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Introduction 
 

This program is designed to assist you in organizing a systematic approach to entering 
your client records and provides accurate up-to-date records within your health district. 
 
Please review the manual carefully to obtain the maximum benefits.  Little or no prior 
computer experience is necessary to operate this program. 
 

About This Manual 
 
HDIS is simple to use.  The maximum benefit with the least time spent 
will be obtained if you start at the first page of this manual and follow 
the directions exactly as you enter the first recor d in your computer.  
  
Square boxes in this manual surround the key that you are to press on your keyboard.  
As an example, when you read   , press the enter  key on your keyboard. 
 
The word 
TYPE   is followed by bracketed   [    ] instructions of what to type into a field. 
 
 
 
     
 

  Note:  For Technical Support, email: helpdesk@hdis.org   
 

ENTER 
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Tab 

Shift  Tab 

Backspace 

Insert 

Delete  

Navigation 

Whenever you see one          click the left side of your mouse once. 
 

Whenever you see two          click the left side of your mouse twice. 
 
Navigation Keys For Entering Information  
 
 

 or   to move to next field       

 

 or     to go back one field 

 

 

Editing Keys  
 
  deletes one character left of cursor 
 
 
                     deletes one character 
 
 

inserting & overwriting modes 
 
When you see a pull-down field, click the arrow to the right to view all your choices. 
 
 

 
 

Starting HDIS 
 
  Start  
 
  Programs  
 
  Health District Info Systems  
 
  HDIS 

ENTER 

Up 
Arrow  
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Health District Information System Menu Bar 
 
 
HDIS (Health District Information System)  
has several different modules designed to 
assist your health district in its day-to-day 
operations.  The Home Visits module is a 
great addition to these modules and 
simplifies your record keeping, billing and 
information management needs.  
 
 

 
 
 
 
 
 

 Community and Public Health Services 

 Home Visits 
  

 
 

 Home Visit 
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Entering a Client Record 
 

 
 
The FIND tab on the Household Information window is for finding a client record.  You 
can browse through the database by Name, DOB, Address, Street Name, and 
Medical Record # .  Once you have entered the information that you would like to look 
up, click the Find  button. 
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Once, the Find button has been clicked, the Grid above will appear.  In this case, John 
Smith was not found in the database.  To add a new record, right-click the Add 
Household* button. 
 
* NOTE: All buttons with the asterisk appearing nee d to be right-clicked . 
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Entering Household Information 
 

 
 
You may now fill out the information for the household.   
 
Field/Button Description 
Street # Enter the street number for the household. 
Street Enter the street name. 
Apt. # Enter the apartment number. 
P.O. Box Enter the post office box (if applicable) 
City Enter the city. 
State Enter the state. 
Zip Code Enter the zip code. 
Phone Enter the phone number (start the number with “1”) 
Date of Entry Automatically filled out by program. 
Political Subdivision Choose the political subdivision. 
Address Directions Enter any specific directions to the house/apartment. 
Contact Directions Enter any specific contact directions. 
Household Size Enter the household size. 
Gross Income Enter the gross income. 
Week  Check if the gross income is by week. 
Month Check if the gross income is by month. 
Year Check if the gross income is by year. 
Calc by Week Click to calculate the gross income by week. 
Verified Enter the date verified for gross income. 
Revised Enter the date the gross income was revised. 
Sliding Fee Choose the sliding fee scale for the household. 
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Calc Sliding Fee Click to calculate the sliding fee scale. 
Add Client* Right-click to add a client to the household. 
Delete Household* Right-click to delete the household. 
Comments Click to enter any comments on the household. 
Close Click to close the household information window. 
 
Once the information has been filled out, you may begin adding clients to the household 
by right-clicking the Add Client*  button. 
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Demographics 

Demographics – Page 1 
 

 
 
** All fields labeled in RED are MANDATORY. 
 
Field/Button Description 
Last Name Enter the client’s last name. 
First Name Enter the client’s first name. 
Middle Name Enter the client’s middle name. 
Suffix Enter the client’s suffix. 
Date of Birth Enter the client’s date of birth. 
Educ. Years Enter the client’s years of education. 
Social Security Enter the client’s social security number. 
Sex Enter the client’s sex (M/F). 
Race Enter the client’s race. 
Ethnic Choose the client’s ethnicity. 
Marriage Status Choose the client’s marriage status. 
Relationship  Choose the client’s relationship. 
M.D. Choose the client’s M.D. (click Add to enter a new M.D.) 
Phone Enter the client’s phone # (if different than household phone). 
Alternate Phone Enter the client’s alternate phone #. 
Comments Click to enter any comments on the client. 
White or Caucasian Check if this is the client’s race (you may choose more than 

one). 
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Black or African American Check if this is the client’s race (you may choose more than 
one). 

Asian Check if this is the client’s race (you may choose more than 
one). 

Native American/Alaskan 
Native 

Check if this is the client’s race (you may choose more than 
one). 

Native Hawaiian or Pacific 
Islander 

Check if this is the client’s race (you may choose more than 
one). 

Other Check if this is the client’s race (you may choose more than 
one). 

Unknown Check if this is the client’s race is unknown. 
Education Choose the client’s highest level of education from the 

dropdown. 
Maiden Name Enter the client’s maiden name if applicable. 
Hispanic/Non-Hispanic Choose the correct selection from the dropdown. 
Feeding Method Click to enter the feeding method. 
Previous Client Click to view the previous client information in the household. 
Next Client Click to view the next client information in the household. 
Delete Client* Right-click to delete the client. 
Change Households* Right-click to change households (explained further in 

manual) 
Close Click to close the window. 
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Demographics – Page 2 
 

 
 
** All fields labeled in RED are MANDATORY. 
 
Field/Button Description 
Date P.E. Starts Enter the date started (optional). 
Date P.E. Ends Enter the date ended (optional). 
HRPIO Intake Date Enter the HRPIO Intake date (optional). 
Outcome Date Enter the outcome date (optional). 
Medicaid Status Choose the Medicaid status (optional). 
Eligible Dates Enter the eligibility dates (optional). 
Letter to M.D. Enter the date letter was sent to the M.D. (optional). 
EDD Enter the estimated date of delivery (optional). 
HIPAA Check if the HIPAA form was signed (optional). 
Due Next Enter the date due next (optional). 
Due Next Enter the date due next (optional). 
Sliding Fee Scale Check if there is a sliding fee scale. 
Feeding Method Click to enter the feeding method. 
Previous Client Click to view the previous client information in the household. 
Next Client Click to view the next client information in the household. 
Delete Client* Right-click to delete the client. 
Change Households* Right-click to change households (explained further in 

manual) 
Close Click to close the window. 
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Staff Assignments 

 Staff Assignments 
 

 
 
Field/Button Description 
Program Choose the program. 
Referred By Choose who the client was preferred by. 
Reason for Referral Choose the reason for referral. 
Staff Choose the staff person. 
Assigned Date Enter the assigned date. 
Admit Date Enter the date admitted. 
Discharge Date Enter the discharge date. 
Disposition Choose the disposition. 
M* Right-click to move discharged staff assignment to comments. 
Previous Client Click to view the previous client information in the household. 
Next Client Click to view the next client information in the household. 
Delete Client* Right-click to delete the client. 
Change Households* Right-click to change households (explained further in 

manual) 
Close Click to close the window. 
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Insurance 

Insurance 
 

 
 
Field/Button Description 
Primary Insurance Carrier Choose the primary insurance carrier. 
Insurance #/Policy # Enter the insurance/policy #. 
Group # Enter the group #. 
Address of Ins. Company Enter the address of the insurance company. 
Name Enter the primary insurance subscriber’s name. 
Address Enter the subscribers address. 
Copy Household Address Click to copy the household address. 
City Enter the subscriber’s city. 
State Enter the subscriber’s state. 
Zip Code Enter the subscriber’s zip code. 
Social Security # Enter the subscriber’s social security number. 
Date of Birth  Enter the subscriber’s date of birth. 
Employer Enter the subscriber’s employer 
Previous Client Click to view the previous client information in the household. 
Next Client Click to view the next client information in the household. 
Delete Client* Right-click to delete the client. 
Change Households* Right-click to change households (explained further in 

manual) 
Close Click to close the window. 
 
** NOTE:  Don’t forget the Secondary and Tertiary I nsurance Tabs. 
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Community Service 

Community Service 
 

 
 
Field/Button Description 
Date Noted Enter the date the community service was noted. 
Agency Providing Service Choose the agency providing service. 
Name of Person Enter the name of the person. 
Phone Enter the person’s phone number. 
Previous Client Click to view the previous client information in the household. 
Next Client Click to view the next client information in the household. 
Delete Client* Right-click to delete the client. 
Change Households* Right-click to change households (explained further in 

manual) 
Close Click to close the window. 
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Alias/Alternate Address 

Alias/Alternate Address 
 

 
 
The final tab is for entering any aliases/alternate address for the client. 
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Change Household Button 

Right-click Change Household 
 

 
 

If the client changes households, you have the ability to move their information by right-
clicking the change household button.  When the button is clicked, the above window 
appears.  Simply find the new address in the grid, click on the row, and click the OK 
button to move the client’s information. 

 
Field/Button Description 
Copy Address & Change 
Households* 

Right-click to copy the client’s current address and information 
into a new household 

Add Blank Address & 
Change Households* 

Right-click to add the client’s information to a new address 

OK Click to move the client’s information to a new household 
Cancel Click to cancel 
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Maintenance - Add/Delete/Modify Tables 

Maintenance 
 

 
 
The maintenance menu contains a list of the tables that you can modify for your 
program.  For client demographics, there are two selections under the Maintenance 
Menu where you can add or modify your dropdown selections. 
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The above is an example of what the Maintenance tables will look like. 
 
Field/Button Description 
Name Enter the name. 
Close Closes the table. 
Add  Adds a row to the table. 
Delete  Deletes the row. 
Print Prints the table. 
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