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Note: If you haven’ t used CMIS for a while and are unable to log in, you might not have the latest version.  Contact a 
Systems Administrator at OC Par tnership (714-288-4007) to help you download the latest version.  Or you may also 
email our helpdesk at helpdesk@ocpartnership.net.  

·  If you try to log in more than three times with the wrong user ID or password, you will be locked out. Call a 
Systems Administrator to reset your password. 
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Container  Examples 
 
In the Service 
Provided screen 
there are three 
“containers” : 

1) Program 
Component 
container 

2) Milestone 
Status container 

3) Activity 
container 
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*Note: Be sure to check consent level before saving information.  Consent level can be raised (i.e., 
Pr ivate can be raised to Organization), but consent level cannot be reduced (i.e., System consent cannot 
be reduced to Organization). If you accidentally set the consent level incorrectly and need to reduce it, 
contact your OCP System Administrator. 
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Search in Client L isting first 
to make sure that your client 
has not been entered by 
another agency. 
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These fields are automatically populated.   

Don’ t forget to Save 
your work before going 
to the next screen. 
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Impor tant Notes About Central Intake 

·  Only the “Head of Household”  is entered on the Client Intake screen. All other family 
members are entered on the Household Demographics screen for the Head of Household.  

·  If you are using Quick Intake instead of Client Intake, Head of Household and all family 
members can be added on this screen.  The blue fields are REQUIRED fields.  This means you 
are required to ask those questions. The client is not required to give their SSN or the Zip for 
“Last Know Permanent Address.”   NOTE: Do not enter  the address of a transitional or  
temporary program, such as a recovery program or transitional shelter. If you do, the system 
will “ force”  that client into the same household with any other clients on the system with the 
same address. 

·  Enter the client’s full legal name, not a nickname (e.g., enter “William” even if the client goes 
by “Bill” ). To enter an alias, see instructions for Household Demographics. 

·  You must complete all required fields in Client Intake and Household Demographics or the 
Quick Intake screens. Employment-Education and Documents screens are optional.  

·  When you change screens, always check the name at the bottom of the screen to be sure you are 
working on the correct client. 
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Click on the black arrow to highlight the entire row.  
Then click on the Jump to Program Entry button to 
enroll client in a program.  
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If this income is not correct, 
change it by clicking on the 
$ button and see  a. below.  
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Make sure you are on 
the correct client 
record.  
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If you only have the correct 
last 4 digits, enter them in the 
last space of the SSN field 
and choose Par tial from this 
dropdown list.  If you do not 
have a SSN, leave the SSN 
field blank and choose “Don’ t 
Know”  or  “ Refused.”   
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Click on New to add 
household members. 
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Enter income here just as you 
would in the Household 
Demographics screen.  

Enroll a client in a 
program in this area   
It works just like the 
Program Entry screen. 

If you need to back date the program 
entry date, you must go to the Program 
Entry screen and change it there.    
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Verify that the Note Key 
numbers match to make sure 
you have the correct Case 
Note attached to the correct 
Milestone. 



� � �� 	 � � � � � � � �� � � � � � � � � � ���� � �� �
� � � �� ��� ��� � �� � � � � � � � � � � ��� � � �� 	 � 	 
 � � � � � ��� 
 � � � 	 � �� � �� � � � � � �

� � � 	 � 
 � 1�� 2 ��� �  ! ! �
%� &' �   ' &( ( %�

39 

2� � 	 - � �� 
 �	 �� � � � �- � �� � �	 �� 	 � � �" � � � �
�
�

! � �<�� � ��� � � �� � 	 �� ��� � � � � � �� � � � �� � � �� �
 � �� � �� � � �� �( 	 � � �� 	 �� � �� � �� ��� � �� � �� � �� � 	 ��� �� � � �� � � � � �� � �� � 	 ��	 �� �
� ��� � 	 �5 ��	 
 � � � 	 ���

�
�

%� �. � � �� � � � 
 	 �� � 	 �� � � � �- � ��� � � �� � 	 �� � � 
 � � � � ���
 � ����
�

�
�

" � �0�� 	 � �� � � � 
 �� � �� �( 	 � � �� 	 ��� ��� � �� � �� � 	 �� 	 ��� � �� � � � �� � � � � �� � �� � � � � � �� � 	 �( 	 � � �� 	 �� � �� � 	 �
 	 �	 � � 	 � �
5 ��	 
 � � � 	 ���

) � * ��� � �� 	 � � ��
�
 >� � �� � � �� �
 � �� 	 � � � 	 �� �5 ��	 
 � � � 	 �� � �� �( 	 � � �� 	 �� � �� ��� � �� � �� � �� � 	 �� 	 ��� � �� 
 �� � � � � ���F	 �
 � � 	 �� � �� �� � ��� � � �� � 	 �
	 � � � � �� � � � �� � � �� � � � �� � �� 	 � � � 	 �� � �� ��� � �� � �� � �� � 	 ���� � �	 �� �� � � �� � � � � �� � �� �� � ��� � � �� � 	 �	 � � �� 	 �� � � ����

�

�

�

�

�

�

�

�

�

�

�



� � �� 	 � � � � � � � �� � � � � � � � � � ���� � �� �
� � � �� ��� ��� � �� � � � � � � � � � � ��� � � �� 	 � 	 
 � � � � � ��� 
 � � � 	 � �� � �� � � � � � �

� � � 	 � 
 � 1�� 2 ��� �  ! ! �
%� &' �   ' &( ( %�

40 

3� 	 - / �� 	 � �� 
 � �
�

� � �
 �
 � � 	 	 � ��
 �� 	 � 	 � � ��� �� 
 	 � �� � �� ����� � � � �� � 	 � � � �
 � � 
 �� � ��� �� � ��	 � � 
 �� � � �� � �� 
 �� � 	 �� ��	 � �A
 �� � � 	 � ���

! � * ��� � �� � �" � , ���( 	 �	 � � �� � 	 �3� � � �3� 	 � � 	 - � �� � �� � � �: � � - � �� � �� � �� 
 �� � �� � 	 �� � � 
 � � � � ���
 � 
 ��

%� * � � 
 �	 � 	 �� � 	 �� 	 � � �� �� � ���	 �� 
 �� � � �� ��� � �� � �� 	 � � ��

" � � � �� � � �� �
 � � � � 	 � �� � � � � 	 � � �4
 � � � �� 
 �� �� 	 
 � 
 �� �� 	 � 	 �
 �6�� � �� � � 	 � �� � � � � 	 � � ��� �� � � � � ��� � �� � � � � 	 � 	 �� � �� � 	 �

 � � 	 	 � �� � � �
 	 �	 � � �2 . . �" � , �) ��� ���

) � /� �� � 	 �
 � 
 � � 
 �� �� � � � ��
 	 �	 � � �� � 	 ����	 �� � � �� ��� � �� � �� � � � ��

�  * � � � 
 	 �� � � � � � � ��	 � 	 ��48 �� � � �$� � �� � 6�� � � �	 � � 	 � �� �: � � - � �� � �� � �� � � �" � � � ����� 	 
 �� 	 � ��

�  * ��� � �� � �� 	 � � ��

- � /��� � � �� 
 �� � � 	 � �� �
 � � � � 	 � �� � � � � 	 � � ���� �� ����� 
 
 	 � � �� � �� � 	 �
 � � 	 ��

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�



� � �� 	 � � � � � � � �� � � � � � � � � � ���� � �� �
� � � �� ��� ��� � �� � � � � � � � � � � ��� � � �� 	 � 	 
 � � � � � ��� 
 � � � 	 � �� � �� � � � � � �

� � � 	 � 
 � 1�� 2 ��� �  ! ! �
%� &' �   ' &( ( %�

41 

�

9� . ��� � � � � � � � �� - � � � � �

�

� � 	 �F	 � �/� � 	 � � � � � �
 � � 	 	 � �� ��� � 
 �� � � �� � �	 � 
 ��� �� � 	 � � 	 �� � � �� � �� � � �� �� 	 � 
 ����>� � �� � � �� �
 � �� � � �� 	 � 
 �� � ��� � � � �� � 
 �
� � � �� � 	 � � �� � �
 	 	 ����� � 	 � �� � 	 �+�� �� 
 	 , �� � �+� � � � � � �, �
�
7�� , �� 
 �9� . �2 � 	 ��	 #���� � �
� � 	 �� � 
 �� � � � � �� 	 � �� ��� � 	 �
 � � 	 	 � �� �� 	 
 �� � � �� � � � �� � � �� 	 
 �� � �� � � 
 �� � � � �� � � �� � � �
 	 � � � � �� � � �� �	 � �� 	 � �
� � � ��� � ���� � ����
�
�
�
�



� � �� 	 � � � � � � � �� � � � � � � � � � ���� � �� �
� � � �� ��� ��� � �� � � � � � � � � � � ��� � � �� 	 � 	 
 � � � � � ��� 
 � � � 	 � �� � �� � � � � � �

� � � 	 � 
 � 1�� 2 ��� �  ! ! �
%� &' �   ' &( ( %�

42 

�

� � 	 � - � �� 
 �
 � � �9� . � �
�

! � �* ��� � �� � �� � 	 �A� 
 �� � �� � � 
 � � � � ���
 � �� � � �
 	 �	 � � �8 �� � � 	 �* � � � � � ��
�

�
%� �* ��� � �� � �� � 	 �) ��� � � �� � � � � � ���

�
>� � �
 � � � �� �� � � �
 	 	 �� ���
 � �� ��� ���� 	 � 
 ��� �� � � � �� � � � � �$� � �� � ���
�
�
�
�
�
�
�
�



� � �� 	 � � � � � � � �� � � � � � � � � � ���� � �� �
� � � �� ��� ��� � �� � � � � � � � � � � ��� � � �� 	 � 	 
 � � � � � ��� 
 � � � 	 � �� � �� � � � � � �

� � � 	 � 
 � 1�� 2 ��� �  ! ! �
%� &' �   ' &( ( %�

43 

�

� � 	 � - � �� 
 �
 � � �9� . � �
�
>� � �� � � �� �
 � �� � � � � � �� � � � �
 	 � � � � �	 � 	 � ��� � � � 	 � �� � �� � � � 
 �� � �0� 	 � � � ��9� � � � �� � ��=� � � ��� � � ��� �D� �� ��F	 � �7 � � � 
 ��
' � 
 �0��' � 
 �F��' � � � � � � �� � 
 	 ��( 	 � 
 � � � ��� � � �F	 � �( � � � � 
 ���' � 
 �0��� 	 �	 � 
 �� � �� � 	 �
 � 
 � �� � �� � �
 � � � �� 
 �
 �� � �	 �
� � �	 
 ��
 �� � �	 ��	 � � �	 
 ��	 � � ����' � 
 ��F�� 	 �	 � 
 �� � �� � 	 �" �� � � � 
 
 �� ���� � � 	 
 � �� �O�� �	 � � 	 ��</O�� � �O� � � =0. ���>� � �� � � �
� �
 � �� � � � 
 	 �� � ��	 � � 	 �� ���� � � 	 � � � �	 
 �� �� � � ��� ��� � �� � 	 �) ��� � � �� � � � � � �� � � ��� �� ����� �� 	 �� � � �� ���
 � �� ��� ���� ��� � 	 �� 	 � 
 ��� �
� � � � �� � � � � �$� � �� � ���

2. . �� 
 �	 �9� . �
� � �� � � �� �� 	 � �� � �� � � � �� � � � � �$� � �� � ���
��
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�

! � * ��� � �� � �" � , ���
%� ( 	 �	 � � �� � 	 �� � � � � � � �9	 � 	 �:�� �� � � 
 �� � � � 
 	 �+� � 
 	 � �B	 � �� � , �� � �	 
 
 �� � � �� � � � �� � � 	 � �� � 	 � � �	 
 �� �	 � �� � �

� � � � �� 	 � 
 ���
" � ( 	 �	 � � �2 
 � � - � ��
) � ( 	 �	 � � �4� - 	 � �� � ��
- � � � � 	 � �A� � � �� � � 	 ��
G� � � � 	 � �9� . ��: ���
J� � � � 	 � �� � �( 	 �	 � � �9� . �<� � � � �
&� � � � 	 � �� � �( 	 �	 � � �3	 � 
 � � �� � � � �	 � �� � �2 ��� � � C� � �9�4� � � �� 	 L� �� 	 � 6��
1� � � � 	 � �� � �
 	 �	 � � �� � � 
 � 	 � �3� � � �4� � � �� 	 L� �� 	 � 6��
! 2� � � � 	 � �� � �
 	 �	 � � �� � 	 � � � 	 ��4� � � �� 	 L� �� 	 � 6��
! ! � * ��� � �� 	 � � ��



� � �� 	 � � � � � � � �� � � � � � � � � � ���� � �� �
� � � �� ��� ��� � �� � � � � � � � � � � ��� � � �� 	 � 	 
 � � � � � ��� 
 � � � 	 � �� � �� � � � � � �

� � � 	 � 
 � 1�� 2 ��� �  ! ! �
%� &' �   ' &( ( %�

44 

�

2. . �� 
 �� � � � �9� . � �� � �� � � �� 	 � � �A� � � �
�
8 � � 	 �� � 	 ��� �� �� ��� 	 � ��
 �� � 	 � � 	 � �� � � �
 � � 	 � ���� ��
 �	 � 
 � �� � �� � � �� � � 	 �� 	 � 
 �� � �� � 	 �
 � � 	 �� � � � ���
�

! � �( 	 �	 � � �� � 	 �� 	 � ��� �� � 	 �F	 � �/� � 	 � � � � � �� � �� �� � � � �� � � �� � � � �� � �� � � �� 	 � 
 �� � ���� � �� � �
 �� � ����� �� � ��� � � �� � �� � 	 �
� � � �� ��� � 	 ��� � � � �� � ��� �� � �
 �� � � � � �� 	 � ����

�
%� � � � 	 � �� � 	 �" � � #� � �� 
�9� . � �6� � �I 	 � � �� � �� � � 	 � � ���
" � � � � 	 � �� � 	 �9� 
 �� � �� 
 �9� . �� � G� � � - � ���8 � �� �� � � � 	 � 
 �� � 	 �� ��� � 	 � ���/��� � � � ���� 
 � �� 	 � �� � 
 �� � � 	 � �F	 � �! ��

	 � � 	 � �� �%�� 	 � 	 ������
) � � 	 �	 � 	 �� � 	 �� � � � 	 � �
 � � � �� � ��� �� � 	 �9� . ��: ���	 �� ��
- � * ��� � �� � 	 �� � � 	 � � �� � � � � � ���

>� � �
 � � � �� �� � � �
 	 	 �� � � � �� 	 � 
 �� � � 	 � ��� �� � 	 �9� . ��� � � � � � � � �7 � �� ��

�
�

You need to remove this 
number when adding beds 
to a location.   If you leave 
a number here, it will add it 
to your beginning bed 
sequence number.  

Enter number of beds to 
create and assign a 
beginning bed sequence.  
Click Create. 
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