tobe ona
parsen’s learn, and regquast  view hei Vaull aclivitkss.

m~\ DREAFIMENT O
B HUMAN SERVICES

Incorrect (Slide Layer)

Kno

# Incormrect.

For professionals, the Contacts tab mdicatas if you're part of
a person's team and have permission to ses if they've done
the artviies but you do not have permisson ta vwew the
activity results. Their daa is stil prvate and encrypted  you
can only sea the data from an actvity if they spechcaily
choose to shars that data with you.

The Contacis fab is also whers you voluntser to be on a
parson's Learm, and reques! W view hein Vaull aclivities.

r"~y DREATIMENT D
B HUMAN SERVICES

9.5 Knowledge Check

Knowledge Check

True ov False. Ssfact the camsc! snswer.

s g

The contacts tab does not allow you to
send your contact information to a person
so they know how to reach you.

C-- K - 9
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Notes:

Knowledge Check
True or False. Select the correct answer.

The contacts tab does not allow you to send your contact information to a person so they know how to reach
you.

Correct (Slide Layer)
= """}

Kno

4 Correct!

It & person doss not have a vault tha mtormation will still be
shared with them via smail.

m~( DRPATIMEN] O
B HUMAN SERVICES

Incorrect (Slide Layer)

Kno

¥ Incormrect.

It & person doss not have a vault the mtormation will still be
shared with them via smail.

m~‘ DEIARIMENT O
B HMUMAN SERVICES
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10. HB101 Paths Overview

10.1 HB101 Paths Overview

= = =]
HB101 Paths Overview

The: 115101 Palhs are designed Lo miake il BN -~ s
£asy t0r yau and the person 1n walk
Ihrowgh e important questions
surreunding housing needs snd wants

While HB1I1 pathe are aptianal, and not
requirad to becoms elgible for Housing
Stabfzanon Seaviees they are usetul in
discavaring more details about & person's
needs 50 Yo can better SS318 them vatn
salectng a Housing Transsion or
Sustaining Provider.

TS 15 ok e HE 104 paths wall Inok e yoir
recipert

Notes:

HB101 Paths Overview

The HB101 Paths are designed to make it easy for you and the person to walk through the important questions surrounding housing
needs and wants.

While HB101 paths are optional, and not required to become eligible for Housing Stabilization Services, they are useful in

discovering more details about a person’s needs so you can better assist them with selecting a Housing Transition or Sustaining
Provider.

This is how the HB101 paths will look for your recipient.

Published by Articulate® Storyline www.articulate.com



10.2 HB101 Paths Overview

[ ——————)
HB101 Paths Overview

This is how the HO107 paths vall fook for 2 — B -]

FHratessinng! Housing Consintant s 3

[he 'l Gat Ta Dacide” and "Housing Neadss e e

& Wanis® paths will greally assst the ‘c:)‘,i.}/ - m 1

Fransaion and or Sustaining Provsder ;’Q . la [ ) b o

wher the parson becomas an elgible 2, W8 el Nea

recipent and goes ta see them i S e T s
P

Notes:

HB101 Paths Overview
This is how the HB101 paths will look for a Professional Housing Consultant.

The “I Get To Decide” and “Housing Needs & Wants” paths will greatly assist the Transition and or Sustaining Provider when the
person becomes an eligible recipient and goes to see them.

10.3 HB101 Paths For The Housing Consultant

..
HB101 Paths For The Housing Consultant

There are s pathes W, and s 3 Howsing Consullant L l
hased an the persen you warking wah, all 3w coiid he Secslont [ Jaatoe
wiable, Two of the six are vy helplul regandiess of e
sruanon of tha person you are warking with

Ine first path to walk through s, 1 Get 1o Dende” The 7l
Get To Decida’ path has thres short activities that help you
unoerstand e respient's rghts, Sething hausing goals, and
buil#ng a team that can help them achieve thair goals

i o | G St

This peth informs the recpent thet they have chocs, and
that they ars in conbrol of the dedsicns that will be made by
them and dccumented by you

Notes:

HB101 Paths For The Housing Consultant
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There are six paths total, and as a Housing Consultant, based on the person you working with, all six could be viable. Two of the six
are very helpful regardless of the situation of the person you are working with.

The first path to walk through is, “I Get To Decide”. The “I Get To Decide” path has three short activities that help you understand
the recipient’s rights, setting housing goals, and building a team that can help them achieve their goals.

This path informs the recipient that they have choice, and that they are in control of the decisions that will be made by them and
documented by you.

10.4 HB101 - “I Get To Decide” Path - How-To

=
HB101 — “l Get To Decide” Path - How-To

Aller you chk on Ihe T Gl to Decide” Palh, viick on the wdao sarmers ivon in the
uppar ngihlt pavner (o vew e waen itonal

Pa Fiics Contacts Shares Da
IGET TO DECIDE g tlecas
How do | get started?
Pollow this path ¢ you

D« Wiortto et 537 o0 wour housing pien

» | Get to Decude v
Notes:

HB101 - “I Get To Decide” Path - How-To

After you click on the “I Get to Decide” Path, click on the video camera icon in the upper right corner to view the video tutorial.

10.5 HB101 Paths

[———eeeeeeee e
HB101 Paths

The second path o walk thiough is, T ieusag Neods & e
Wants' 1he "Housing Neads & Wants' path 15 a set of three
autivilies o nelp peopke Tigue out whal 16 ook Tor in g place

This pasth oullines e ecipients needs, goals, desires, and ma—
Ievels of texibity i m )
1he gaal af the "Housng Needs & Wants” path 15 10 -
document what tha racipeant wants, not to reduce cpbons e ;

hased on any patennis imitahans

What 301 wart i 8 rew
e
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Notes:

HB101 Paths

The second path to walk through is, “Housing Needs & Wants”. The “Housing Needs & Wants” path is a set of three activities to help
people figure out what to look for in a place.

This path outlines the recipients needs, goals, desires, and levels of flexibility.
The goal of the “Housing Needs & Wants” path is to document what the recipient wants, not to reduce options based on any
potential limitations.

10.6 HB101 “Housing Needs & Wants” Path - How-To

]
HB101 “Housing Needs & Wants” Path - How-To

Aller you chak on Ihe Tiousing Needs & Wards™ Paik, che
v i e dppar nghit cacaer iahaled Hoddto® to e the

aths Files Contacts Shares n.
T T OUSING NEEDS & WNTS Qbwriois ,
‘-, \ b What do | want in a new place?
— _ Follow this path il you
- < = A (kg sbaut moeng + Wanl 1o bee 1 your o place
» Needs & Wants ¥

Notes:

HB101 “Housing Needs & Wants” Path - How-To

After you click on the “Housing Needs & Wants” Path, click on the video camera icon in the upper right corner labeled “How-to” to
view the video tutorial.
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10.7 HB101 Paths - Q&A Examples Best Practice

=" ———————— |
HB101 Paths - Q& A Examples Best Practice

Working on a path with a psesca will Cussticn 3 Wi can balp ma make 3 Roszing slan?
involve & series of quostions, ansviers, My Iievia; i and olser peopie who cor about rve
and feadback

8 fasely

ni Lo review the cormect
s praction for s 12101

Click the bot
ANSWET G
narh queshon

My Couny case marade

when you've read the bast prachne,
and closod 1he windovg, you can chck
Next o pontannw

Who can help you make a housing plan?
Notes:

HB101 Paths - Q&A Examples Best Practice

Working on a path with a person will involve a series of questions, answers, and feedback.
Click the button to review the correct answer and best practice for this HB101 path question.

When you’ve read the best practice, and closed the window, you can click Next to continue.

Answer (Slide Layer)

Guwhor 3 Wow s oin rmw imane & inam oy war?

oie whe Care Iy

The canact aneae” i 1 you 2an buld 3 %0 1ot inckaos o ATy Sande 378 cier g e
VA3 SN AT SR Y LI TANIGRE 50 0] You wrw wvears b beader of your o

If & recipiant does not select the comect answer, kindly inform them of the
conecl answer 50 they know whal Kind of assislance is avadable W hen.

“While | see how you could think that, actually in this instance your
team, including your family. friends and other people who care about you
can help make a housing plan.”
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10.8 HB101 Paths - Q&A Examples Best Practice

=" ———————— |
HB101 Paths - Q& A Examples Best Practice

Where do you live now? (If you aren't sure, learn about them in
HB101's Programs and Services section.)

The gersen Says "l ve in vy cae”

~l

ONek Ing button 1o review Ihe best prachice avalabio fov fins HB101 path queshion

When youve road Ihe bost prachice, and closed the vandow, you can ohick Nexd (o canfivion

Where do you live nhow? |

Notes:

The person says, “I live in my car.”
Click the button to review the best practice available for this HB101 path question.

When you’ve read the best practice, and closed the window, you can click Next to continue.

Answer (Slide Layer)
e EREP}RE}ER}R}R}ERh}— — — — e

A nursing home o other instituhonal sethng

® idon't have a place | can stay, ay housing Is unstable, or | am homaless

“I live In my car."

RRemembar to show empathy to peopls vath aisalibes streggling with housing
nistabifty.
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10.9 HB101 Paths - Q&A Examples Best Practice

=" ———————— |
HB101 Paths - Q& A Examples Best Practice

Locetion

0
i

T A s e

You sakd, "As we ook Tor howsing, lels think aaoul what you must have, aad what you wokd
ke How do you feel about Ing in the same area whare you Ive now?”

Ciek the bufton ta revew the best practice avanahle for ilvs HE 101 path question

Whean vourve read the heat pracfica and cosed e winanw you can clek Next fo cantnue

“How do you feel about living in the same area where you live now?”

Notes:

You said, “As we look for housing, let’s think about what you must have, and what you would like. How do you feel about living in
the same area where you live now?”
Click the button to review the best practice available for this HB101 path question.

When you’ve read the best practice, and closed the window, you can click Next to continue.

Answer (Slide Layer)

“That's a must have for me."

Always ra affirm that you are recording a recipisnt's answar just as they have
expressed.

“Okay, good. I'll put must have for living in the same area.”
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10.10 HB101 Paths - Q&A Best Example Practice

]
HB101 Paths - Q&A Best Example Practice

You said, "How aboul sasy acvess o public
franspoctation?

Tamperafve

& 0 possibic
hioe for ihis

Ciick the batlon (o ¢
answer and hast pr
(10101 path question

When yvou've read the best praclice,
and ainsed the wndaw. yoil can

Aok M ran
Gk Ve o caniiis How about easy access to public transportation?

Notes:

You said, “How about easy access to public transportation?”
Click the button to review the correct answer and best practice for this HB101 path question.

When you’ve read the best practice, and closed the window, you can click Next to continue.

Answer (Slide Layer)

Transportatdon

A DCACL N T TN

“Well | have a car, but that would be good with me.”

Allhough the recipient has & car, they did say they would like it.

“Since you have a car, but wouldn't mind being close to public
transportation, I'll put down, “Would like™, Does that sound good to you?"
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10.11 HB101 Paths - Q&A Best Example Practice

]
HB101 Paths - Q&A Best Example Practice

ey .

S, A vy . )

0y € oy 00 .

You saxd I yeu move inte @ place that Isn't aceesseie yol, you mght be abic 1o improve £ on
your oan In terms of accessindity. what 4o you thak about a place with no stairs or has ramps?”

{hex the duttan o review e best prachice svalshie for this HE 101 path queahon

When you've mad the bast prechive, and niosed he window yYou can ok Next to confinug

In terms of accessibility, what do you think about a place with no stairs or has ramps?

Notes:

You said, “If you move into a place that isn’t accessible yet, you might be able to improve it on your own. In terms of accessibility,
what do you think about a place with no stairs or has ramps?”
Click the button to review the best practice available for this HB101 path question.

When you’ve read the best practice, and closed the window, you can click Next to continue.

Answer (Slide Layer)

3% orey 990

L T AT

“That I a must have for me, | have trouble with stairs."

Remambsr to raitarate that you hear them when a racpent expressas a fim
need.

“Okay, well since you have trouble with stairs, I'll put down ‘must have’
for a place with no stairs.”
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10.12 HB101 Paths - Q&A Best Example Practice

]
HB101 Paths - Q&A Best Example Practice

You saad, “In lenns of medical supgorl, would you like sormsbody who can chedk in on you
renulady®

(her the dufion fo review Ibe bost practive avakahie for this HBA04 palh gueshion

Whev youve road Ihe boest practioe, and closed e window, you can oick Nex! 1o confiviue

In terms of medical support, would you like somebody who checks in on you regularly?

Notes:

You said, “In terms of medical support, would you like somebody who can check in on you regularly?”
Click the button to review the best practice available for this HB101 path question.

When you’ve read the best practice, and closed the window, you can click Next to continue.

Answer (Slide Layer)
e —————— |

SIS IEN W) CHECHS N 06 M IEGIAIY

“That would be nice but it's not necessary. It does help to have someone
remind me to take my medication, and see If | need assistance with

anything in my living home.”

Sinoe the recipient docs nol rauine this you can treal this 35 a 'woeald like*

“Alright, I'll put down ‘would like' but we won't make it an absolute
requirement. Your flexibility does Increase our chances of getting you
the housing you desire."
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10.13 Conclusion

Conclusion

Nowr that you have reviewed the HB101
palls overview, you hiave 4 good
understanding of the process of wilzing
lhe HB101 palhs

Remember:

Thets is no mooered, gual lor whal te
recipeent vaukd ke t have in hausing
You @e lhers o help them recod and
document their preferences 18 s good 1o
tall the racipent that the more Slexibie they
can be, he easien it will be (o ind a place

Notes:

Conclusion
Now that you have reviewed the HB101 paths overview, you have a good understanding of the process of utilizing the HB101 paths.

Remember:

There is no incorrect goal for what the recipient would like to have in housing. You are there to help them record and document
their preferences. It is good to tell the recipient that the more flexible they can be, the easier it will be to find a place.

10.14 Knowledge Check

_,—-————-- -y
Knowledge Check

Trus ov False. Ssfact the comsct snswer.

- )

A persoh has to use HB101 in order to
receive housing benefits,

- 9
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Knowledge Check
True or False. Select the correct answer.

A person has to use HB101 in order to receive housing benefits.

Correct (Slide Layer)
= . ————— |

Kno

# Cormrect!

HEA01 = an ophonal and convenient tool that & provided to
consultants and persons at no cost.

m"‘ DEEAFIMENT D
B HMUMAN SERVICES

Incorrect (Slide Layer)

Kno

¥ Incormrect.

HB101 = an optanal and convenient toal thet 5 provided to
consultants and parsons at no cost.

mwl DREASIMENT OF
B HUMAN SERVICIS

Published by Articulate® Storyline www.articulate.com



10.15 Knowledge Check

[ ]
Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f e

If a person says they “must have” their
own apartment, but they also might not be
able to afford it, you should tell them to
change their answer to “would like."”

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.

If a person says they “must have” their own apartment, but they also might not be able to afford it, you
should tell them to change their answer to “would like”.

Correct (Slide Layer)

Kno

4 Cormrect!

Even if # may not seem possible for & person to gat
something they *must have it is your 0 to document all
thelr answers as thay ge tham
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Incorrect (Slide Layer)

# Incomect.

Even if 4 may not seem possbie 1or 8 recipient to get
something they “must have” it is your b to document al
therr arswers a5 they ge tham

[0 1 e
11. Takeaways

11.1 Takeaways

L ELCEVEVES

Section | - Module Three — HB101

you leamed how |
> acoount with & uses logn on G101
equest a Professional HB101 role

Vs

and exchange pr

3 ) the: fun

HH101 including "Pro ¢

fes

Wor ousang needs with a recipent 1ing the
functions of "Paths® on HB101

Up next s Secticn |: Moduls Nowr ¥mitting forms

[ 010 S i
Notes:

Takeaways

Section | - Module Three - HB101

In this module you learned how to:
¢ Set up an account with a user login on HB101
e Request a Professional HB101 role

e Access Vault tutorial videos
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¢ Store and exchange provider and recipient information using the functions of the “Vault” on HB101
including “Pro Files” and “Pro Contacts” features

e Work on housing needs with a recipient using the functions of “Paths” on HB101

Up next is Section |: Module Four - Submitting forms

11.2 End Screen

Congratulations!

You have © alod.
Soction 1 - Maodule Three. HB101
Click the Exit course button to exit the course.

[ 010 T i
Notes:

Congratulations!
You have completed:
Section 1 - Module Three: HB 101

Click the Exit course button to exit the course.
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