
mHOMS S2C Data Entry and 
Reports Training



Training Overview
Accessing the system

• Registering for mHOMS

• Logging into mHOMS

Form Entry Tab

• Group Form

• Parent Satisfaction Form

• Promotora Form

Client Data Tab

• Check-in Contact Form

• Client Initial Form for Services

• Connections Referral Form

• Youth Satisfaction Form

• Editing Client Data

User Management Tab

• Change Password

• User Account Details

Documents Tab

Q&A



Accessing the 
System



Accessing mHOMS
• Users must have an active account in the system

• For assistance on registering, email mhoms@ucsd.edu

• Use an updated browser:

• Firefox, Google Chrome*, Safari, and Internet Explorer

• Go to https://mhoms.ucsd.edu to access the mHOMS site

• The mHOMS site is compatible with computers, tablets, and mobile devices

*Note: For optimal performance, we recommend using Google Chrome to run 
mHOMS.

mailto:mhoms@ucsd.edu
http://mhoms.ucsd.edu/


Register for mHOMS



Register for mHOMS

• To register into 
the mHOMS 
system, navigate 
to the top right of 
the screen and 
select “Register”



Register for mHOMS

• The form will prompt 
users to choose a 
username and 
password, provide 
their first and last 
name, and their email 
address.

Page continues 
on next slide



Register for mHOMS

• Users will be asked 
to choose an access 
level based on ….

• After selecting an 
Administrator, 
users will choose a 
county, followed by 
a list of programs 
to select from.



Logging into mHOMS



Logging into mHOMS

• If a user forgets 
their password, 
select the “Forgot 
your password?” 
link



Logging into mHOMS

• After users 
click on the 
Forgot your 
password? 
link, it will take 
users to this 
screen



Logging into mHOMS

• Users will then 
receive an email 
containing a 
temporary 
password



Logging into mHOMS

• Users will be prompted by this pop-up message.



Logging into mHOMS

• After logging in with the 
temporary password, users will 
be prompted to enter the 
temporary password once 
more time before being asked 
to set their password. 



Form Entry Tab



Form Entry Tab

• Once logged into the 
system, users can click on 
the Form Entry tab

• Users can then choose 
among 4 options: 

1. Group Form
2. Parent Satisfaction
3. Promotora Form
4. New School



Group Form



Form Entry Tab: Group Form
• Upon clicking on the 

“Group Form” link, 
users will be brought to 
this page where they 
can submit data for a 
new group.



Form Entry Tab: Group Form

• Group form continued



Form Entry Tab: Group Form

• To track participants in a 
group, first select one or 
multiple facilitators.

• The form will also require 
the group date, length in 
minutes, location, region 
and school name.

Page continues 
on next slide



Form Entry Tab: Group Form
• After scrolling down 

and selecting from 
the list of topics for 
the group, select 
“Load Registered 
Youth”



Form Entry Tab: Group Form

• After loading the youth, users can then select which youth 
registered or signed up for the group.

• After selections are complete, click on “Add to Registered.”



Form Entry Tab: Group Form

• If the list gets too long, users can also search for specific youth 
by entering relevant information into the search bar on the top 
right corner and clicking “search.”



Form Entry Tab: Group Form

• After clicking “Add to Registered,” the selected youth will 
display in a second “Youth Registered” section. 

• Users should then check the boxes of the registered youth who 
attended the group before clicking “Add to Group.”



Form Entry Tab: Group Form

• A final box will appear with the list of youth who attended.



Form Entry Tab: Group Form

• To remove a participant, check the box to the right of the 
participant, and select “Remove.”



Form Entry Tab: Group Form

• The next screen will display the participant that was removed in the box 
above titled “Youth Registered”, with the remaining youth added to the 
group below.



Form Entry Tab: Group Form

• To go back to edit a group, select Group Form under the Form 
Entry Tab.



Form Entry Tab: Group Form

• At the top of the screen users can select from a list of previously 
entered groups. Find the entry you would like to modify or update, and 
select the “edit” button to the right of that group.



Form Entry Tab: Group Form

• Once users have selected the group they would like to edit, scroll 
down to the group form below to make necessary changes.



Parent Satisfaction Form



Form Entry Tab: Parent Satisfaction Form

• First, users will select a school 
district from a drop-down list.

• A parent or caregiver may then be 
selected from the next drop-down 
list.

• Next, select the date of the service, 
school name, completed services, 
and number of sessions attended.

Page continues 
on next slide



Form Entry Tab: Parent Satisfaction Form

• In the second part of the parent 
satisfaction form, users will be 
asked to rate their experience with 
services.



Form Entry Tab: Parent Satisfaction Form

• Parent satisfaction form: 
selecting a parent and 
editing responses



Form Entry Tab: Parent Satisfaction Form

• Parent satisfaction form: 
selecting a parent and 
editing responses



Promotora Form



Form Entry Tab: Promotora Form

• Upon clicking the “Promotora 
Form” link, users will be brought 
to this form, where they can 
register a group or individual 
service under the school district 
and specific school where the 
service takes place.



Form Entry Tab: Promotora Form

• 2nd half of the Promotora form



Form Entry Tab: Promotora Form

• Users should first select an S2C school district from the drop-down 
menu.



Form Entry Tab: Promotora Form

• After selecting a school district, users can review and edit previously registered 
forms displayed as a list at the top of the page. 

• Clicking edit will allow users to update a previous entry. Otherwise keep scrolling 
down for a fresh entry. 



Form Entry Tab: Promotora Form

• Users will then select the date of the service.



Form Entry Tab: Promotora Form

• Users will then select the location, modality of 
scheduled service, and whether the service was 
completed.



Form Entry Tab: Promotora Form

• Users will then select the school for the service from a 
drop-down list. The list will include all schools 
associated with the selected district.



Form Entry Tab: Promotora Form

• Users will then select the type of service: Outreach 
and engagement session, Training or education 
session, or Support and referral.



Form Entry Tab: Promotora Form

• Users will then need to enter the number of 
participants for a group session (enter 1 for individual 
sessions), followed by the length of service in minutes.



Form Entry Tab: Promotora Form

• Users can then select the topics covered in the service 
and add any notes. 



Form Entry Tab: Promotora Form

• At the bottom of the form, a list of 
Parents and Caregivers will display, 
where users can select the parent or 
caregiver by checking the box to the 
right and selecting “Add to 
Registered”



Form Entry Tab: Promotora Form

• To search for a Parent or 
Caregiver, type the name 
or ID into the search box at 
the top of the list.



Form Entry Tab: Promotora Form

• The search results will 
display, and users can then 
add the parent or caregiver 
to a service.



Form Entry Tab: Promotora Form

• The selected Parent(s) or 
Caregiver(s) will be tracked 
as “registered”.

• Below this confirmation is 
an option to remove the 
previously registered 
Parent(s) or Caregiver(s).



Form Entry Tab: Promotora Form

• From the list of registered 
Parents/Caregivers, select 
those that should be added 
to the service, and select 
“Add to Service”



Form Entry Tab: Promotora Form

• The selected 
Parent/Caregiver(s) will be 
added.



Form Entry Tab: Promotora Form

• After selecting a 
school district, 
users can review 
and edit 
previously 
registered forms 
displayed as a list 
at the top of the 
page.

Click here to edit



Client Data Tab



Client Data Tab

• Once logged into the 
system, users will click on 
the Client Data tab

• Users can then register 
new youth or look up an 
existing youth.



Client Data Tab

• After looking up a youth you can select from a number of forms: Check-
in Contact Form, Client Initial Form for Services, Connections Referral 
Form, or Youth Satisfaction.



Client Data Tab

• When searching for a 
youth, if no search results 
are found, you’ll see a 
message “No results 
found for this lookup 
criteria.”

• This means that the youth 
needs to be registered.



Client Data Tab

• Click here to register new 
S2C youth



Client Data Tab
• When choosing to register a 

new youth, you will be brought 
to this S2C Youth Registration 
page.

• Users will be required to fill out 
the form with the youth’s DOB, 
Name, grade level, school 
district, school name, origin of 
referral, and name of parent or 
caregiver.



Client Data Tab

• In the second part of the new 
youth registration form, users 
will need to select 
demographics: primary 
language, race/ethnicity, 
gender identity, and whether 
they identify as LGBTQIA+.

• Users may select “prefer not 
to answer” for any of their 
responses.



Client Data Tab

• At the start of the new 
youth registration, the 
user can use a personal ID 
if available, or have the 
system generate a 
random ID for the youth.

• ID must be unique within 
the district to pass 
validation.



Client Data Tab

• After submitting 
the new youth 
registration form, 
the youth will be 
registered after 
selecting “Confirm.”



Client Data Tab

• After selecting confirm, the user will be able to go back to the 
homepage, register another parent or youth. 



Client Data Tab

• Back at the client data 
tab, users can click here to 
register a new Parent or 
Caregiver.



Client Data Tab
• When choosing to register a 

new Parent or Caregiver, you 
will be brought to this page.

• If the user has previously 
completed a parent 
registration, or has another 
child in the system, they may 
select yes or no for the first 
response.



Client Data Tab

• Parent/caregiver 
registration form 
continued.



Client Data Tab

• After submitting the new parent registration, users will need to confirm the new 
parent (here with an associated child).



Client Data Tab

• Once confirmed, the parent or caregiver can choose to add another parent or 
youth. In this case, we will add another youth.



Client Data Tab

• If an update is needed, 
the user can select their 
previously registered 
parent/caregiver, and 
previous information will 
automatically populate.



Client Data Tab

• The Parent or Caregiver 
can add multiple children 
(that have already been 
registered) to be 
associated with their 
profile, if appropriate.



Client Data Tab
• Back at the client 

data tab, after 
searching for a 
youth, press 
submit. 

• You can then 
choose from 4 
form options.



Check-in Contact Form



Client Data Tab: Check-in 
Contact Form

• Upon clicking the “Check-In 
Contact Form” link, users 
will be brought to this page 
where they can input their 
date of contact, youth ID, 
school name, length of 
contact in minutes, and any 
notes.



Client Data Tab: Check-in 
Contact Form

• Users will also be able to 
select multiple items from a 
list of topics.



Client Data Tab: Check-in 
Contact Form

• Screenshot what happens 
after submitted (may 
include for rest later)



Client Initial Form for Services



Client Data Tab: Client Initial Form 
for Services

• Client Initial Form for 
Services 



Client Data Tab: Client Initial Form 
for Services

• Client Initial Form for 
Services continued



Connections Referral Form



Client Data Tab: Connections 
Referral Form

• Connections Referral Form – 
Section A



Client Data Tab: Connections 
Referral Form

• Upon selecting “Yes” to “Did 
family accept referral to 
service?,” users will be asked 
a series of additional 
questions.



Client Data Tab: Connections 
Referral Form

• Section B



Youth Satisfaction Form



Client Data Tab: Youth 
Satisfaction Form

• Youth Satisfaction Form
• Similar to the parent 

satisfaction form, the youth 
will need to fill out the date, 
their name, DOB, ID, school 
name, service completed, and 
number of sessions 
completed.



Client Data Tab: Youth 
Satisfaction Form

• The second part of 
the form will ask the 
youth to rate their 
experience with 
services.



Editing Client Data



Client Data Tab: Edit Client Data
• Upon clicking the 

Client Identifier link, 
users can edit a 
youth’s data.

• This page is very 
similar to the initial 
youth registration.



Client Data Tab: Edit Client Data

• Users can change 
any relevant data if 
edits are required.



User 
Management 

Tab



User Management Tab

• The User Management Tab provides links for users to change their 
password and review account details.



User Management Tab:
Change Password

• To change a password, select “Change Password”



User Management Tab:
Change Password

• Change password by 
entering current 
password, and 
supplying and 
confirming a new 
password.



User Management Tab: 
User Account Details

• Select this link to edit or update user account details



User Management Tab: 
User Account Details

• User account details



Documents Tab



Documents Tab

• Upon selecting the 
documents tab, 
users will be 
brought to a list of 
forms for 
download.



Documents Tab

• Upon clicking one 
of the available 
documents, you will 
be brought to a pdf 
version of that form 
which can be saved 
or printed.



Documents Tab

• To save the 
document, click the 
floppy disk symbol 
in the top right 
hand corner.



Documents Tab

• To print the 
document, click the 
ellipsis symbol in the 
top right hand corner, 
and select 
“Print”

1

2



Q&A



Contact Information
• If users encounter technical issues while attempting to access or generate 

reports in the system, we provide phone and email support during regular 
business hours.

Health Services Research Center:
mhoms@ucsd.edu 
(858) 622-1771 ext. 7002

Note: Do not email client information unsecured!

mailto:mhoms@ucsd.edu
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