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TOENTERN INDIVIDUAL OR HOUSEHQLD USERS)

1. ENTRY 1. Findthe EntryWizardin the lefthand columnAfter choosinghe appropriate

WIZARD: link (Indvidualor HHof 2 or morg, follow allinstructionscarefully Failing to

S read and obey the instructions will force you to spend lots of time fixing your
mistakes.

2. Our website will guide you through a series of pages. Complete all the pages
before stoppingneverstop midway through the process

3. As you move through the pages, lookfoed f A 3K o0dzf 6 &A@ Y02
each page and do what it tells yothat steps and which person to do next

4. Note: if you accidentally clicked the wrong link at the (gfiur client is an
individual and you chose the family link by mistakeu must complete what
you did and then contact HW to delete 8ave yourself time: be sure to always
click the correct link.

TOEXITAN INDIVIDUAL OR HOUSEH®LD USERS EXCEPT BELSRER
If you are using the Bed Registskjp this andsee page 2- STEP BY STEP INSTRUCTIONS for the BED REGIST!

> EXIT WIZARD- 1. Find the Exit Wizardn the lefthand columnAfter choosing the appropriate
ntetosscholéof 1 link (Ind or HHbf 2 or morg, follow all instructiongarefully

U hy GKS ySEG LI 3ISz e2dxtt &asSs I A
who have not yet been exited (see picture beloRgad all the
information next to the light bullat the top of the page before
proceedind Then click on the name of theatit or household you wish
to exit and complete all the pages before stoppingyer stop midway
through the proceds

Home

Exit Household

Click on a household name to begin the exit process.

Search by household name

Apply |

Client Program Entry Date

2.1a @2dz Y20S (KNRdzZAK (KS LI} 3Sasx f22]
each page and do what it tells you what steps ardch person to do next
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STUDY THE STANDARD TASKS SECTION OF THE LEFT-HAND MENU

TheleftK I YR YSydz A& ljdZAGS f2y3> a2 6SQ@BS oNR]1Sy A
The one thing you need to learn about this menu:
U no matter what your situationeverythingyou need in the lethand menu!
U When we sagverything we mean everything: You can log in or out, you can download data,
you can view or change past data entry, you can update your work, you can request help from
HW, you can ask HW to make cotiens, you can ask HW to Transfer Clients to another
program, you can run reports, you can request reports. Got it? Everything is here.

Diata Exportsi Tools

HUD v Exports
BygenyProsgran
Bsoleentory
Clent

et toriny
L L
ProsgranPartin sartice
Tgons

Sari et
Srhelnfin

822 SEnorting Toolks
1. IDerba Coemrinersaoe Tioo
2 BRT Cesmirataom T o
{seans for “APT Cemention
T}

Admimis trtion -

..........

LSA - ES Ind

T Ervergenys Shaiter
Gt WA, - Lynin FACT CoC
Fumet: Cominination

Shx Q700 2000

ECr o830, 1a0
kHG-:I'mI‘EB

e Lgray S Ao org
DO Ol Cray
el S A hore oy
T: TEN-JE1-5000

F- 7E1-3E01-2300

Users: &

Posts: 41 578

Tiotal Bads: 72

Total Units: &

Houssholes without Childeen

Duick Feports L]

Stomd Feports L]

Fecume Data bupart

[oarayEEs Innoninbehs eniry
certa inouty

Bed Register

The Stamdard Tacks

1. ENTEY
WIZARD:

- Bty m HouseRoby of |

- Exter & HoussRobe of 1 of mone

2. EXIT WIZARD:
- Bort & Horusshods of |
- Bt m Househols of 1 oF mon

3. ANN'L ASSTS:

- Bgmsy Lomg-Terr Clasnts
s staimg Fone toms 13
remtihs

Tio Wieews | ILimciates ' Do rilkomd

- Clentil )

- Clmsntil 1

- Hiosisashily

- Emtry

- Bt

- Bgsesnewnts 1. Cenery
- Bgpepeents 1 Gk

= Bepesprnenty 3. Beratiis
- Buesmroents 4. Heoalth
- VI,

- B HAcR

4 of 40

Ak HW to Trarstsr Chents
Clank; Bmsk; mnd tynoe mnho thes
‘.:‘-r\.-

Ak HyW Tio Celete & Sleent
Dovwwinbome] mnd Fa thes Form

Request 3 Helo Traiming
= =y

Ciomrgniliertes mmnad Fan thas form
Crrim Ciorertacms: fonr

HIWIES Irartrueteom C e
[rEwERsd Q700 00T

= RS Wong] 2000

- AT wersoe

Dovwrribond the kbt HAIES
fiorms

[rewiEeed O3 T30

= fior HHE langeer thae 1 mesrsom
[PERY

- fior HHS langeer e 1 mersaom
{lhorel

- fior Lnarncem. bscl. [P
- fior Limamoern bncl {efionc))



YOU MUST REPORT INCOME AND BENEFITS IN DIFFERENT WAYS

HOW TO REPORT INCOME

1 Generally, you list an income souré@NCE PER FAMILY.
Example: Family of 3 receives Child Support $200/month. List this ONCE, as income for the
head of household.

1 If you list an income source, you will always be required to put how much money comes from
GKFG aAyO02YS a2dz2NDS¢é

1 WHY: If you lighe Child Support three times, once with each member, the HUD report will
falsely state that the family got $600 in Child Support each month ($200 x 3 people).

f Look at the HUD APR report taldlelowl y R & 2 dzQf f & S $pelgéisaepart&dio R (
HUD.

HUD APR report tablehow the data you enter gets reported to HUD

HUD Annual Performance Report

Q25: Client Cash-Income Sources by Exit Status
Program Applicability: All SHP, S+C, SRO, HPRP
Client Applicabilitv: All Persons
Number of clients who exited the program Number of clients who did not exit the program)
during operating year (i.e., “Leavers™) during the operating vear (i.e., Stayers)
Total number Total number
of clients Adults Children Age Unknown of clients Adults Children Age Unknown
N] % [N]w [N] % [N] % N[ o N[ [N] w [N] %
Cash-income sources (25a1) Types of cash-income sources - Leavers (25b1) Types of cash-income sources - Stayers
Earned mcome 12 | 21.1% | 12 [ 353% | 0 0.0% 0 7 |106% | 7 [179% | 0 0.0% 0
Unemployment insurance 2 3.5% 2 59% | 0 00% | O 4 61% | 4 | 103% | O | 0.0% 0
Supplemental Secunty Income 5 8.8% 5 147% | 0 0.0% 0 4 6.1% 4 | 103% | 0 0.0% 0
Social Security Disability 0 | 00% | O] 00% [ 0] o00% | O 3 las% | 3 77| 0f o000
Veteran’s disability 0 0.0% 0 | 00% [ 0 00% |0 0| o00% | 0 f|o00% | 0] o00%]|O0
Private disability insurance 0 | 00% | O] o00%m | 0] 00% | O 0 loo% | 0 [oew | Of 0ow |0
Worker's compensation 0 0.0% 0 0.0% 0 0.0% 0 0 0.0% 0 0.0% 0 0.0% 0
TANF or equivalent 6 | 105% | 6 | 176% [ O 00% | O 7 | 106% | 7 [179% | 0 | 0.0% 0
General assistance 1 1.8% 1 29% [ 0 00% | 0 2 3.0% | 2 5.1% 0 | 0.0% 0
Retirement (Social Security) 0 0.0% 4] 0.0% 0 0.0% 4] 0 0.0% 0 0.0% 0 0.0% Q
'Veteran’s pension 0 0.0% 0 0.0% 0 0.0% 0 0 0.0% 0 0.0% 0 0.0% 0
Pension from former job 0 0.0% 0 00% [ O 00% | 0 0 0.0% 0 0.0% 0 | 0.0% 0
Chuld support 2| 35% | 2 59% | 0| 00% | O 0 oo | 0 foewe | 0f 0o |0
Alimony or other spousal 0 0.0% 0 0.0% 0 0.0% 0 0 0.0% 0 0.0% 0 0.0% 0
Other source 5 8.8% 5 147% | 0 00% | O 10 [152% | © [231% | 1 3.7% 0
(25a2) Number of cash-income sources - Leavers (25b2) Number of cash-income sources - Stayers
No cash-income sources 32 | 561% | 9 | 26.5% | 23 [100.0% | © 36 | 54.5% | 10 | 256% | 26 | 963% | o
Receives at least 1 cash-
income source 25 | 439% | 25 | 735% | O 0.0% 0 30 | 455% | 29 | T44% 1 3.7% 0
Don’t know / refused 0o | 0.0% 0 | 00% | 0 00% |0 0 loo% | 0 [oow | 0f o0 |0
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HOW TO REPORT BENEFITS

T

Generally, you list benefits with EVERY HOUSEHOLD MEMBER.
Example: a family of 5 gets Food Stamps, Medicaid, a Rental Voucher, and WIC

2 KSy @2dz FNB FyagSNAy3d GKS ljdzSadAizya | o2dz
members.

Note thatin the Example Family listed belotliere is auniquebenefit providedto the client
calledOrange, Bertdee last column on the righfyhisbenefit must be something unusual,
because it does not apply to the other household members and is not insurance, food stamps,
WIC, or a rental subsidy. To give you an idea of how unusudl hig G KS ahd KSNJ
Orange, Bert i¥Pree, weekly acupuncture sessions for a pexisting health condition,

provided by a neighboring Acupuncture Cligi@early, the other family members are not
getting this same benefit!

Worksheet

cl

Part

LN, FN / 55N last 4: Assessment Stage: Programs

Associated Entry/Exit Records:
Celoran-Dawn_Burnie Household, Entry: 05/14/2011 Exit: // ~

22/

Edit
Edit

Edit

Edit
Edit

Edit

ientID 1 2 Household Entry Exit Assessments 1 2 4 Services HFRF

3: Non-cash Income Assessments

Entry AHAR MA NBED PSH-FAM Vet ~
Exit AHAR MA NBED PSH-IND Vet
Annual AHAR MA NBED TH-FAM Vet

AHAR MA NEED TH-IND Vet

Archive Program 2

BCAC - Barton's Crossing - ES DHCD

BCAC - Barton's Crossing - TH

BCAC - Independent Living 09 PSH hd

Ciient/HH Assess BEMNE F5 Mod Mcr SCHF WIC VMed TNF.CC TNF.T TNF_O Subsidy Other
Orange, Jack Entry Y ¥y N N N N N N N N N
Orange, Alice Entry | Y ¥ | EN [N N N N N N N N
Orange, Bert  Entry Y Y Y N N N N N N N N ¥

Orange, Kayla Entry

-
-
-
=
=
=
=
=
=
=
=
=

Orange, John  Enty

-
-
-
=
=
=
=
=
=
=
=
=
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[221 FG GKS 1!'5 ttw NBLRNI GFroftS |yR &2 dAnkf
report is clearly WRONG because the number of children listed as getting SNAPS, Medicaid, etc,
should probably be at least the same as the number of adylissuming there is one child in each

household). You can see that 29 adults are getting food stamps, but only 3 children.

Q26: Non-Cash Benefit Sources
Program Applicability: All SHP, S+C, SRO, HPRP
Client Applicabiliry: All Persons
Number of clients who exited the program Number of clients who did not exit the program|
during operating year (i.e., “Leavers™) during the operating vear (i.e., “Stayers™)
Total number Total number
of clients Adults Children Age Unknown of clients Adults Children Age Unknown
N | % | N | % | N] % [ N] % N | % [N | % | N] % | N]| %
_ (26al) Types of Non-Cash Benefit (26b1) Types of Non-Cash Benefit
(Non-cash benefits i §
Sources - Leavers Sources - Stayers
Supplemental Nutritional
Assistance Proeram 17 | 298% | 17 | 500% | © 0.0% 0 32 | 485% | 29 | 744% | 3 | 111% | ©
MEDICAID Health Insurance | 13 | 228% | 13 | 382% | 0 0.0% 0 25 | 379% | 25 | 641% | O 00% | O
MEDICARE Health Insurance 0 0.0% 0 0.0% 0 0.0% 0 2 3.0% 2 51% 0 0.0% 0
State Children’s Health 9 | 158% | 6 | 176% | 3 | 130% | O 10 | 152% | 7 | 179% | 3 | 111% | O
(WIC 5 8.8% 5 1141%| 0 0.0% 0 7 | 106% | 7 | 179% | 0 00% | 0
VA Medical Services ] 0.0% 0 0.0% 0 0.0% 0 0 00% 0 0.0% 0 00% | 0
TANF Child Care services 3 5.3% 3 8.8% 0 0.0% 0 4 6.1% 4 1103% | 0 0.0% 0
TANF transportation services 3 5.3% 3 8.8% 0 0.0% 0 5 7.6% 5 [ 128% | 0 0.0% | 0
(Other TANF-funded services 4 | 70% | 4 | 118%| 0 | 00% | © 1 1.5% 1 26% | 0 | oo% | O
Temporary rental assistance 0 0.0% 0 0.0% 0 0.0% 0 0 0.0% 0 0.0% 0 0.0% 0
Section 8, Public Housing, or
other ongoing rental assistance | 5| ggo, | 5 | 1479 | 0 | 00% | © 0 | 00% | 0 | 00% | 0 0% | 0
Other source 7 | 123% | 7 |206% ]| O 0.0% 0 12 | 182% | 11 | 282% | 1 3.7% 0
~ (26a2) Number of Non-Cash Benefit (26b2) Number of Non-Cash Benefit
Non-cash benefits i .
Sources - Leavers Sources - Stayers
No non-cash imncome benefits 31 | 544% | 11 | 324% | 20 | 870% | © 28 | 424% | 4 103% | 24 | 88.9% 0
1 + Source(s) 26 | 456% | 23 | 676% | 3 | 130% | O 38 | 576% | 35| 897% | 3 | 111% | O
Don’t know / refused 0 0.0% 0 0.0% 0 0.0% 0 ] 0.0% 0 0.0% 0 0.0% 0
Information missing 0 0.0% 0 0.0% 0 0.0% 0 ] 0.0% 0 0.0% 0 0.0% 0
Tatal nnmber of nersons 57 1 rooe 134 1 1000 123 1o 10 100% 66 | 100% 1 39 1 1000 | 27 1 1000 | 0 100%
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CLIENTS WHO STAY IN YOUR PROGRAM > 12 MONTHS (ALL USERS)

3. ANN'L ASS'TS:

Lzsess Long-Term Clients

ng ma

r2 than 12 manths

1. Find theAnnual Assessments Wizandthe lefthand columnNote it is the THIRD item;

use this Wizargfter you have EXITED all clients for the year.

If a client has been in your program for multiple years, you will need to create
multiple "Annual Assessments'Each assessment should be 365 days (12 months) later
than the one beforeOur new feature helps yodo this correctly

U Example: Suppose someone has been in your program since 2003. When you click the
wizard, it willautomatically create an Annual Assessment and irntbercorrect2004
dateinto the form (this date will be 365 days later than the Entry Datgu should
completethe rest of thatpage and save it. Then, the system will automatidalige
youto do the same thing for the 2005 year. Thitle 2006 year, up to th&xit Date /
the present time This Annual Assessmeieiture willautomatically copyhe previous
& S | ABBESSMENT answers intortixet year(but you may need to change this
information f the client'sanswershas changedsince the previous year

You will have to create annualssessments for everyone who hasn't lefSo if

someone left in 2010 but you forgot to put that down, you will be told to create an
annual assessment for 2010 and 2011 and 2012 would be a waste of time and
cause the report to be wrong, because theople left in 2010 and so shouldn't have
Annual Assessments for 2011 a2@fl2. SOLUTION: be sure to use the EXIT Wizard in
the left - hand menuirst: This will ensure that you do the fewest possible Annual
Assessments, saving you time.

When you use th@ew Annual Assessments wizard, note that there are TWO TABS:
one tab is for clients who are still in your program; and one tab is for clients who you
already exited but forgot to create annual assessments for. Be sure to do BOTH LISTS
until they are empy!

The list of people needing an Annual Assessment should be EMPTY or BLANK at reporting
time, because having someone in the list means your report will be incorrect!
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TO UPDATEN EXISTINGLIENT

An update usually meanBeletinga duplicate clientor Correcting Mistakes and Omissions
Some updates required you to visit multiple links. The menus in thé@eftl column of
every webpage show you the correct order to use for each kind of update:

o peme ek nie €= Deleting a duplicate record
2. Delete all Services

3. Delete all Assessments

4. Delete the Entry/Exit Record

5. Delete the Household Record

6. Ask HW ta delete Clients IDs

(fax alistto 617-536-8561)

To Update (All): Click Links <4 CorrectingMistakesincluding Case Sensitivity

- ClientlD 1

= ClientlD 2

- Household

- Entry

- Exit

- Assessments 1. General
- Assessments 2. Cash

- Assessments 3. Benefits
— Assessments 4. Health
- Services

- Add'| HPRP
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IMPORTANT NOTES FOR ALL USERS:

1

Always use the paper Intake form when interviewing clients. Never type directly onto the
website while interviewing clients. You must have a paper record at all times!

Never enter data onto our website unless the papIS Intake forms complete up to the
Exit SectionLater, when the client exits, complete tBit Sectiof the HMIS Intake form

before enteringexit Datainto the website.

Keep youHMIS Intake fornfiled alphabeticallyd R2 y Qi 2dzad GKNR g | f f

Always use the officidlMIS Intake formto make sure you collect ALL the required info;

When filling out the paper Intake formpd't NANAWTit&tead, you musblockprint
on the Intake form, so that you don't have trouble reading the information a week later.

Be careful never to enter a SSN or birthdate that is wrong. We still have a few clients who
appear to have entered programs in the year 1901, which is clearly akaista

Don'tlista clientas"Joe" if hidegalname is "Joseph"

Always get thdull middle namefor every client.

Aperso & yshoWldappearonly onceon the worksheetin your ClientlDtab. If you see
0KS LISNR2Yy Qa YienYylb tat, gyoin€e8 to opftaciu& i®mediately (a faxte
bestway to contact us: or fax number is 61-636-8561)Also, be sure to enter the full, legal

name of the client: Always put a full last name and first name or even Baby Smith, (as long as

you change it oncehie baby is given a namé@YeverS y i S NJ |
WW { INIHEEE @oy2 t1ai ylYSes o

Ot ASyd tA1S

Deciding whether the client aouseholdor anunaccompanied individua an important step

in your HMIS data entry! Talk with HousingWorks before you set a policy, or you may end up

having to redo a lot of work

As you are filling out webpages, lofuk the graphicat the top of each page: it will

generallytell you what to do next. ©

Gomplete all the pagefor that householdoefore beginning another Look Up!

L¥ I K2dzaSK2fR OKIy3aSa Ay &A1 S RdzNRA Y Fndi KS

then re-enter them asa different sizechousehold using thg S E
simpler or legal way around this requirement
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OVERVIEW AND SENNGUPYOUR COMPUTER

This section ifor all programsexceptthose usingour Bed Register

+ You will need our papemtake Formto collect these five areas of info for every adult and child

A name for the householdfollowed by TheSmith_AliceRodriguetousehold:
A list of the household members T Alice Smith _
Skip this step if your client is &maccompanied Individual 1 JuanRodriguezSmith

1 Betty Smith

Demographics

v

Name, SSN, DOB of all HH members.

Entry/Exit > When they came, why they came, when did they leave, where
they leave, etc.

Assessments at Entrgnd at Exit e Cash, Benefitgnd HealthConditions

Services > Case management, shelter, counseling, legal services, etc.

4+ Print out the Paper Intakeform ¢ there is one for individuals and one for families

HMIS Instruction Guide 1 Unaccompanied Individuals use a different shorter Intake Form
ot e than Families. Both forms amnlineand accessible from the left
hand menu of our website.

Download the latest HMIS forms
(revised 12/05/2011)

1 Practicethe form by interviewing yourself or a fake client.

- for HHs larger than 1 person {PDF)

- for HHs larger than 1 person (Word)

DR 1 Note theRelease forms (femtaland state); keep one or use
- for Unaccom. Ind. (Word) yOUI’ OWﬂ IHhOUSG VerSIon

1 The IntakeForms include Posterthat you must pmt and stick
on yourwall.

+ After the paperintake Formis complete except for the Exit Informatiorgo to our website
and enter the data from thdntake Forminto the website. Each page aur website
corresponds to a section of the papéntake Form Bybreaking the data down into sections,
we make it easier for you to do your work. The sections:are

Client Demographics

Entry/Exit Info

Assessments of Cash Income/Benefits/Health Conditions

Services Provided

| 2dzaSK2f R bl YS | yR f A asge tlisTection if yguony S NB
work with Unaccompanied Individuals)

o OO0 oo
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DETAILEBTEPS FOR FIHBVE USERS

If you have scheduled, or takentraining with HousingWorks, you can ignore this page.
STEP ONE Schedule th&0-Y A y dzii S-{ d Waki LJg A 1| K W2 Ky ¢

1. This is required for ALL users

2. . 2dzQf f redlBatalRrk witdin 5 minutes.

STEP TWO John can help yoput these four items on youdesktopR dzNA& vy 3 & Ki$. N&I W«

&

1. HMIS Guide Print out this Rpage documentight nowand
stick it on the wall next to your computer.

HMIS Guide 2. HMIS Video Lessons Qreatea shortcut on desktopNOTE: your
computery SSRa (2 KI @S il «
a order to watch the movie.)
(e
HMIS Video
Lessons 3. My HMIS Data TKNRg G(GKAA 9EOSt TAfS
My HMIS Data 4. HMIS Website Qreatea secondhortcut on desktop
http://hmis.housingworks.net
J First time users: create a passwardw
Pl
HMIS Website 5. Revised Intake Form http://hmis.housingworks.net/static/HMI$>-Ind.doc

http://hmis.housingworks.net/static/HMI$-Fam.doc

STEP THREE: Practice theNork Flow(seenext pags).

1. Work Flowmeans:Do things in this ordeso thatyour work will be easier and faster
plus & 2 dagbid inistakes

2. Thequickestway to developghe newWork Flows to 1)do the Jump Start with John; or

2) read this guide a couple of times, & watch the video(s) a couple of timés.S Q NB
asking fora fewminutes of your lifeghat can save you hours gburlife. J
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WORK FLOWfor ENTERINGLIENTH®Ito the system

This is a detaileguide ona | 2 g G 2 S yciit B bidly Qdeftil ®y/péaplé who enjoy step
by-step directions!

1. Interview your clients,using our new paper Intake FornThisIntake Formcontains all the

guestions you must ask in order to be compliant with HUD reporting standards.

If youonlywork with Unaccompanied Individuafs
www.housingworks.net/hmis/HMHs-Ind.pdf

If youonlywork with Familie$:
www.housingworks.net/hmis/HMI-Fam.pdf

If you work withBOTHJnaccompanied Individuals AND Famjliesi may want tausethe
Familiesform for every clientas this will be less confusiifgyou stick with just one form

2.2 KSy @2dzQNB NBI Re& (2 LIS NIFIli2kNde hdrtbutidn yoSry G NB
desktop calledHMISwebsite, then sign in with your usemame and your passwordt takes

you to:
https://hmis.housingworks.net
b2(S GKIG GKSNB A& y2 46666 Ay (KAA
@ Access dented | hmishousingworks.net - Windows Iite et Explorer =[x |

@[> 2o

3. To enter new clientsyou mustuse theEntry Wizardink(s)on the left. Instructions on p.3 of
this guide show you how to do this correctly. This is without question the trickiest part of the
entire website, so read those directions carefully.
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WORK FLOWfor UPDATINGIlient information

There aregenerallyfour reasons why you might need to update client information:

1. To correct mistakes, or add missing information.
2. A client/household gains or loses family members during your program time.

You can instantly see which clients need updating by dliggone of thelinks, foundat the top of every page
azail 2 Flukyhe Rtatis circled in the pictubelow:

Edit / Download Client Dyta

Client Demographics - last update Households - last update

1. To correct mistakes or add missing information

Refer to p2 of this guide to see what and how to make these changes.

2. A client/household gains or loses family members duringyour program time

OVERVIEWN thisunusualcase, you musfirst exit the original client or householdand thenenter the
new-sizedclient/household with a later entry date!

Example Alice Smith arrived alone aluly 1 A few weeks later, oduly 15th she was joined by her two daughters,
and they are althree still in your program:

o] EnterAlicefirst as anUnaccompaniedndividual with an entry date of July 4nd an exit datef July 18,
o] Next, enter theSmithHouseholdas a Household, with an entry date of JLﬂ‘;‘}"]and no exit date at present.
3. A householdnember was accidentally left off when the information was added

OVERVIEWN this unusual case, you need to either pull in the missing client, then add him/her to the
household, then create assessments for them; OR create a client record for the missing person, then add
him/her to the household, and create assessmeiotsthem.

STEP BY STEP2 | Gt 221 dzZL¥ 2y GKS YAaaiy3d YSYoSNW

If found in the Lookup pull them into the program. Then go to the Household tab and type part of the

YIEYS 2F GKS Of ASyd Ayd2 { GStdnplee. Bedase ghSusehdd akeddy (i Q a
KFa Iy 9b¢w, NBO2NR FyR I {9wzxzL/ 9 NBO2NRI &2dz R2Y
to create an Entry Asessment for this one client and possibly an Exit Assessment if the household (and
therefore that client) has [

If not found in the Lookup enter only their demographics in, by filling in the clientIlD page and hitting SAVE

¢ immediately after that, stop! Do not continue filling in the Entry/Assessment/Service Padestead, go

to the Household tab and typepNIi 2 F G KS yIFYS 2F (KS OtASyid Avyidz2 {
O2YLX SGiSd . SOlFdzaS (KS K2dzaSK2tR |t NBIR& KIF&a |y 9b
anything on those pages. But you DO have to create an Entry Asessmens fonétclient and possibly an

Exit Assessment if the household (and therefore that client) has left.
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SPECIAL CIRCUMSTANCGHESREQUIRE YOU TO READ CAREFULLY

1. If a client/householdreturns

1 Do theLookup Clientagain

1 The webpage will tell yotihe client is already in the program, and to click on the
Ot ASyidQa yIYS (G2 dzZJRIGSo®

1 dick on the nameand follow all the steps (very similar to the first time you
entered this client/household into your program). Do not stppr begin another
FILYAfeQa 62NJ O dzydAaft FEf LI ISE FNBE O2Y

2. If the client is entered into the wrong progrartaccidentally
52 bh¢ SYIFAf dza 6SOFdzasS SYIFAft A& y24d | &aSo
information. Use this form t&axHousingWorksaskng us to move the client or the
household to another program. (you can NOT do this yourddiis form isavailable in the
left-K I YR YSydz 2F (GKS 6S0aAiS> ySINIGKS 062002

http://www.housingworks.net/hmis/TransferClientRecords.dot

In your faxprovidedzd @A 0K :GKS Of ASyidQa
1 PIN(this code is associated with the client name, and is on the clientlD page
f 6KS KSI R 27F Kaddihe BakhésiofalaiheryidudeBold members.
1 the Program Entry Date
1 Which program needs to have the data REMOVEDwdmch program needs to
have the data ADDED.

3. If the householdunexpectedly grows or shrinks

1 You must exit the family and then-enter them with the new Household make
up, as if they were an entirely different family.
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POSTERJINDERSTANDINKBHE WORKSHEET

We designed the worksheet to help you locate mistakes, double entries, and omissiamanYfixMOSTmistakesby yourself in other
cases, you will needousingWorkstaffto fix other mistakesl SNE Q& K2 ¢ ( 2nybuiwdtkid S YA aidl { Sa

1. Sign on to hmis.housingworks.net and enter yasernameand password
On the worksheetclick the linkView / Download Client Dafgocated neathe top center of the page
Study theballoonsbelow, so that you understand/hat to lookfor on each tab

02

2.
3.
4. If you want to download clientdat? 5 R LIJ® HHY 64l 26 5 2- gnd oHis RameHeckihg whildn EScEIO S f

F2NXI ¢

On the ENTRY/EXIT Tabs, you
may see both the names of
Households and the names of
Unaccompanied Individuals,
but you will not see the names
of individual members of a
household.

On the ASSESSMENTS Tabs, you
will see the names of
Unaccompanied Undividuals, and
also the names of every member of a
household.

On the HOUSEHOLD Tab,
individual members of a household
will be listed together by the
household name.

On the CLIENT ID Tabs, you

On the SERVICES Tab, you may see

should see the names of
unaccompanied individuals, and
also the names of each individual
member of a household.

the names of Households and the
names of Unaccompanied Individuals,
but you will not see the names of

individual members of a househq)é#

g Household Entry Exit 2 3 4 Services HPRP

3]
Part 1: Basic Information
Search for client name (enter whole or partial name or last 4 of SSN):
Apply
Edit Complete? Client Assessed Date of the  Program Program Exit Any Total Cash Non-
Name at: Assessment Entry Date Date Cash Income cash
listed just Income? benefits?
above
Edit Yes Apple, Entry 11/01/2009 11/01/2009 12/01/2009 No 50.00 Yes
Jane
Edit Yes Banana Exit 12/01/2009 11/01/2009 12/01/2009 No 50.00 Yes

, Jack



POSTER: WHAT THE WORKSHEET SHOULD LOOK LIKE (Households)

If you work with households > 1 person

CLIENT ID HOUSEHOLD ENTRY ASSESSMENTS SERVICES

Apple, Arthur  Entry Assessment BH"j‘”a”a_—A“C**\pp'e Household
. ousin
Apple, David  Entry Assessment g

Apple, Arthur Banana_Alicé\pple Household ~ Apple, John Entry Assessment  Banana_Alicé\pple Household

’ Banana_Alicépple Household < )
Banana_Alicé\pple Household

B Al Banana_Alicé\ppleHousehold ~ Apple, Arthur  Exit Assessment Housing Search Info
anana, Alice . .
4’15/2009C 712212010 Apple’ David Exit Assessment Banana_Alicé\pple Household
Apple, John Exit Assessment Legal Services
Banana, Alice Exit Assessment

Apple, John

— ~ J
\s,\éi fggg:%r Might showt_he same HH more  The same HH should show more | |
person more than than once !f they came back than_onc_e if they came back A household of 4 =8 assessments. Thls_ household received FOUR
once! multiple times multiple times If they come back, then we should see 16 ~ sewices
assessments
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POSTER: UNDERSTANDING THE WORKSHEET (Individuals)

CLIENT ID

Banana, Alice

We shouldcheversee
the same person
more than once!

If you work with I-person Households (Unaccompanied Individuals)

HOUSEHOLD ENTRY

Banana, Aliceé/22/2008
12/15 2008

Banana Alice
4/15/2009 ¢ 7/22/2010

The same person should show mo
than once if they came back
multiple times

This should always be blank for
a!'' yIr002YLI yASR
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ASSESSMENTS

Banana, Alice Entry Assessment
Banana, Alice Exit Assessment

_/

YT

One person = 2 Assessments
If they come back, then we should see four
assessments

SERVICES

Banana, Alice
Housing

Banana, AliceCase
Mgmt

This person received TWO
services



DATA EXPORT50R SHARINGITH OTHER HMIS SYSTEMS

Sign on to the website and scroll down the leffitand menu to findHUD csv Data Exports

The first set of links export data in the HUD approved csv format. You can use
e s these to share data with other HMIS systems that use the Bipjiboved format.

AgencyProgram
Bedlnventory
Sitelnfo

Regions

To share data with other systems:

1. Click the seven purple links and download each to your computer and

2. Next, download this Excel Macro Template:

http://www .housingworks.net/hmis/D8oCommandButtons.xIltm which you

will need to run in order to convert the csv files into a final, deliverable product.

This requires Office 2010 (Office 2007 may work)

NOTE: Do not email excel data files to anyone, eviiese files
contain sensitive client information and it is never safe to email
these files.

19 of 40


http://www.housingworks.net/hmis/DS-noCommandButtons.xltm

DATA EXPORT50R PERFORMING DATA QUALITY REVIEWS

Why you might want to download the data in Excel:

1) You can quickly compare which clients are missirigrary or Assessment or Service
HO | twt adFFF YIe gA&aK G2 OKSO1l AF | Ot ASyl

How to download the data Sign on and go to the lingdit / Download Client Datgocated near

the top center of the pageNowlook atthe picture below. On selected tabs (those underlined),

you will see an Excel icon (circled). Click on the excel icon and save that particular file to your
desktop. It is already named correctly. Depending on whether this is a program for Individuals or
Households > 1 person, you will end up downloading 4 or 5 excet fdad note that when you
21LISy (KSaS 9EOSt ¢g2N)o221axr &2dz Oy &2NI (KS
Program Entry date, etc.

1. the Client IDfile showsClient Demographicor every single adult and child served.

2. the Householdfile showsall the Household® &8 | WKSIR 2F K2dzaSK2f RQ y I
3. the Entryfile showsthe Entry / Exit / HPRP informatiofor housholdsand unaccompanied
individuals.

4. the Assessment file showsAssessment information for every single adult and child serviidte
that clients who have exited must show bothEmiry Assessmeand anExit Assessmento be
O2YLIX ALYl 6AGK 11504 ySg lalL{ adlyRINRaA®

5. the Servicedile showsService informationg you can see how much money was given, and what date
period is covered by the money.

There is no need to visit the other tabs as the data on those will be present in the files listed

above. (Example: Clicking the excel icon will downlaththe Client Demogighic Elements, including
those on client ID 1 and client ID 2)

Worksheet View All Clients View All Households

A Demo Program Home

Grant Period: 01/01/2009 -
12/31/2010 Now masquerading as ademo.

Reports

Worksheet
Create a Report
Reports List Client ID 1 2 Household Entry Exit Assessments 1 2 3 4 Services HPRP
— — — — ,
Reporting Tools To edit a record, click "Edit". To add assessments to a client, or to add services or assessments to someone Whno
entered as an unaccompanied individual, click their last name (third column) and follow the instructions.
Veteran Status
Chronic Homeless Search for client (enter whole or partial name or last 4 of SSN):
Ethnicity
Race
Special Needs
Residence Prior to Entry Apply
Disabled Edit Complete? Last Name First Middle PIN Password Gender SSN ### ## ##FF
Edit  Yes Orange Alice Jo QOrange Female 987 77 0987
Edit  Yes Smith Amal hmis Male 954 44 3322
" Look Up Client Edit  Yes Smith Indira hmis Female 908 78 9999
Edit Yes Orange Lemon Orange Male 994 99 5122
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THINGS THAT SCREWREHPORT§ h 5hb Q¢ )5h ¢ 9a

SCREWING UP DATESIMS:

ENTRAMNdSTARDATEMUSTMATCH  EXITand ENDDATESMUST MATCH

Before you can run your APR, make sure thatARsessmentates are entered incorrectly. Otherwise, you will
create extra hours of work for yourself at reporting time!

Assessment Banana, fack fohn (xxx-xx-1235) Exit Assessment has been updated.

Worksheet Correct: the Entry Date and the
Client ID 1 2 Household Entry Exit £, 3 4 Servic ?h?ssarie? SS rﬁmry D a tae 0

Part 1: Basic Information

Search for client name (enter whole or partial name or last 4 of 55N):

Banana

Edit Complete? Client Assessment | Date of this Program Program Any
Name at: Assessment Entry Date Exit Date Cash
Income?

Edit | No Banana| Entry 09/15/2009 09/15/2009 11/23/2009 No
Jack

Edit  No Banana| Exit 12/15/2009 | 09/15/2009  11/23/2009 - A
Jack <+ \ Incorrect: t he FfAExit Dat:

AAssessmBEdData@d are ¢
S0 your reports will come out wrong!

WHY ARE THESE DATES IMPORTANT

Clients havewo kinds of dates:
1) Program Entry Datesnd
2) Assessment Dates

The Assessment Date is the date you asked about their income, benefits, and physical/mental/emotionaMuealth.
are required by HUD to ask this information at the tiofeEntry and also at the time of Exit. HousingWarkssthe
Assessmentate to run reporton income at Entry/income at Exit, rather than thidake Date andExitDate.Look at
these two examples:

CORRECI\EHJ-TW(the two dates are the same)

7/15/2008
7/15/2008

10/12/2008
10/12/2008

ProgramEntry Date:
Entry Assessment Date:

ProgramExit Date:
ExitAssessment Date:

LT | NBLRNI |alay &K 2aly2008 with SSLiscamsf we wifkeyhé i mids AsseSsamiikigt B answer it.
Because theD f A Enfhji ABsessment daie July 2008the client will get counted in the report

INCORR ECI::_-I{I_TR‘(the two dates ardifferent)

7/15/2008
10/25/2009

2/12/2009
5/21/2009

ProgramEntryDate:
Entry Assessment Date:

ProgramExitDate:
ExitAssessment Date:

LT I NBLRNI |alay d&K2laly2008 with SSLiScandf we wikkeifidl By SsBessidalNdaty 8 answer this

question And becausé K S  OHnthy@\s6ésShientdated Ay O2 NNB OGf & A Xliedwll nbt et doim@de@d S NI H n i ¢

though the client DID enter in 2008!
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SCREWING UP DATESEIMRP
THE RULEEBOUT DATESRBEDIFFERENT
For HPRP, you rarely record the actual intake date. Instead you rentyrthe months in which the client is helped by

your service. Therefore ALL DATHESust ALWAYS8E the FIRST day or a month or the LAST day of a rironth.
example: if you met someone on Oct™énd decided to give them $1000 to help pay rent for Nov, Dec, and Jan.

The Entry, Assessment & Service Start Dates must all be: 11/01/2009
The Exit, Assessment & SewiEnd Dates must all be rec®d as: 01/31/2010

This lets us know that th&1000 was for three months and it tells us what three months the money helped. (Note that the Intake
date of 10/16 | not recorded ANYWHERE in our software.)

You see that th&ervice Start Datelictates the other two beginning dates: tirogram EntryDate' and the
'‘Assessment at Entry Date'all three dates are always the same, and always the beginning of a month.

TheService End Datdictates the the other two ending datéBrogram Exit Dateand the'Assessment at Exit' Date all three
dates ae always the same, and always the end date of a month.

HPRP: WHAT TO DO WHEN YOU GIVE MORE MONEY TO THE SAME CLIENT

(We recommend you print out this email and stick it on the wall, to remind you of these steps, but we will
also send this same email evanpnth, as a reminder!)

HUD wants you to record the money in three month interveifien you give additional months of financial
assistance, here is how you record that on our website. This is the fastest way to complete the process: the
task should tak&@o more than five minutes if you do it this way.

1. Sign on tchttps://hmis.housingworks.netvith your usual username and password.

2. Find themenus o update (a: ciick Linldse the EXIT, ASSESSMEIdild SERVICES Links to provide complete information about the additional
money.

3. Go to theEXITab of the worksheet.
- Click "Edit" next to the client's name
- Change the client's Program Exit Date (if necessary) to include the time for
the new financial assistance.

Go to theAssessments thb of the worksheet
- if you changed th&xitDate then you need to change thexit Assessmeridateto match.

Find the linkReport Add'l Servicés the left hand menu. Fill othis new pageusingnew start and end dates, and the next
amount of money.Example: First service: Jan 1- Mar 31 $1500 = $50000a month for
three month

New service: Apr 1-Jun 30 $1500 = $50000a monthfor three more months

Alternately, you cainstead go to the Service Tab of the worksheet, offeroriginal service and
chand GKS 9b5 5! ¢9 IyR (G4KS G20Ft I Yahddni3dd: (i$Bood y Of dzR S
= $500.0& month for six months

REMEMBER: All the dates you type must start ON THE FIRST DAY OR A MONTH and end ON THE LAST DAY OF

A MONTH, NO MATTER WHAT SERVICE IS OFFERED, and no matter when the actual Intake and Exit
Interviews actually occurred!
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HOW TO USE TBED REGISTER

U The bed register is a way to record the specific nights an individual used your beds. It is intended for those
sheltersthat might have a different client population every night.

U The Bed Register is only usable if you have first used the standard ENTRY WIZARD (found in the left hand menu)
G2 AyLdzi GKS OftASyidiQa olaiAl AYyF2NNIGA2YY RSY23INI LKA
FYR I o6FaAaAl0 2INBNVAS  ® D dH{EGHEDR guiméstidke tBeNbisio training on how to
use the Entry Wizard, and then an additional training on how to use the Bed Register. It is possible to receive
both trainings on the same day, if you are comfortable withmputers and data entry routines on an internet
database.You can set up your training on how to use the ENTRY WIZARD and the BED REGISTER by faxing in th
form: http://www.housingworks.net/hmis/Help Schedule.pdf

U Bed Register usersustnot uselnternet ExplorecA i 62y Qi 2 LISNI S LINBdoifleNI & | YR
Chrometo do this work omMozilla Firefox | believeGoogle Chromés fastestc and this is importat if you are

SYGSNAyYy3a Ylye LIS2LS IyR R2yQlG glyid (2 aAd GKSNB Iy

U The following instructions are for people who are comfortable with the basic ENTRY WIZARD, and who wish to
use theBED REGISTERIle skipping the live training with HougWorks.

CLICKHE BED REGISTH® and NOTE THAT THERETAHRREE SECTIONSe
them in this order:

Section 1: Look for &ght bulb with a message at the top center of the pa@his section

YIe 068 AyOraArotS AT ypogan)S ySSRE WSEAGAY:
This section indicates that clients need to be exited. This exiting work is the highest priority
and must be addressed before you enter any more clients into the bed Redisteu see
such a note, click the link to visit tiiBeed Register Lapsigpage immediately!

Section 2Below the light bulb, the righthand column of the page lets you enter clients

into a bed:
¢2 dzaS GKAa &aSOGA2y>x G&LIS -dompkte)iiaSdart bfa Betl A Sy (i
name (itshouldalsoaut®2 YL SGS0® LT (KS @2A/3¥ BB Q5 2
to use the Entry Wizard (found in the ld¢fand menu) to enter their basic information before
you can use the bed register.

Section 3The lefthand colunn of the page provides you with a record of everyone
who has slept there on any previous night.
The most current entries show as the default. You can sort the list, or filter it. To filter for a
particular date, client, or bed, complete one or more oé tirelds, following the instructions
on how to properly enter the data.
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STEP BY STEP INSTRUCTtOMfe BED REGISTER

The Bed Register Instructions are in a separate guide and can be downloaded from the left hand
menu. . . HMIS Instruction Guides

.. .. orvia this linkattp://www.housingworks.net/hmis/BR Instructions.pdf

HOW TO ENTER CASE MANAGENENES

1. The "Case Management" field is near the very bottom of every page. Simply click on the words "Case
Management" to make the field appear.

2. Notes you type on the "Client ID" pagghe page that stores client nam8SN, dob, etcwill be visible to
every program the client accesseBo not type notes here that should remain private to your own
agency! If you are entering notes, your CoC should set up a formal agreement with each member program
and the clients thaexplains how this should work in your CoC.

3. Notes you type on the "Entry/Exit, Assessment & Service" pages will only be visible to staff in your
program You can type knowing that no one else will see these notes.

4. This is the only way the notes will be easyreview over the years
1 Make your notes very, very shar{see examples, below )
1 Enter dates in exactly this way, no exceptiongyyy/mm/dd
1 Newest notes appear at the topOldest notes athe bottom

Here is a sample of how the notes might appear over time:

2014/02/09: Arranged transfer to hospital for lotgrm care.

2013/12/31: Provided transportation vouchekpplicant did not use it.

2013/07/09: Arranged transfer to hospital for shderm care.

2013/06/12: Applicant has attempted recovery at least three times bef@iéferent approach is needed.
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THE HOUSINGWORHKBLFRSCHEDULE

A. We offer three kinds of helpandset asidethirteen hours everyweekfor HMIS
andHPRP, 2 dz 3SG KSt LISR GAl | GoSoAyl NJ

1. HELP WITH BASIC DATA ENTRY
hyOS @2dzQ@S O2YLJX SGSR aS@SNIf LyaGr1S F2Nyxa dzaAiy
this class.

2. DATA QUALITY CHEGKSIGN UP FOR THIS BEFRIBRENING REPORTS
We show youhow to spot and correct mistakes, much faster than you would find the mistakes on
your own.

3. RUNNING REPORJSIGN UP FOR THE DATA QUALITY CHECK CLASS FIRST!
Running reports is almost always a tstep process: Before you run reports, your staff and yeech
make sure your data is correct by asking us to look for mistakes in your data. We strongly advise that
both admin and data entry staff participate in both these classes. Each can be as short as 15 minutes.

B. To schedula Help Sessigmownloadii KA & +FyR FIE Al (2 dz
www.housingworks.net/static/Help Schedule.pdT his form is also available
via a link on the website, in tHeft-hand menu, aSzequest @ata Quality Session

C Additionally, we offer aclassfor beginning and low skill computer userf
you want to signup fothisOf I 843 Ol £t f dza NI} 6 KSNJ GKI vy
617-504-0577

This is d..5 hourclass where we teach you how to use a compuftéris class is held
over the internet, while you sit at your computer and use a speaker phbhe.fee

for this class must be paid in advance. NOTE: a program administrator must be on
hand at the beginning dhis class, to help the trainee sign on to the claghis class
costs $50.00 and this fee must be paid in advafdes is the only class that costs
you money.
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HOW TO CHECK DATA QUALITY

Stepl. CFE GKS a4l St L) { OKSRdzt S¢ G2 |1 2dzaAy 32 2NJ
This form isavailablevia a link orthe websiteA Yy G KS & { (mefiiRl NR ¢ |

Step2.  Sign on to hmis.housingworks.net

Step3. !4 GKS (2L OSy (ERiNDodrfoadiCKest Dath tHiStakes@duroGhe d
Worksheet

Step.4  Looking at thaVorksheet you see a elevetabs

Worksheet

ClientID 1 2 Household Entry Exit Assessments 1 2 3 4 Services H

Your task is to download the data from FIVE of these ELEVENBEBORE the Help Session starts.
As you download each filsave itby its default naménto a folder called: YYYWM-DD Data Quality Files.

OnClient ID 1 Scroll down to the bottom of thést of namesand click the excel icon:
Edit Smith Indira ISIF ASIM hmi... F 2011/03/17 06:24.08
Edit Swmither2 John JSIM JSIM hmi... M 999 88 7F7r77 2011/02/13 14:49.15
Edit Zmz Jack J1ZZM  JZZM hmi... M 555 | 22| 7777 2011/03/22 09:44,.34

OnHousehold Scroll down to the bottom of the table and clickiexcel icoras well
OnEntry: Ditto.
OnAssessments:1Ditto
OnServices Ditto.
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COMPLETE LIST OF HMIS REPORTS

New reports go up without notice * indicates a report particular interest for HEARTH, NOFA, PIT counts
For instructions on how to run these reports, download HiellS Instruction Guid€look for a link

calledHMIS Instruction Guiddn the left hand menu whenever you sign onto the HMIS website). The
current version is dated 5/24/2010

QUICK REPOR( tse these when you want an answer to a single topic

TYPE OF REPORifaphots of Entries / ExitsCounts only thosenteringor exiting during a specified time period.

Report Link What these Reports Do:
1. Provides Totals 2. Offers Chanceto editay 3t S Of ASy (i Qa I v

* | Assess SSN answers Counts how many of your clients have a SSN and how many are missing a SSN.

LocateBabies not named Gives you a chance to name those babies, and add the SSNs.

Counts veterans and neveterans, including children if desired.
Also good for comparing the number of Program Entries and Program Exits with th
Veteran number of Assessments at Entry and Asessments afiffgots have 10 people entering
during a year, then you need to have 10 Entry Assessments that answer whether ¢
the person is a veteran.

Chronic Homeless Individuals self explanatory

Chronic Homeless Households HUD is now asking people to record this statuddaomilies as well.
Ethnicity Counts Hispanic/Nehlispanic

Race Counts Races

SpecialConditions Counts Special Conditions including Domestic Violence
Significant Disability Count Disabilities signficant enough to require regular assistance

Type of Residence Prior to Entry self explanatory

* Count/Show Clients by Housing Status at Entry, cf with SeRioetded

1 CountsPrior Housing Statuguse to locate and correct missing answers)

1 ComparesService Providewith Prior Housing Status

1 Counts HPRP/HMIS clients for PIT Count: sklesally Homeless and service =

Housing Status @ Entry
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https://hmis.housingworks.net/counting_SSNs
https://hmis.housingworks.net/veteran
https://hmis.housingworks.net/veteran
https://hmis.housingworks.net/ch
https://hmis.housingworks.net/ch_fam
https://hmis.housingworks.net/ethnicity
https://hmis.housingworks.net/race
https://hmis.housingworks.net/specialneeds
https://hmis.housingworks.net/disabled
https://hmis.housingworks.net/assess_prior
https://hmis.housingworks.net/assess_zip

acC! {SOdzNRGe 5SumamMadgd yONEqa G2 Ni S yf il

* Housing Status @ Exit

Count/Show Clients by Housing Status at Exit, cf with Services Provided

Last Stable Zip Code

Last Stable Zip Code is not the same as immediae prior residence

Cities/Towns Served

I ftASY(iQa LYYSRAFGS tNRAZ2NI/Ad& 2N ¢26)

Exit Destinations

Types of Destinations after Exiting from your Program

Services

Counts services being offered to those LEFT or tBd#eYING during a covered time
period

Incomes

May be uselessshows incomes at Entry or Exit, but does not compare them in any|
way. (Use APR Generation Tool for that)

OTHER QUICK REPORUs® these when you want an answer to a single topic

TYPE OF REPORiffiaphots of Entire Grant Period€Countsall clients served during a specfied time period

Report Link

What this Report Does:
1. Provide Totals 2. Offers Chanceto editay 3t S Of ASy iQa Iy

+ | Locate Users of Multiple
Programs

Track users of multiple programdHandy to locate

HH Breakdown

DNRdzLJa Of ASyida o0& WK2dzZaSK2f R 0O2YLl2aA
male with children, multiple parents with child, etc

HH Sizes

Counts the number of 1, 2, 3, 4 person houddBpetc.

Type of Residence Prior to Entry

Counts immediate prior locations for all clients

Last Stable Zip Code

Last Stable Zip Coderist the same as immediae prior residence

Cities/Towns Served

/TASYdiQa LYYSRAFGS tNA2NI/AlGe 2N ¢2g)]
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https://hmis.housingworks.net/assess_zip
https://hmis.housingworks.net/assess_zip
https://hmis.housingworks.net/assess_city_served
https://hmis.housingworks.net/assess_destination
https://hmis.housingworks.net/service
https://hmis.housingworks.net/service
https://hmis.housingworks.net/count_entries
https://hmis.housingworks.net/count_entries
https://hmis.housingworks.net/entry_hh_breakdown
https://hmis.housingworks.net/entry_hh_size
https://hmis.housingworks.net/entry_prior
https://hmis.housingworks.net/entry_zip
https://hmis.housingworks.net/entry_city_served

MEMORIZED REPORTUse these when you want an answer to a single topic

TYPE OREPORTBnaphots of Entire Grant Period€Countsall clients served during a specfied time period

Report Link What these Reports Do:

* ) Run APRs in the old form#&tandy as a data quality check before runningrieev APR.
View Your Reports

Runs QPRs for HPRfs may eventually be something the new APR Generation Tg
Or will handle.

Run the AHARnhis may eventually be something the new APR Generation Tool wil

Create a Report
handle.

APR Generation Tog] provided by HUD

Report Link What this Tool Does:

Involves 11 links in thBata
Exports / Tools Mendound on
hmis.housingworks.net

1. Runs the new APR for all McKinney Vento Programs
2. Runsthe HPRP APR

3. May eventually run other reports.

ADMINISTRATIVE MONITORIREEPORTS

Report Link What this Report Does:
1. Lets you see if your member programs are getting behind in their work.
HO / 2YLINB (GKS 1L/ Ay@Syiz2NE KSNB

3. Lets you see which AHARSs you could be eligible for.

* ProgramsMonitor | Edit View/Edit your program descriptions and change details, add comments

Housing Chartdonitor | Edit

View/Editany or all residential programs, including breakdown on-tyguks

AHARDetermine Eligibility

Count/View/Edit residential programs by type to determine if AFbligible.
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https://hmis.housingworks.net/counting_SSNs
https://hmis.housingworks.net/counting_SSNs
https://hmis.housingworks.net/counting_SSNs

STAFSELIMONITORINREPORTS

Report Link What this Report Does:
Gives you a quick way to see which clients are missing information
*
o Sort or Edit thedemographicst 2 NJ S@GSNE Ot ASydT Ay Of dzR
Worksheet: Client ID 1 and 2 9Ot SYSyidaé GKFG YH1S dld GKS Gaiddiy3d -
* Sort or Edit theEntryandExitL y F2 F2NJ SOGSNE Of ASydT A
i . ort or Edi ntry and Exi u
Worksheet: Etnry and Exit 9t SySyGaé GKHG YIS ddd GKS daraaiy3d 4
* Sort or Edit theCash, Benefits, and Health Condistidios every client, lets you see thg
. cash, benefits, and income sources in detail, at Entry;stag, and Exit. For losigrm
Worksheet: Assessments . .
stayers, you can see if Annual Assessments are being performed, now that they ai
required.
* . . A A s A o « - )
. . Sort or Edit theservicest 2 NJ SOSNE Of ASyuT é&2dz Oy |
Worksheet: Services . . )
services common to all clients. or you can close out services.
* | Worksheet: HPRP Sort or Edit theaddressesfor every HPRIlient.
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HOW TGRUNREPORT& HW site
There arehree reporting toolsas of Jul 1, 2011

1. HUDgenerated reportsThis tool runs the new APR and the HPRP APR
at present; it may run other reports in futur@his reporing approachs
new as of 7/1/2011, and not run directly on the website: instead, you
R2gyf 21 R RI (Da@ExbortsiTodé Y S/yMiltVeedoro
different Exceltoos 2y S LINBPZJGARSR o6& 12 (2 WY
second tool provided by HUD to run waps such as the new APR and the
HPRP APR. HousingWorks can give both tools to you, but only agency

point persons or administrators should attempt this, as thelgeis

Administration y extensive for the HUD tool.

Data Exports/Tools 4

Quick Reports 4

2. Quick Repors - these are reports about folks who ENTERED or EXITED
during the time period, and so will not generally provide you withtal

Stored Reports ’ population count.Quick Reportare handy for data quality chedks

A Quick Reportgan also be used to count persons who have stayed in a
program longer than 12 months, and so received an ANNUAL
assessment as well.

A ¢KSaS NBLER2NIAa dzZJRFGS Ay WEAGS GAY
corrections and reisit the report, the numbers will upte after you
re-set the dates and click the Apply button.

3. Stored Reports these include the OLD APR report, and the AHAR
report. These reports get memorized, and stay on the site forever, so that
you can go back and look at reports from previous years.
7 TheseNBLI2NIia Ffaz2 dzJRIFGS Ay WEA@BS
corrections and risit the report, the numbers will update
automatically.
1 Stored Reports are also handy for data quality cHecks

| SNBEQa K2 @uickRegortsdA S ¢

1.

N

»

o 0

Sign on with your user name and password.
Look down the lethand side of the page: If you are listed with HousingWorks as the
Gt NPANIY ! RYAYAAGNI G2NES e2dz oAttt asSsS | &

Quick Reportg;Of A O1 (G KSaS 62NR& (2 BdinksiygPupds KSYD b

For each report, click oie appropriatelinké ¥ 2 NJ SEI YL S W{ SNWA OSa

Next, you set the dates for the report you want, example: 20101 to 201612-31 for

the calendar 2010 year.

- Don't touch any of the other 'filters', which are preset to the most common choices. But
82dz O02dzZf R LIAO]l &aLISOAFAO LINRPINIYaEA sKSy ez2d
could just run reports for just ONEogram

Press 'Apply* automatically, you get a list of services provided to people who have EXITED.

Change the answer to the question: "Did client exit?" to "no" and hit the "Apply" button

again. This gets you a list of services for peofie @D NOT exit.
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7.  Print the two reports and add them together for a total list of services.

| SNBQa K 2 $torad RdertDA S ¢

1. Sign on with your user name and password.
2. Look down the lefhand side of the page: If you are listed with HousingWorks as the
Gt N23INI Y | RYAY keddishction thaidays: € 2dz oA f f

StoredReportscOf A O] (1 KS&S 62NRa (2 SELI:YR GKSY® b
Create a Report
View Your Reports

3. Clickthdink: View Your Reports I yR &2dzQff &aSS | fArad 2F ¢
ONBI 1SR F2NJ &2 dagpottstconiad ds atRigpyri@ihousingviorks. nge
call617504np1tT YR ¢6SQff aSdi GKSY dzLio

4. We prefer to create thé&tored ReportsPleaseask us to do so, rather than create them
yourselves. If you ardead set on creating your own reportsg sure to name them exactly
as the examples shown just alwhere you create them. Otherwise, we will delete them!

HOW TO RUN REPORTS USING THE HUD HMIS GENERATION
TOOL

Agency Point Persons and CoC Administrators, will need to sign up for a training session using the
Help Session (or a refresher sessiorthwiousingWorks, once this tool is released. It requires

a particular version of MS Excel and some tricky set up.

HUD may change the set up requirements with no warning but at the moment, here are some of
their requirements:

1 Youneed a computer witla lot of memoryandwith a 32bit operating system, noa 64-bit

operating system

Excel 2007 is the only version that will wagrnd even it needs some usual settings.

There arethree stepsto the process:
o downloading8 or 9excel filefrom our websdie;
0 pasting the data into an Excel Tool created by HVK SNBE A (0 3 Sandh WYl &
o importing those massaged files into the HUD tool

1 The files must haveery specific names, specific column titles, and a very specific column
orderin eachdatafile,2 NJ St &S (KS 1! 5 (22t 62y Qi 62NJ] @

1
il
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WHEN THE HUD-GENERATED REPORT TOOL FINDS A MISTAKE

Look at these twseparate tables frona sampleAPR(which is telling us there are mistakes}hen
on the next page, look at themcomeBenefits.csthat causedhese flawedeport answers:

Total number of Adult Records 25

Total number of Unaccompanied Youth Records 0

Total number of Leaver Records 18

Total Don’t % Don’t Know/
Data Element Applies to: Know/Refused Total Missing Refused % Missing
|First Name All clients 0.0%
Last Name All clients 0.0%
SSN All clients 0 0 0.00% 0.0%
|Date of Birth All clients 0 0 0.00% 0.0%
|race All clients 0 0 0.00% 0.0%
Ethnicity All clients 0 0 0.00% 0.0%
Gender All clients 0 0 0.00% 0.0%
Veteran Status Adults only 0 0 0.00% 0.0%
|Disabling Condition All clients 0 0 0.00% 0.0%
IResidence Prior to Program Entry Adults & UY 0 0 0.00% 0.0%
IZip Code of Last Permanent Address Adults & UY 0 0 0.00% 0.0%
lHousing Status (at entry) All clients 0 0 0.00% 0.0%
Income and Sources (at entry) All clients 0 P 0.00% 0.0%
Income and Sources (at exit) All Leavers 0 ( 4 ) 0.00% 22.2%
[Non-Cash Benefits (at entry) All clients 0 X 0.00% 0.0%
[Non-Cash Benefits (at exit) All Leavers 0 ( 4 \ 0.00% 22.2%
Physical Disability All clients 0 N’ 0.00% 0.0%
|Developmental Disability All clients 0 0 0.00% 0.0%
ICh.ronic Health Condition All clients 0 0 0.00% 0.0%
|grviams All clients 0 0 0.00% 0.0%
IMemal Health All clients 0 0 0.00% 0.0%
ISub-'smnce Abuse All clients 0 0 0.00% 0.0%
}Domestic Violence Adults & UY 0 0 0.00% 0.0%
Destination All Leavers 0 0 0.00% 0.0%
Comparison of Client monthly cash-income amount at program entry with program exit
Number of Number of Number of | Average Change
Client monthly cash- Number of Adults with Adults with Adults with (%) in Monthly
income amount at Number of Number of | Adults with Less| Same Income at | More Income at Unknown Income Per
Jperogram entry Adults at Entry | Adults at Exit | Income at Exit Exit Exit Income Change Adult
[No income 0 0 _ 0 0 0 -
$1-—3150 2 0 0 0 1 0 $739.50
5151 — %250 0 0 0 0 0 0 -
5251 — $500 0 0 0 0 0 0 -
5501 — %750 5 3 0 3 2 0 $232.00
$751 — $1.000 8 6 0 4 2 ] $42.75
$1.001 —$1.250 1 2 0 1 0 0 $0.00
$1.251 —$1.500 0 2 0 0 0 0 -
$1.501 —$1.750 0 0 0 0 0 0 -
$1.751 —$2.000 1 0 0 0 0 0 $0.00
$2.001 or more 1 1 0 1 0 0 $0.00
Jinformation Missing 0 ( 4 ) “
N
Total number of adults 18 18 0 9 5 0 $165.61
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Now, open the IncomeBenefits.csv and note these columns: you see that this nostaks when
data entry staffstatethat there IS an income sourgdaut then fail to specifyhow much money comes
from that source

PersonalldentificationNumber IncomeBenefitType SourceCode MonthlyAmount DataCollectionStage

JLBMO052162 1 2 850 1 (entry)
JLBMO052162 1 2 850 2 (annual)
! JLBM052162 1 1 3 (exit)
2 JLBM052162 1 2 1 3 (exit)
3 JLBM052162 1 2 850 3 (exit)
* JLBM052162 2 2 1600 1 (entry)

! Bad on the Exit Assessmentlab fieldsad "yes" but noincome was indicated
qchangingthe job fieldanswér2 ay2¢ FAESR (KS LINRof SYo

Bady 2y (GKS 9EAG 'aasSaavySyid + w2o FASER al AR e
chyS R2tfFNJ A& y2i YSEYAYyITdzA A WREEBIA yAK GKSDA oI éd FS

¥ Good Unempoyment fieldsays "yes" and kgitimate amount of moneyasrecorded

“Bad on the Entry Assessment ti®tal Monthly Incomel’ by 2h o6dzi Y2y GdKfe AyO2YS

also,theJobfieldi AR ay2¢é¢ odzi 2206 AyO2YS ¢gla tftAaliSRoD
¢ changing theTotal Monthly Incomeli 2 a & S & ¢ [JgbRieldiokyesyfi@d thieBecdnd Boblem

Solution: To locate and fix which clients have this sort of flaw, sortitttemeBenefitscsvby

columrs; DataCollectionStagand IncomeBenefitType! £ f (G KS mMa O0AYRAOFGAY3
will appear atthetopCAY R | y& NRgad oKSNB GKSNB A& | amé 0
a2YSUKAY3 NRARRAOdzZ.2dza tA1S | abmé | yasgSN
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HOW TO USE THE HIC/PIT DATA COLLECTION CHART - A

1. 526yt 2R (GKS 9 EOSIC arl PIDRepdBtyOharddE tf T SSRFNR Y (0 KA
http://www.housingworks.net/hmis/HIC PIT Reportifghartxlt

. Make sureall CoC programs (McKinneyento, ESG, HPRP, Voluntary, etc.) are listed in the
appropriate section of the documentPSH, ES, TH, HPRP, and ESG.

. Distribute the HIC and PIT Reportir@@hartto all interested partiesbefore your January PIT
adventure. Have every agency that provides either HIC or PIT data type answers into the
Excel Chart and email it back to you. Include the following instructions when you email the
chart.

a. Open theHIC and PIT Reportir@hartand locate cell BZType the name and agency of
the person who is entering answers into this document.

b. Click on any of the programs listed in Col B, then tab across to enter or change any
numbers note that you will only be ablto type in cells that are white; the colored
cells are locked. As you type in the white cells, the totals in the colored cells-will re
calculate automatically.

c. 2 KSy @2dzQNF FTAYAAKSR SyuSNAy3a RIoh 2y |
legal size papr so that you have a paper coppne program will span five pages, so
lay the pages side by side to get the whole picture of one program.

ALTERNATE APPROACH TO COLLECTING HIC/PIT DATA - B

1. DisNA 6dzi S GKS R2OdzY $ il OG I fgidgrEm2 anShial@itterh ype into

it and return it to you via email

http://www.housingworks.net/hmis/HIC PIT CAPACITY.dot

. Use these completed HIC_PIT_Capacity documents to contpéetélC and PIT Reporting
Chart.xlt mentioned in the top half of this page.

. Send the completed HIC and PIT Reporting Chart to HousingWorks. Arrange a time to visit the
www.hudhdx.infowebsite with HousingWorks sffao that you can complete your PIT and

HIC charts. HUD sets aside a specific month each year for this work, but the month is never
consistent. However, this is your own chance to provide this info, and this info is important as
it will affect your AHAR, ®FA, and APRs!
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http://www.housingworks.net/hmis/HIC_PIT_Reporting_Template.xlt
http://www.housingworks.net/hmis/HIC_PIT_CAPACITY.dot
http://www.hudhdx.info/

HOW TO FILE REPORTS ON hudhdx.info

HI C and PI T data: How to import | ast

FRIDAY, APRIL 20, 2012

iglly | ; vV g
U.S. Department of Housing and Urban Development ° «
Secretary Shaun Donovan %

Homelessness Data Exchange

Date of the Housing Invento e o
s

Search |

Overflow._HMIS Overfiow  PIT Total _ Wilization
Beds Bads Count  Beds. Rate.

Row Prog.

Organk. “~a CH Year Round Total Seasonal
Sar#  Year Type Name. e 8 Vamto Beds  Beds Beds

us

Department of Housing and

451 7th Streat S W.. Washington, DC 20410

Telephone: (202) 708-1112 (202)708-1455
Eind the address of the HUD office near you
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