
1 of 40 

HMIS/HPRP Instruction Guide Version date: 3/15/2014 
 

TABLE OF CONTENTS 
To jump to a particular page, hold down the CTRL key and click on the page number with your mouse. 

 

TO ENTER AN INDIVIDUAL OR HOUSEHOLD (ALL USERS): ....................................................................... 3 

TO EXIT AN INDIVIDUAL OR HOUSEHOLD (ALL USERS EXCEPT BED REGISTER) ...................................... 3 

STUDY THE STANDARD TASKS SECTION OF THE LEFT-HAND MENU ....................................................... 4 

YOU MUST REPORT INCOME AND BENEFITS IN DIFFERENT WAYS ......................................................... 5 

HOW TO REPORT INCOME ................................................................................................................................. 5 

HOW TO REPORT BENEFITS ............................................................................................................................. 6 

CLIENTS WHO STAY IN YOUR PROGRAM > 12 MONTHS (ALL USERS) ..................................................... 8 

TO UPDATE AN EXISTING CLIENT ............................................................................................................. 9 

IMPORTANT NOTES FOR ALL USERS: ..................................................................................................... 10 

OVERVIEW AND SETTING UP YOUR COMPUTER ................................................................................... 11 

DETAILED STEPS FOR FIRST-TIME USERS ............................................................................................... 12 

WORK FLOW - for ENTERING CLIENTS into the system ......................................................................... 13 

WORK FLOW - for UPDATING client information .................................................................................. 14 

1. To correct mistakes, or add missing information. 14 

2. A client/household gains or loses family members during your program time. 14 

3. A household member was accidentally left off when the information was added. 14 

 SPECIAL CIRCUMSTANCES THAT REQUIRE YOU TO READ CAREFULLY ................................................. 14 

1. If a client/household returns 15 

2. If the client is entered into the wrong program (accidentally) 15 

3. If the household unexpectedly grows or shrinks 15 

POSTER: UNDERSTANDING THE WORKSHEET ....................................................................................... 16 

POSTER: WHAT THE WORKSHEET SHOULD LOOK LIKE (Households) ................................................... 17 

POSTER: UNDERSTANDING THE WORKSHEET (Individuals) .................................................................. 18 

DATA EXPORTS - FOR SHARING WITH OTHER HMIS SYSTEMS .............................................................. 19 

DATA EXPORTS - FOR PERFORMING DATA QUALITY REVIEWS ............................................................. 20 

¢ILbD{ ¢I!¢ {/w9² ¦t w9thw¢{  ό{h 5hbΩ¢ 5h ¢I9aύ ................................................................... 21 

SCREWING UP DATES IN HMIS: 21 

SCREWING UP DATES IN HPRP: 22 

HPRP: WHAT TO DO WHEN YOU GIVE MORE MONEY TO THE SAME CLIENT 22 



2 of 40 

HOW TO USE THE BED REGISTER ........................................................................................................... 23 

STEP BY STEP INSTRUCTIONS for the BED REGISTER: ............................................................................ 24 

HOW TO ENTER CASE MANAGEMENT NOTES ....................................................................................... 24 

THE HOUSINGWORKS HELP SCHEDULE ................................................................................................. 25 

HOW TO CHECK DATA QUALITY ............................................................................................................. 26 

COMPLETE LIST OF HMIS REPORTS ........................................................................................................ 27 

QUICK REPORTS 27 

OTHER QUICK REPORTS 28 

MEMORIZED REPORTS 29 

APR Generation Tool ς provided by HUD 29 

ADMINISTRATIVE MONITORING REPORTS 29 

STAFF SELF-MONITORING REPORTS 30 

HOW TO RUN REPORTS on HW site ....................................................................................................... 31 

HOW TO RUN REPORTS USING THE HUD HMIS GENERATION TOOL .................................................... 32 

WHEN THE HUD-GENERATED REPORT TOOL FINDS A MISTAKE .............................................................. 33 

HOW TO USE THE HIC/PIT DATA COLLECTION CHART - A ..................................................................... 35 

ALTERNATE APPROACH TO COLLECTING HIC/PIT DATA - B ................................................................... 35 

HOW TO FILE REPORTS ON hudhdx.info ................................................................................................ 36 

HIC and PIT data: How to import last yearôs data ............................................................................................... 36 

TROUBLESHOOTING: .............................................................................................................................. 37 

HOW TO FIX DATES IF THEYôRE INCORRECT (RARE) .................................................................................. 37 

ASSESSMENTS ARE MISSING, OR ATTACHED TO WRONG ENTRY RECORD .......................................... 38 

YOUR OWN COMPUTER NETWORK MAY START SABOTAGING YOUR WORK ......................................... 39 

HOUSINGWORKS AUTOMATED EMAIL REMINDERS ............................................................................. 40 

OUR CONTACT INFORMATION .............................................................................................................. 40 

file:///C:/Users/hw4/Desktop/HousingWorks/HMIS/_%20Training%20Documents/Info%20for%20All/HMIS_Guide.docx%23_Toc383509634


3 of 40 

TO ENTER AN INDIVIDUAL OR HOUSEHOLD (ALL USERS): 
 

1.  Find the Entry Wizard in the left-hand column. After choosing the appropriate 
link (Individual or HH of 2 or more), follow all instructions carefully. Failing to 
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 stopping; never stop mid-way through the process!  

3. As you move through the pages, look for the άƭƛƎƘǘ ōǳƭōέ ǎȅƳōƻƭ ŀǘ ǘƘŜ ǘƻǇ ƻŦ 
each page and do what it tells you what steps and which person to do next.  

4. Note: if you accidentally clicked the wrong link at the left (your client is an 
individual and you chose the family link by mistake), you must complete what 
you did and then contact HW to delete it. Save yourself time: be sure to always 
click the correct link. 

 

TO EXIT AN INDIVIDUAL OR HOUSEHOLD (ALL USERS EXCEPT BED REGISTER) 
If you are using the Bed Register, skip this and see page 21 - STEP BY STEP INSTRUCTIONS for the BED REGISTER 

 
1. Find the Exit Wizard in the left-hand column. After choosing the appropriate 

link (Ind or HH of 2 or more), follow all instructions carefully.   

ü hƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭǎ ƻǊ ƘƻǳǎŜƘƻƭŘǎ 
who have not yet been exited (see picture below). Read all the 
information next to the light bulb at the top of the page before 
proceeding!  Then click on the name of the client or household you wish 
to exit and complete all the pages before stopping; never stop mid-way 
through the process!  

 

 

 

 

 

2. !ǎ ȅƻǳ ƳƻǾŜ ǘƘǊƻǳƎƘ ǘƘŜ ǇŀƎŜǎΣ ƭƻƻƪ ŦƻǊ ǘƘŜ άƭƛƎƘǘ ōǳƭōέ ǎȅƳōƻƭ ŀǘ ǘƘŜ ǘƻǇ ƻŦ 
each page and do what it tells you what steps and which person to do next. 
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STUDY THE STANDARD TASKS SECTION OF THE LEFT-HAND MENU 
 

The left-ƘŀƴŘ ƳŜƴǳ ƛǎ ǉǳƛǘŜ ƭƻƴƎΣ ǎƻ ǿŜΩǾŜ ōǊƻƪŜƴ ƛǘ Řƻǿƴ ƛƴǘƻ ǘǿƻ ǎŜŎǘƛƻƴǎ ƻƴ ǘƘƛǎ ǇŀƎŜΦ  
The one thing you need to learn about this menu:  
ü no matter what your situation, everything you need in the left-hand menu! 
ü When we say everything, 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 corrections, you can ask HW to Transfer Clients to another 
program, you can run reports, you can request reports. Got it? Everything is here. 
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YOU MUST REPORT INCOME AND BENEFITS IN DIFFERENT WAYS 

HOW TO REPORT INCOME 

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

¶ If you list an income source, you will always be required to put how much money comes from 
ǘƘŀǘ άƛƴŎƻƳŜ ǎƻǳǊŎŜέ  

¶ WHY: If you list the 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). 

¶ Look at the HUD APR report table below ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ Ƙƻǿ ǘƘŜ Řŀǘŀ ȅƻǳ type gets reported to 
HUD. 

 

HUD APR report table - how the data you enter gets reported to HUD 
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HOW TO REPORT BENEFITS 

¶ Generally, you list benefits with EVERY HOUSEHOLD MEMBER.  
 
Example: a family of 5 gets Food Stamps, Medicaid, a Rental Voucher, and WIC.  
 
²ƘŜƴ ȅƻǳ ŀǊŜ ŀƴǎǿŜǊƛƴƎ ǘƘŜ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ōŜƴŜŦƛǘǎΣ ȅƻǳ ŀƴǎǿŜǊ ά¸Ŝǎέ ŦƻǊ ŀƭƭ ŦƛǾŜ ƘƻǳǎŜƘƻƭŘ 
members.   
 
Note that in the Example Family listed below, there is a unique benefit provided to the client 
called Orange, Bert (see last column on the right). This benefit 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 unusual this ƛǎΣ ǘƘŜ άhǘƘŜǊ .ŜƴŜŦƛǘ ƭƛǎǘŜŘ ŦƻǊ 
Orange, Bert is ΨFree, weekly acupuncture sessions for a pre-existing health condition, 
provided by a neighboring Acupuncture ClinicέΦ Clearly, the other family members are not 
getting this same benefit! 

 

Orange, Jack 

Orange, Alice 

Orange, Bert 

Orange, Kayla 

Orange, John 
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[ƻƻƪ ŀǘ ǘƘŜ I¦5 !tw ǊŜǇƻǊǘ ǘŀōƭŜ ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ Ƙƻǿ ǘƘŜ Řŀǘŀ ȅƻǳ ŜƴǘŜǊ ƎŜǘǎ ǊŜǇƻǊǘŜŘ ǘƻ I¦5.  This 
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 adults (assuming there is one child in each 
household) . You can see that 29 adults are getting food stamps, but only 3 children. 
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CLIENTS WHO STAY IN YOUR PROGRAM > 12 MONTHS (ALL USERS) 
 

1. Find the Annual Assessments Wizard in the left-hand column. Note it is the THIRD item; 
use this Wizard after you have EXITED all clients for the year. 

2. 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 before. Our new feature helps you do this correctly.  

ü Example: Suppose someone has been in your program since 2003. When you click the 
wizard, it will automatically create an Annual Assessment and insert the correct 2004 
date into the form (this date will be 365 days later than the Entry Date) - you should 
complete the rest of that page and save it. Then, the system will automatically force  
you to do the same thing for the 2005 year. Then the 2006 year, up to the Exit Date /  
the present time.    This Annual Assessment feature will automatically copy the previous 
ȅŜŀǊΩǎ ASSESSMENT answers into the next year (but you may need to change this 
information if the client's answers has changed since the previous year). 

3. You will have to create annual assessments for everyone who hasn't left.  So 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!  This would be a waste of time and 
cause the report to be wrong, because the people left in 2010 and so shouldn't have 
Annual Assessments for 2011 and 2012.   SOLUTION: be sure to use the EXIT Wizard in 
the left - hand menu first: This will ensure that you do the fewest possible Annual 
Assessments, saving you time. 

4.  When you use the new 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 empty! 

 
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! 

 

 



9 of 40 

TO UPDATE AN EXISTING CLIENT  
An update usually means: Deleting a duplicate client, or Correcting Mistakes and Omissions.  
Some updates required you to visit multiple links.  The menus in the left-hand column of 
every webpage show you the correct order to use for each kind of update: 
 

 
 
 

Deleting a duplicate record 
 
 
 
 
 

Correcting Mistakes including Case Sensitivity  
 



10 of 40 

IMPORTANT NOTES FOR ALL USERS:  
 

¶ 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 paper HMIS Intake form is complete up to the 
Exit Section. Later, when the client exits, complete the Exit Section of the HMIS Intake form 
before entering Exit Data into the website. 

¶ Keep your HMIS Intake form filed alphabetically όŘƻƴΩǘ Ƨǳǎǘ ǘƘǊƻǿ ŀƭƭ ǘƘŜ !Ωǎ ǘƻƎŜǘƘŜǊΗύ 

¶ Always use the official HMIS Intake form, to make sure you collect ALL the required info;  

¶ When filling out the paper Intake form, don't handwrite      instead, you must b l o c kp r i n t    

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 a mistake. 

¶ Don't list a client as "Joe" if his legal name is "Joseph" 

¶  Always get the full middle name for every client. 

¶ A personΩǎ ƴŀƳŜ should appear only once on the worksheet in your ClientID tab. If you see 
ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ǘǿƛŎŜ ƻƴ ǘƘŜ Client ID tab, you need to contact us immediately (a fax is the 
best way to contact us: our fax number is 617-536-8561) 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 once the baby is given a name). Never ŜƴǘŜǊ ŀ ŎƭƛŜƴǘ ƭƛƪŜ ǘƘƛǎΥ ά{ƳƛǘƘ WƻƘƴ нέΣ ƻǊ 
ΨW {ƳƛǘƘέΣ ƻǊ ά.ŀōȅ ώƴƻ ƭŀǎǘ ƴŀƳŜϐέΦ 

¶ Deciding whether the client a household or an unaccompanied individual is 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, look for the            graphic at the top of each page: it will 
generally tell you what to do next. 

¶ Complete all the pages for that household before beginning another Look Up! 

¶ LŦ ŀ ƘƻǳǎŜƘƻƭŘ ŎƘŀƴƎŜǎ ƛƴ ǎƛȊŜ ŘǳǊƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ ǎǘŀȅ ǿƛǘƘ ȅƻǳΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ŜȄƛǘ ǘƘŜƳ and 
then re-enter them as a different sized household using the ƴŜȄǘ ŘŀȅΩǎ ŘŀǘŜ.  There is no 
simpler or legal way around this requirement 
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 OVERVIEW AND SETTING UP YOUR COMPUTER 
  This section is for all programs except those using our Bed Register  

 
 

 You will need our paper Intake Form to collect these five areas of info for every adult and child: 
 

A name for the household, followed by  
A list of the household members:  
Skip this step if your client is an Unaccompanied Individual 

The Smith_Alice-Rodriguez household: 
¶ Alice Smith 

¶ Juan Rodriguez-Smith 

¶ Betty Smith 
 

Demographics: Name, SSN, DOB of all HH members. 
 

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

 

Assessments at Entry and at Exit:  Cash, Benefits, and Health Conditions. 
 

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

 
 Print out the Paper Intake form ς there is one for individuals and one for families: 

 

¶ Unaccompanied Individuals use a different shorter Intake Form 
than Families. Both forms are online and accessible from the left 
hand menu of our website. 

¶ Practice the form by interviewing yourself or a fake client. 

¶ Note the Release forms (federal and state) ς keep one or use 
your own in-house version. 

¶ The Intake Forms include a Poster that you must print and stick 
on your wall. 

 
 After the paper Intake Form is complete except for the Exit Information, go to our website 

and enter the data from the Intake Form into the website. Each page of our website 
corresponds to a section of the paper Intake Form. By breaking the data down into sections, 
we make it easier for you to do your work. The sections are: 

 
o Client Demographics 
o Entry/Exit Info 
o Assessments of Cash Income/Benefits/Health Conditions 
o Services Provided 
o IƻǳǎŜƘƻƭŘ bŀƳŜ ŀƴŘ ƭƛǎǘ ƻŦ II ƳŜƳōŜǊǎ όȅƻǳ ǿƻƴΩǘ see this section if you only 

work with Unaccompanied Individuals) 
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DETAILED STEPS FOR FIRST-TIME USERS 
If you have scheduled, or taken, a training with HousingWorks, you can ignore this page. 

 
STEP ONE:  Schedule the 60-ƳƛƴǳǘŜ άWǳƳǇ-{ǘŀǊǘ ǿƛǘƘ WƻƘƴέ 
 

1. This is required for ALL users 

2. ¸ƻǳΩƭƭ ōŜ ŘƻƛƴƎ real data entry within 5 minutes. 

 
STEP TWO:  John can help you put these four items on your desktop ŘǳǊƛƴƎ ǘƘŜ άWǳƳǇ-{ǘŀǊǘέ.  

 p. 3 1.  HMIS Guide Print out this n-page document right now and 
stick it on the wall next to your computer. 

2. HMIS Video Lessons  Create a shortcut on desktop (NOTE: your 
computer ƴŜŜŘǎ ǘƻ ƘŀǾŜ ΨŀǳŘƛƻ ŎŀǇŀōƛƭƛǘƛŜǎΩ in 
order to watch the movie.) 

3.  My HMIS Data TƘǊƻǿ ǘƘƛǎ 9ȄŎŜƭ ŦƛƭŜ ŀǿŀȅ ǿƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΦ 

 

4.  
 

HMIS Website  
 

Create a second shortcut on desktop: 
http://hmis.housingworks.net 
First time users: create a password now 

 
 

5.  
 

Revised Intake Form  
 

http://hmis.housingworks.net/static/HMIS-P-Ind.doc 
 
http://hmis.housingworks.net/static/HMIS-P-Fam.doc 

 
 

 
STEP THREE:  Practice the Work Flow (see next pages). 
 
1. Work Flow means: Do things in this order so that your work will be easier and faster - 

plus, ȅƻǳΩƭƭ avoid mistakes.  
 
2. The quickest way to develop the new Work Flow is to 1) do the Jump Start with John; or 

2) read this guide a couple of times, or 3) watch the video(s) a couple of times. ²ŜΩǊŜ 
asking for a few minutes of your life that can save you hours of your life. J 

http://hmis.housingworks.net/
http://hmis.housingworks.net/static/HMIS-P-Ind.doc
http://hmis.housingworks.net/static/HMIS-P-Fam.doc
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WORK FLOW - for ENTERING CLIENTS into the system 
This is a detailed guide on άIƻǿ ǘƻ ŜƴǘŜǊ ŎƭƛŜƴǘǎέ ς it is only useful for people who enjoy step-
by-step directions! 

 
1. Interview your clients, using our new paper Intake Form. This Intake Form contains all the 

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

 
If you only work with Unaccompanied Individuals* : 

www.housingworks.net/hmis/HMIS-p-Ind.pdf  
 
If you only work with Families* : 

www.housingworks.net/hmis/HMIS-p-Fam.pdf  
 

If you work with BOTH Unaccompanied Individuals AND Families, you may want to use the 
Families form for every client, as this will be less confusing if you stick with just one form. 

 
 
 
2.  ²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ǇŜǊŦƻǊƳ Řŀǘŀ ŜƴǘǊȅ ƻƴ ƻǳǊ ǿŜōǎƛǘŜΣ Ŏlick the shortcut on your 

desktop called HMIS website, then sign in with your user-name and your password. It takes 
you to: 

 
https://hmis.housingworks.net.    
 
bƻǘŜ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ƴƻ άǿǿǿέ ƛƴ ǘƘƛǎ ŀŘŘǊŜǎǎέΗ 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
3. To enter new clients, you must use the Entry Wizard link(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. 

  
  

http://www.housingworks.net/hmis/HMIS-p-Ind.pdf
http://www.housingworks.net/hmis/HMIS-p-Fam.pdf
https://hmis.housingworks.net/
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WORK FLOW - for UPDATING client information  
There are generally four 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 clicking one of the links, found at the top of every page.                   
aƻǎǘ ƻŦǘŜƴ ȅƻǳΩll use the link that is circled in the picture below: 

 

 
 
 

1. To correct mistakes, or add missing information. 

 
 Refer to p. 2 of this guide to see what and how to make these changes. 
 

2. A client/household gains or loses family members during your program time. 
 OVERVIEW: In this unusual case, you must first exit the original client or household, and then enter the 

new-sized client/household with a later entry date!  
 
Example: Alice Smith arrived alone on July 1. A few weeks later, on July 15th, she was joined by her two daughters, 

and they are all three still in your program: 
o Enter Alice first as an Unaccompanied Individual with an entry date of July 1 and an exit date of July 15

th
. 

o Next, enter the Smith Household as a Household, with an entry date of July 16
th,

 and no exit date at present. 

3. A household member was accidentally left off when the information was added. 
 OVERVIEW: In 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 assessments for them. 

 
 STEP BY STEP: 5ƻ ŀ  άƭƻƻƪ ǳǇέ ƻƴ ǘƘŜ ƳƛǎǎƛƴƎ ƳŜƳōŜǊΦ  
 If found in the Lookup, pull them into the program. Then go to the Household tab and type part of the 

ƴŀƳŜ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ƛƴǘƻ {ǘŜǇ нΥ ǘƘŜ ƴŜǿ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ǎƘƻǳƭŘ ŀǳǘƻ-complete. Because the household already 
Ƙŀǎ ŀƴ 9b¢w¸ ǊŜŎƻǊŘ ŀƴŘ ŀ {9w±L/9 ǊŜŎƻǊŘΣ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ Řƻ ŀƴȅǘƘƛƴƎ ƻƴ ǘƘƻǎŜ ǇŀƎŜǎΦ .ǳǘ ȅƻǳ 5h ƘŀǾŜ 
to create an Entry Asessment for this one client and possibly an Exit Assessment if the household (and 
therefore that client) has left.  

 If not found in the Lookup, enter only their demographics in, by filling in the clientID page and hitting SAVE 
ς immediately after that, stop! Do not continue filling in the Entry/Assessment/Service Pages. Instead,  go 
to the Household tab and type pŀǊǘ ƻŦ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŎƭƛŜƴǘ ƛƴǘƻ {ǘŜǇ нΥ ǘƘŜ ƴŜǿ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ǎƘƻǳƭŘ ŀǳǘƻ-
ŎƻƳǇƭŜǘŜΦ .ŜŎŀǳǎŜ ǘƘŜ ƘƻǳǎŜƘƻƭŘ ŀƭǊŜŀŘȅ Ƙŀǎ ŀƴ 9b¢w¸ ǊŜŎƻǊŘ ŀƴŘ ŀ {9w±L/9 ǊŜŎƻǊŘΣ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ Řƻ 
anything on those pages. But you DO have to create an Entry Asessment for this one client and possibly an 
Exit Assessment if the household (and therefore that client) has left.  
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 SPECIAL CIRCUMSTANCES THAT REQUIRE YOU TO READ CAREFULLY 

1. If a client/household returns 

¶ Do the Lookup Client again 

¶ The webpage will tell you the client is already in the program, and to click on the 
ŎƭƛŜƴǘΩǎ ƴŀƳŜ ǘƻ ǳǇŘŀǘŜΦ 

¶ Click on the name and follow all the steps (very similar to the first time you 
entered this client/household into your program). Do not stop ς or begin another 
ŦŀƳƛƭȅΩǎ ǿƻǊƪύ ǳƴǘƛƭ ŀƭƭ ǇŀƎŜǎ ŀǊŜ ŎƻƳǇƭŜǘŜΦ 

 
  

 

2. If the client is entered into the wrong program (accidentally) 

5ƻ bh¢ ŜƳŀƛƭ ǳǎ ōŜŎŀǳǎŜ ŜƳŀƛƭ ƛǎ ƴƻǘ ŀ ǎŜŎǳǊŜ ǿŀȅ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ŀ ŎƭƛŜƴǘΩǎ ǇŜǊǎƻƴŀƭ 
information.  Use this form to Fax HousingWorks, asking  us to move the client or the 
household to another program. (you can NOT do this yourself). This form is available in the 
left-ƘŀƴŘ ƳŜƴǳ ƻŦ ǘƘŜ ǿŜōǎƛǘŜΣ ƴŜŀǊ ǘƘŜ ōƻǘǘƻƳΣ ŀǎ ά!ǎƪ I² ǘƻ ¢ǊŀƴǎŦŜǊ /ƭƛŜƴǘǎέΦ  
 
http://www.housingworks.net/hmis/TransferClientRecords.dot    
 

  In your fax, provide ǳǎ ǿƛǘƘ ǘƘŜ ŎƭƛŜƴǘΩǎ: 

¶ PIN (this code is associated with the client name, and is on the clientID page 

¶ ǘƘŜ ƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩǎ ƴŀƳŜ and the names of all other household members. 

¶ the Program Entry Date. 

¶ Which program needs to have the data REMOVED, and which program needs to 
have the data ADDED. 
 

3. If the household unexpectedly grows or shrinks 

 

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

http://www.housingworks.net/hmis/TransferClientRecords.dot
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POSTER: UNDERSTANDING THE WORKSHEET 
 

We designed the worksheet to help you locate mistakes, double entries, and omissions. You can fix MOST mistakes by yourself - in other 
cases, you will need HousingWorks staff to fix other mistakes. IŜǊŜΩǎ Ƙƻǿ ǘƻ ƭƻŎŀǘŜ ƳƛǎǘŀƪŜǎ in your work: 
 

1. Sign on to hmis.housingworks.net and enter your username and password. 
2. On the worksheet, click the link: View / Download Client Data (located near the top center of the page).  
3. Study the balloons below, so that you understand what to look for on each tab.  
4. If you want to download client data, ǊŜŀŘ ǇΦ ннΥ άIƻǿ ǘƻ 5ƻǿƴƭƻŀŘ 5ŀǘŀ ƛƴ 9ȄŎŜƭ ŦƻǊƳŀǘέ - and do this same checking while in Excel. 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 HOUSEHOLD Tab, 

individual members of a household 
will be listed together by the 
household name. 

 

Apple, 
Jane 

Banana
, Jack 

On the SERVICES Tab, you may see 
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 CLIENT ID Tabs, you 

should see the names of 
unaccompanied individuals, and 
also the names of each individual 
member 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. 
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POSTER: WHAT THE WORKSHEET SHOULD LOOK LIKE (Households) 

 
 
 

If you work with households > 1 person 
 
 
 
 

CLIENT ID HOUSEHOLD ENTRY ASSESSMENTS SERVICES 
 

Apple, Arthur 

Apple, David 

Apple, John 

Banana, Alice 

 
 
 

 
 
 

Banana_Alice-Apple Household 

Banana_Alice-Apple Household 

5/22/2008 12/15 2008 
 
 

Banana_Alice-Apple Household 
4,15/2009 ς 7/22/2010 

Apple, Arthur 

Apple, David 

Apple, John 

Banana, Alice 

 

Apple, Arthur 

Apple, David 

Apple, John 

Banana, Alice 

Entry Assessment 

Entry Assessment 

Entry Assessment 

Entry Assessment 

 

Exit Assessment 

Exit Assessment 

Exit Assessment 

Exit Assessment 

Banana_Alice-Apple Household   
Housing 
 
Banana_Alice-Apple Household 

Case Mgmt 
 
Banana_Alice-Apple Household 

Housing Search Info 
 
Banana_Alice-Apple Household 

Legal Services 

We should never 
see the same 
person more than 
once! 

Might show the same HH more 
than once if they came back 

multiple times 

The same HH should show more 
than once if they came back 
multiple times  

 
 
 

A household of 4 =8 assessments. 
If they come back, then we should see 16 

assessments 

 
This household received FOUR 
services 
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POSTER: UNDERSTANDING THE WORKSHEET (Individuals) 
 
 
 
 
 
 
 

If you work with 1-person Households (Unaccompanied Individuals) 
 
 
 
 

CLIENT ID HOUSEHOLD ENTRY ASSESSMENTS SERVICES 
 

Banana, Alice  

Banana, Alice  5/22/2008 
12/15 2008 

 
Banana Alice 

4/15/2009 ς 7/22/2010 

Banana, Alice 

Banana, Alice 

Entry Assessment 

Exit Assessment 

Banana, Alice - 
Housing 
 
Banana, Alice  -Case 
Mgmt 

 
 
We should never see 
the same person 
more than once! 

 
 

This should always be blank for 
ά¦ƴŀŎŎƻƳǇŀƴƛŜŘ LƴŘƛǾƛŘǳŀƭǎέ 

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

 
 
 

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

assessments 

 
 
This person received TWO 
services 
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DATA EXPORTS - FOR SHARING WITH OTHER HMIS SYSTEMS  
 
Sign on to the website and scroll down the left-hand menu to find HUD csv Data Exports. 

 
The first set of links export data in the HUD approved csv format. You can use 
these to share data with other HMIS systems that use the HUD approved format.  
  
 
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/DS-noCommandButtons.xltm    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, ever! These files 
contain sensitive client information and it is never safe to email 

these files. 

http://www.housingworks.net/hmis/DS-noCommandButtons.xltm
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DATA EXPORTS - FOR PERFORMING DATA QUALITY REVIEWS 
 
Why you might want to download the data in Excel: 
 
1) You can quickly compare which clients are missing an Entry or Assessment or Service 
нύ Itwt ǎǘŀŦŦ Ƴŀȅ ǿƛǎƘ ǘƻ ŎƘŜŎƪ ƛŦ ŀ ŎƭƛŜƴǘ ƛǎ ΨŘƻǳōƭŜ ŘƛǇǇƛƴƎΩ ŦƻǊ ŦƛƴŀƴŎƛŀƭ ǎŜǊǾƛŎŜǎΦ 
 
How to download the data: Sign on and go to the link: Edit / Download Client Data (located near 
the top center of the page). Now look at the 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 excel files ς and note that when you 
ƻǇŜƴ ǘƘŜǎŜ 9ȄŎŜƭ ǿƻǊƪōƻƻƪǎΣ ȅƻǳ Ŏŀƴ ǎƻǊǘ ǘƘŜƳ ŀƴȅǿŀȅ ȅƻǳ ƭƛƪŜΥ ōȅ ŎƭƛŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜΣ ōȅ 
Program Entry date, etc. 
 
1. the Client ID file shows Client Demographics for every single adult and child served. 
2. the Household file shows all the Households ōȅ ŀ ΨƘŜŀŘ ƻŦ ƘƻǳǎŜƘƻƭŘΩ ƴŀƳŜΦ 
3. the Entry file shows the Entry / Exit / HPRP information for housholds and unaccompanied 

individuals. 
4. the Assessment 1 file shows Assessment information for every single adult and child served. Note 

that clients who have exited must show both an Entry Assessment and an Exit Assessment, to be 
ŎƻƳǇƭƛŀƴǘ ǿƛǘƘ I¦5Ωǎ ƴŜǿ IaL{ ǎǘŀƴŘŀǊŘǎΦ 

5. the Services file shows Service information ς 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 download all the Client Demographic Elements, including 
those on client ID 1 and client ID 2) 

 

 



21 of 40 

THINGS THAT SCREW UP REPORTS  ({h 5hbΩ¢ 5h ¢I9a) 

SCREWING UP DATES IN HMIS:  

 
ENTRY and START DATES MUST MATCH!       EXIT and END DATES MUST MATCH! 

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

 
  
 
              
 

     
 
 
   

                    
                  
 

                  
 
                  
 
 

 
WHY ARE THESE DATES IMPORTANT?  
Clients have two kinds of dates:  

1) Program Entry Dates and   
2) Assessment Dates.   

 
The Assessment Date is the date you asked about their income, benefits, and physical/mental/emotional health. You 
are required by HUD to ask this information at the time of Entry and also at the time of Exit.  HousingWorks uses the 
Assessment date to run reports on income at Entry/income at Exit, rather than the Intake Date and Exit Date. Look at 
these two examples: 
 

CORRECT ENTRY (the two dates are the same) 

 
Program Entry Date:      7/15/2008 Program Exit Date:      10/12/2008 
Entry Assessment Date:   7/15/2008 Exit Assessment Date: 10/12/2008 
  

LŦ ŀ ǊŜǇƻǊǘ ŀǎƪǎΥ άƘƻǿ Ƴŀƴȅ ǇŜƻǇƭŜ ŜƴǘŜǊŜŘ ŘǳǊƛƴƎ July 2008 with SSI income, we will use  the άEntry Assessment Dateέ to answer it.               
Because the ŎƭƛŜƴǘΩǎ Entry Assessment date is July 2008, the client will get counted in the report. 

 

INCORRECT ENTRY (the two dates are different) 

 
Program Entry Date:      7/15/2008  Program Exit Date:      2/12/2009 
Entry Assessment Date:   10/25/2009 Exit Assessment Date: 5/21/2009 
 

LŦ ŀ ǊŜǇƻǊǘ ŀǎƪǎΥ άƘƻǿ Ƴŀƴȅ ǇŜƻǇƭŜ ŜƴǘŜǊŜŘ ŘǳǊƛƴƎ July 2008 with SSI income, we will use the Entry Assessment date to answer this 
question. And because ǘƘŜ ŎƭƛŜƴǘΩǎ Entry Assessment date ƛǎ ƛƴŎƻǊǊŜŎǘƭȅ ƭƛǎǘŜŘ ŀǎ άhŎǘƻōŜǊ нллфέΣ ǘƘƛǎ client will not get counted, even 
though the client DID enter in 2008! 

 

Correct:  the Entry Date and the 
ñAssessment at Entry Dateò are 
the same! 

Incorrect: the ñExit Dateò and the 
ñAssessment at Exit Dateò are different - 
so your reports will come out wrong! 
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SCREWING UP DATES IN HPRP:  

THE RULES ABOUT DATES ARE DIFFERENT! 
 

For HPRP, you rarely record the actual intake date. Instead you record only the months in which the client is helped by 
your service.   Therefore, ALL DATES must  ALWAYS BE the  FIRST day or a month or the LAST day of a month. For 
example: if you met someone on Oct 16

th
 and 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 & Service End Dates   must all be recorded as:  01/31/2010 
 
This lets us know that the $1000 was for three months and it tells us what three months the money helped. (Note that the Intake 
date of 10/16 I not recorded ANYWHERE in our software.) 
 
You see that the Service Start Date dictates the other two beginning dates: the 'Program Entry Date' and the 
'Assessment at Entry Date' ς all three dates are always the same, and always the beginning of a month. 
 
The Service End Date dictates the the other two ending  dates: 'Program Exit Date' and the 'Assessment at Exit' Date. ς all three 
dates are 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 every month, as a reminder!) 
 
HUD wants you to record the money in three month intervals. When 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 take no more than five minutes if you do it this way.  
 
1.  Sign on to https://hmis.housingworks.net with your usual username and password. 
 
2.  Find the menus  To Update (All): Click Links. Use the EXIT, ASSESSMENTS, and SERVICES Links to provide complete information about the additional 

money. 
 
3. Go to the EXIT tab 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 the Assessments 1 tab of the worksheet 
   - if you changed the Exit Date  then you need to change the Exit Assessment Date to match. 
 
Find the link: Report Add'l Services in the left hand menu.  Fill out this new page, using new start and end dates, and the next 

amount of money.  Example:  First service:  Jan 1 - Mar 31  $1500 =   $500.00 a month for 
three month 

 New service:  Apr 1 - Jun 30  $1500   =  $500.00 a month for three more months 
 
Alternately, you can instead go to the Service Tab of the worksheet, open  the original service and 
changŜ ǘƘŜ 9b5 5!¢9 ŀƴŘ ǘƘŜ ǘƻǘŀƭ ŀƳƻǳƴǘΣ ǘƻ ƛƴŎƭǳŘŜ ŜǾŜǊȅǘƘƛƴƎ ȅƻǳΩǾŜ ƎƛǾŜƴΦ  Jan 1-Jun 30:      $3000  
=  $500.00 a 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! 

https://hmis.housingworks.net/
https://hmis.housingworks.net/node/add/service
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HOW TO USE THE BED REGISTER 
 
 
ü The bed register is a way to record the specific nights an individual used your beds. It is intended for those 

shelters that might have a different client population every night.  

ü The Bed Register is only usable if you have first used the standard ENTRY WIZARD (found in the left hand menu) 

ǘƻ ƛƴǇǳǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴΥ ŘŜƳƻƎǊŀǇƘƛŎǎΣ ŜƴǘǊȅ ŘŀǘŜΣ ŀǎǎŜǎǎƳŜƴǘǎ ŀōƻǳǘ ƘŜŀƭǘƘΣ ōŜƴŜŦƛǘǎ ŀƴŘ ƛƴŎƻƳŜΣ 

ŀƴŘ ŀ ōŀǎƛŎ ǎŜǊǾƛŎŜ όǳǎǳŀƭƭȅ άIƻǳǎƛƴƎΣ 9ƳŜǊƎŜƴŎȅ {ƘŜƭǘŜǊέΦ  Therefore, you must take the basic 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 with computers 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 this 

form:  http://www.housingworks.net/hmis/Help_Schedule.pdf 

ü Bed Register users must not use Internet Explorer ς ƛǘ ǿƻƴΩǘ ƻǇŜǊŀǘŜ ǇǊƻǇŜǊƭȅ ŀƴŘ ƛǎ ǘƻƻ ǎƭƻǿΦ ¦ǎŜ Google 

Chrome to do this work or Mozilla Firefox. I believe Google Chrome is fastest ς and this is important if you are 

ŜƴǘŜǊƛƴƎ Ƴŀƴȅ ǇŜƻǇƭŜ ŀƴŘ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǎƛǘ ǘƘŜǊŜ ŀƴŘ ŦƛŘƎŜǘ ŦƻǊ ƘƻǳǊǎΦ  

ü The following instructions are for people who are comfortable with the basic ENTRY WIZARD, and who wish to 

use the BED REGISTER while skipping the live training with HousingWorks.  

 

CLICK THE BED REGISTER LINK and NOTE THAT THERE ARE THREE SECTIONS. Use 
them in this order: 
 

Section 1: Look for a light bulb with a message at the top center of the page(this section 
Ƴŀȅ ōŜ ƛƴǾƛǎƛōƭŜ ƛŦ ƴƻ ƻƴŜ ƴŜŜŘǎ ΨŜȄƛǘƛƴƎΩ ŦǊƻƳ ȅƻǳǊ program): 

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 Register. If you see 
such a note, click the link to visit the Bed Register Lapsed page immediately! 
 

Section 2: Below the light bulb, the right-hand column of the page lets you enter clients 
into a bed: 
¢ƻ ǳǎŜ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǘȅǇŜ ŀ ŘŀǘŜΣ ŀ ŎƭƛŜƴǘΩǎ ƴŀƳŜ όƛǘ ǎƘƻǳƭŘ ŀǳǘƻ-complete), and part of a Bed 
name (it should also auto-ŎƻƳǇƭŜǘŜύΦ LŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŘƻŜǎƴΩǘ Ψŀǳǘƻ-ŎƻƳǇƭŜǘŜΩΣ ȅƻǳΩƭƭ ƘŀǾŜ 
to use the Entry Wizard (found in the left-hand menu) to enter their basic information before 
you can use the bed register. 

 

Section 3: The left-hand column 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 of the fields, following the instructions 
on how to properly enter the data. 

 
 

http://www.housingworks.net/hmis/Help_Schedule.pdf
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STEP BY STEP INSTRUCTIONS for the BED REGISTER: 
 
The Bed Register Instructions are in a separate guide and can be downloaded from the left hand 
menu. . .  
 
 
 

 
. . . . or via this link: http://www.housingworks.net/hmis/BR_Instructions.pdf  
 
 

HOW TO ENTER CASE MANAGEMENT NOTES 
 
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" page (the page that stores client name, SSN, dob, etc.) will be visible to 

every program the client accesses. Do 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 that explains 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 easy to review over the years: 
¶ Make your notes very, very short! (see examples, below )  

¶ Enter dates in exactly this way, no exceptions:  yyyy/mm/dd 

¶ Newest notes appear at the top; Oldest notes at the bottom 
  

 
Here is a sample of how the notes might appear over time:   
 
2014/02/09: Arranged transfer to hospital for long-term care. 
2013/12/31: Provided transportation voucher. Applicant did not use it. 
2013/07/09: Arranged transfer to hospital for short-term care. 
2013/06/12: Applicant has attempted recovery at least three times before. Different approach is needed. 
 

 

http://www.housingworks.net/hmis/BR_Instructions.pdf
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THE HOUSINGWORKS HELP SCHEDULE 
 

A.  We offer three kinds of help and set aside thirteen hours every week for HMIS 
and HPRP. ̧ ƻǳ ƎŜǘ ƘŜƭǇŜŘ Ǿƛŀ ŀ άǿŜōƛƴŀǊέ:  

 
1. HELP WITH BASIC DATA ENTRY  
hƴŎŜ ȅƻǳΩǾŜ ŎƻƳǇƭŜǘŜŘ ǎŜǾŜǊŀƭ LƴǘŀƪŜ ŦƻǊƳǎ ǳǎƛƴƎ ƻǳǊ ǇŀǇŜǊ LƴǘŀƪŜΣ ȅƻǳΩǊŜ ǊŜŀŘȅ ŦƻǊ 
this class. 

 
2. DATA QUALITY CHECKS ς SIGN UP FOR THIS BEFORE RUNNING REPORTS!  

We show you how to spot and correct mistakes, much faster than you would find the mistakes on 
your own. 

 
3. RUNNING REPORTS ς SIGN UP FOR THE DATA QUALITY CHECK CLASS FIRST! 

Running reports is almost always a two-step process: Before you run reports, your staff and you need 
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 schedule a Help Session, download ǘƘƛǎ ŀƴŘ ŦŀȄ ƛǘ ǘƻ ǳǎΦ  ό5ƻƴΩǘ ŜƳŀƛƭ ƻǊ Ŏŀƭƭύ  
www.housingworks.net/static/Help_Schedule.pdf.   This form is also available 
via a link on the website, in the left-hand menu, as: Request a Data Quality Session. 

 
 
 

C.  Additionally, we offer a class for  beginning and low skill computer users. If 
you want to sign up for this ŎƭŀǎǎΣ Ŏŀƭƭ ǳǎ ǊŀǘƘŜǊ ǘƘŀƴ ǳǎŜ ǘƘŜ άIŜƭǇ {ŎƘŜŘǳƭŜέΦ 
617-504-0577 
 

This is a 1.5 hour class where we teach you how to use a computer. This class is held 
over the internet, while you sit at your computer and use a speaker phone. The fee 
for this class must be paid in advance. NOTE: a program administrator must be on 
hand at the beginning of this class, to help the trainee sign on to the class.  This class 
costs $50.00 and this fee must be paid in advance. This is the only class that costs 
you money. 
 

 

http://www.housingworks.net/static/Help_Schedule.pdf
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HOW TO CHECK DATA QUALITY  
 
Step 1.  CŀȄ ǘƘŜ άIŜƭǇ {ŎƘŜŘǳƭŜέ ǘƻ IƻǳǎƛƴƎ²ƻǊƪǎ ǘƻ ǊŜǉǳŜǎǘ ŀ 5ŀǘŀ vǳŀƭƛǘȅ IŜƭǇ {Ŝǎǎƛƻƴ  
 This form is available via a link on the website, ƛƴ ǘƘŜ ά{ǘŀƴŘŀǊŘ ¢ŀǎƪǎέ menu. 
 
Step 2.  Sign on to hmis.housingworks.net 
 
Step 3.  !ǘ ǘƘŜ ǘƻǇ ŎŜƴǘŜǊ ƻŦ ǘƘŜ ǇŀƎŜΣ ŎƭƛŎƪ άEdit/Download Client Dataέ: this takes you to the 

Worksheet 
 
Step. 4 Looking at the Worksheet, you see a eleven tabs.  

 
 
Your task is to download the data from FIVE of these ELEVEN tabs BEFORE the Help Session starts. 
As you download each file, save it by its default name into a folder called: YYYY-MM-DD Data Quality Files. 
  

On Client ID 1:    Scroll down to the bottom of the list of names and click the excel icon: 
  
 
 
 
 
 
 
On Household:     Scroll down to the bottom of the table and click this excel icon as well. 

On Entry:     Ditto. 

On Assessments 1: Ditto 

On Services:     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 the HMIS Instruction Guide (look for a link 
called HMIS Instruction Guide  in the left hand menu whenever you sign onto the HMIS website). The 
current version is dated 5/24/2010 
 
 

QUICK REPORTS ς use these when you want an answer to a single topic 
 

 
TYPE OF REPORT: Snaphots of Entries / Exits ς Counts only those entering or exiting during a specified time period. 

 

 Report Link What these Reports Do:  
1. Provides Totals    2. Offers Chance to edit a ǎƛƴƎƭŜ ŎƭƛŜƴǘΩǎ ŀƴǎǿŜǊ 

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

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

 
Veteran 

Counts veterans and non-veterans, including children if desired. 
Also good for comparing the number of Program Entries and Program Exits with the 
number of Assessments at Entry and Asessments at Exit: if you have 10 people entering 
during a year, then you need to have 10 Entry Assessments that answer whether or not 
the person is a veteran. 

 Chronic Homeless Individuals self explanatory 

 Chronic Homeless Households HUD is now asking people to record this status for families as well. 

 Ethnicity Counts Hispanic/Non-Hispanic 

 Race Counts Races 

 Special Conditions Counts Special Conditions including Domestic Violence 

 Significant Disability Count Disabilities signficant enough to require regular assistance 

 Type of Residence Prior to Entry self explanatory 

*  
Housing Status @  Entry 

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

¶ Counts Prior Housing Status (use to locate and correct missing answers) 

¶ Compares Service Provided with Prior Housing Status 

¶ Counts HPRP/HMIS clients for PIT Count: select Literally Homeless  and service = 

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
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άC! {ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘǎέ ƻǊ άC! wŜƴǘŀƭ !ǎǎƛǎǘŀƴŎŜέ ŦƻǊ ItwtΦ 

*  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 /ƭƛŜƴǘΩǎ LƳƳŜŘƛŀǘŜ tǊƛƻǊ /ƛǘȅ ƻǊ ¢ƻǿƴΦ 

 Exit Destinations Types of Destinations after Exiting from your Program 

 Services 
Counts services being offered to those LEFT or those STAYING during a covered time 
period 

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

 

 
 
 

OTHER QUICK REPORTS ς use these when you want an answer to a single topic 
 

TYPE OF REPORT: Snaphots of Entire Grant Periods - Counts all clients served during a specfied time period 

 Report Link What this Report Does:  
1. Provide Totals    2. Offers Chance to edit a ǎƛƴƎƭŜ ŎƭƛŜƴǘΩǎ ŀƴǎǿŜǊ 

*  Locate Users of Multiple 
Programs 

Track users of multiple programs ς Handy to locate 

 HH Breakdown 
DǊƻǳǇǎ ŎƭƛŜƴǘǎ ōȅ ΨƘƻǳǎŜƘƻƭŘ ŎƻƳǇƻǎƛǘƛƻƴΩ Υ ǎƛƴƎƭŜ ŀŘǳƭǘ ŦŜƳŀƭŜ ǿƛǘƘ ŎƘƛƭŘǊŜƴΣ ǎƛƴƎƭŜ 
male with children, multiple parents with child, etc 

 HH Sizes 
Counts the number of 1, 2, 3, 4 person households, etc. 

 Type of Residence Prior to Entry 
Counts immediate prior locations for all clients 

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

 Cities/Towns Served /ƭƛŜƴǘΩǎ LƳƳŜŘƛŀǘŜ tǊƛƻǊ /ƛǘȅ ƻǊ ¢ƻǿƴΦ 

 
 

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
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MEMORIZED REPORTS ς use these when you want an answer to a single topic 
 

TYPE OF REPORT: Snaphots of Entire Grant Periods - Counts all clients served during a specfied time period 

 Report Link What these Reports Do:  

*  View Your Reports 
 
Or 
 
Create a Report 

Run APRs in the old format. Handy as a data quality check before running the new APR. 
 
Runs QPRs for HPRP; this may eventually be something the new APR Generation Tool 
will handle. 
 
Run the AHAR: this may eventually be something the new APR Generation Tool will 
handle. 

 

APR Generation Tool ς provided by HUD 

 
 Report Link What this Tool Does:  

  

 Involves 11 links in the Data 
Exports / Tools Menu found on 
hmis.housingworks.net 

1. Runs the new APR for all McKinney Vento Programs 
 

2. Runs the HPRP APR 
 

3. May eventually run other reports. 
 

 
 
 

ADMINISTRATIVE MONITORING REPORTS 

 
 Report Link What this Report Does:  

1. Lets you see if your member programs are getting behind in their work. 
нΦ /ƻƳǇŀǊŜ ǘƘŜ IL/ ƛƴǾŜƴǘƻǊȅ ƘŜǊŜ ǿƛǘƘ ǿƘŀǘΩǎ ƻƴ I¦5ƘŘȄΦƛƴŦƻ 
3. Lets you see which AHARs you could be eligible for. 

*  Programs: Monitor | Edit View/Edit your program descriptions and change details, add comments  

*  Housing Charts: Monitor | Edit View/Edit any or all residential programs, including breakdown on bed-types 

*  AHAR: Determine Eligibility Count/View/Edit residential programs by type to determine if AHAR-eligible. 

 

https://hmis.housingworks.net/counting_SSNs
https://hmis.housingworks.net/counting_SSNs
https://hmis.housingworks.net/counting_SSNs
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STAFF SELF-MONITORING REPORTS 

 
 Report Link What this Report Does:  

Gives you a quick way to see which clients are missing information 

*  
Worksheet: Client ID 1 and 2 

Sort or Edit the demographics ŦƻǊ ŜǾŜǊȅ ŎƭƛŜƴǘΤ ƛƴŎƭǳŘŜǎ Ƴƻǎǘ ƻŦ ǘƘŜ ά¦ƴƛǾŜǊǎŀƭ 
9ƭŜƳŜƴǘǎέ ǘƘŀǘ ƳŀƪŜ ǳǇ ǘƘŜ άaƛǎǎƛƴƎ ±ŀƭǳŜǎέ ǊŜǇƻǊǘ 

*  
Worksheet: Etnry and Exit 

Sort or Edit the Entry and Exit LƴŦƻ ŦƻǊ ŜǾŜǊȅ ŎƭƛŜƴǘΤ ƛƴŎƭǳŘŜǎ ŀ ŦŜǿ ƻŦ ǘƘŜ ά¦ƴƛǾŜǊǎŀƭ 
9ƭŜƳŜƴǘǎέ ǘƘŀǘ ƳŀƪŜ ǳǇ ǘƘŜ άaƛǎǎƛƴƎ ±ŀƭǳŜǎέ ǊŜǇƻǊǘ 

*  
Worksheet: Assessments 

Sort or Edit the Cash, Benefits, and Health Condistions for every client, lets you see the 
cash, benefits, and income sources in detail, at Entry, mid-stay, and  Exit. For long-term 
stayers, you can see if Annual Assessments are being performed, now that they are 
required. 

*  
Worksheet: Services 

Sort or Edit the services ŦƻǊ ŜǾŜǊȅ ŎƭƛŜƴǘΤ ȅƻǳ Ŏŀƴ ǉǳƛŎƪƭȅ ǎŜŜ ƛŦ ȅƻǳΩǾŜ ǇƛŎƪ ǘƘŜ ŎƻǊǊŜŎǘ 
services common to all clients. or you can close out services. 

*  Worksheet: HPRP Sort or Edit the addresses  for every HPRP client. 

 
  



31 of 40 

HOW TO RUN REPORTS on HW site 
There are three reporting tools as of Jul 1, 2011:  

 

1. HUDςgenerated reports. This tool runs the new APR and the HPRP APR 
at present; it may run other reports in future. This reporting approach is 
new as of 7/1/2011, and not run directly on the website: instead, you 
ŘƻǿƴƭƻŀŘ Řŀǘŀ Ǿƛŀ ǘƘŜ ƳŜƴǳΥ άData Exports/Toolsέ ŀƴŘ ȅƻǳ will need two 
different Excel toolsΣ ƻƴŜ ǇǊƻǾƛŘŜŘ ōȅ I² ǘƻ ΨƳŀǎǎŀƎŜΩ ǘƘŜ ŘŀǘŀΣ ŀƴŘ ǘƘŜ 
second tool provided by HUD to run reports 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 the set-up is 
extensive for the HUD tool.   
 

2. Quick Reports  - these are reports about folks who ENTERED or EXITED 
during the time period, and so will not generally provide you with a total 
population count.  Quick Reports are handy for data quality checks!  
Á Quick Reports can also be used to count persons who have stayed in a 

program longer than 12 months, and so received an ANNUAL 
assessment as well. 

Á ¢ƘŜǎŜ ǊŜǇƻǊǘǎ ǳǇŘŀǘŜ ƛƴ ΨƭƛǾŜ ǘƛƳŜΩΣ ǿƘƛŎƘ ƳŜŀƴǎ ǘƘŀǘ ƛŦ ȅƻǳ ƳŀƪŜ 
corrections and re-visit the report, the numbers will update 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.  
¶ These ǊŜǇƻǊǘǎ ŀƭǎƻ ǳǇŘŀǘŜ ƛƴ ΨƭƛǾŜ ǘƛƳŜΩΣ ǿƘƛŎƘ ƳŜŀƴǎ ǘƘŀǘ ƛŦ ȅƻǳ ƳŀƪŜ 

corrections and re-visit the report, the numbers will update 
automatically. 

¶ Stored Reports are also handy for data quality checks!  
 

 
IŜǊŜΩǎ Ƙƻǿ ȅƻǳ ǾƛŜǿ Quick Reports. 
1.  Sign on with your user name and password.  
2.  Look down the left-hand side of the page: If you are listed with HousingWorks as the 

άtǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ǎŜŎǘƛƻƴ ǘƘŀǘ ǎŀȅǎΥ  
 

Quick Reports ς ŎƭƛŎƪ ǘƘŜǎŜ ǿƻǊŘǎ ǘƻ ŜȄǇŀƴŘ ǘƘŜƳΦ bƻǿ ȅƻǳΩƭƭ ǎŜŜ red links in groups. 
 

3. For each report, click on the appropriate link όŦƻǊ ŜȄŀƳǇƭŜΣ Ψ{ŜǊǾƛŎŜǎέύΦ  
4.   Next, you set the dates for the report you want, example:   2010-01-01  to 2010-12-31   for  

the calendar 2010 year.  
      -  Don't touch any of the other 'filters', which are preset to the most common choices.  But 

ȅƻǳ ŎƻǳƭŘ ǇƛŎƪ ǎǇŜŎƛŦƛŎ ǇǊƻƎǊŀƳǎ ǿƘŜƴ ȅƻǳ Řƻ ǘƘƛǎΣ ŦƻǊ ȅƻǳǊ ŀƎŜƴŎȅΩǎ ǇǊƻƎǊŀƳǎΣ ƻǊ  ƻǊ ǎƘŜ 
could just run reports for just ONE program  

5.   Press 'Apply" - automatically, you get a list of services provided to people who have EXITED. 
6.   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 people who DID NOT exit. 



32 of 40 

7.   Print the two reports and add them together for a total list of services. 
 
 
IŜǊŜΩǎ Ƙƻǿ ȅƻǳ ǾƛŜǿ Stored Reports. 
 
1.  Sign on with your user name and password.  
2.  Look down the left-hand side of the page: If you are listed with HousingWorks as the 

άtǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊέΣ ȅƻǳ ǿƛƭƭ see a section that says:  
 

Stored Reports ς ŎƭƛŎƪ ǘƘŜǎŜ ǿƻǊŘǎ ǘƻ ŜȄǇŀƴŘ ǘƘŜƳΦ bƻǿ ȅƻǳΩƭƭ ǎŜŜ ǘǿƻ ƭƛƴƪǎ: 
Create a Report 
View Your Reports   

 
3. Click the link: View Your ReportsΣ ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ǿƘŀǘŜǾŜǊ ǊŜǇƻǊǘǎ ǿŜ ƘŀǾŜ ŀƭǊŜŀŘȅ 

ŎǊŜŀǘŜŘ ŦƻǊ ȅƻǳΦ LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ŀƴȅ reports, contact us at support@housingworks.net or 
call 617-504-лртт ŀƴŘ ǿŜΩƭƭ ǎŜǘ ǘƘŜƳ ǳǇΦ   

 
4. We prefer to create the Stored Reports. Please ask us to do so, rather than create them 

yourselves. If you are dead set on creating your own reports, be sure to name them exactly 
as the examples shown just above where 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 session) with HousingWorks, 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: 
 

¶ You need a computer with a lot of memory and with a 32-bit operating system, not a 64 -bit 
operating system.  

¶ Excel 2007 is the only version that will work ς and even it needs some unusual settings. 

¶ There are three steps to the process:  
o downloading 8 or 9 excel files from our website;  
o pasting the data into an Excel Tool created by HW ς ǿƘŜǊŜ ƛǘ ƎŜǘǎ ΨƳŀǎǎŀƎŜŘΩ; and  
o importing those massaged files into the HUD tool.   

¶ The files must have very specific names, specific column titles, and a very specific column 
order in each data file, ƻǊ ŜƭǎŜ ǘƘŜ I¦5 ǘƻƻƭ ǿƻƴΩǘ ǿƻǊƪΦ  

 
 

mailto:support@housingworks.net
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WHEN THE HUD-GENERATED REPORT TOOL FINDS A MISTAKE 

 
Look at these two separate tables from a sample APR (which is telling us there are mistakes)  -  then 
on the next page, look at the IncomeBenefits.csv that caused these flawed report answers: 
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Now, open the IncomeBenefits.csv and note these columns:  you see that this mistake occurs when 
data entry staff state that there IS an income source, but then fail to specify how much money comes 
from that source.   
 
 
PersonalIdentificationNumber 
 

IncomeBenefitType 
 

SourceCode 
 

MonthlyAmount 
 

DataCollectionStage 
 

JLBM052162 1 2 850 1   (entry) 

     

JLBM052162 1 2 850 2 (annual) 
1 JLBM052162 1 1  3     (exit) 
2 JLBM052162 1 2 1 3    (exit) 
3 JLBM052162 1 2 850 3    (exit) 
4 JLBM052162 2 2 1600 1   (entry) 

 
1 Bad: on the Exit Assessment a Job field said "yes" but no income was indicated                                                        
ς changing the job field answer ǘƻ άƴƻέ ŦƛȄŜŘ ǘƘŜ ǇǊƻōƭŜƳΦ 

 
2 BadΥ ƻƴ ǘƘŜ 9Ȅƛǘ !ǎǎŜǎǎƳŜƴǘ ŀ Wƻō ŦƛŜƭŘ ǎŀƛŘ ϦȅŜǎϦ ōǳǘ ƳƻƴǘƘƭȅ ƛƴŎƻƳŜ ǿŀǎ ƭƛǎǘŜŘ ŀǎ άϷмέΦ                                                        
ς hƴŜ ŘƻƭƭŀǊ ƛǎ ƴƻǘ ƳŜŀƴƛƴƎŦǳƭ ƛƴŎƻƳŜΣ ŎƘŀƴƎƛƴƎ ǘƘŜ Ƨƻō ŀƴǎǿŜǊ ǘƻ άƴƻέ ŀƴŘ ŘŜƭŜǘƛƴƎ ǘƘŜ Ϸмέ ŦƛȄŜŘ ǘƘŜ ǇǊƻōƭŜƳΦ 

 
3 Good: Unemployment field says "yes" and a legitimate amount of money was recorded. 
 
4 Bad: on the Entry Assessment the Total Monthly Income Ґ ϦƴƻϦ ōǳǘ ƳƻƴǘƘƭȅ ƛƴŎƻƳŜ ǿŀǎ ƭƛǎǘŜŘ ŀǎ άϷмсллέΦ         
            also, the Job field ǎŀƛŘ άƴƻέ ōǳǘ Ƨƻō ƛƴŎƻƳŜ ǿŀǎ ƭƛǎǘŜŘΦ  

 ς  changing the Total Monthly Income ǘƻ άȅŜǎέ   ŀƴŘ ŎƘŀƴƎƛƴƎ ǘƘŜ Job field to yes fixed the second problem 

 
Solution: To locate and fix which clients have this sort of flaw, sort the IncomeBenefits.csv by 
columns:  DataCollectionStage and IncomeBenefitType. !ƭƭ ǘƘŜ мǎ όƛƴŘƛŎŀǘƛƴƎ ά¸ŜǎΣ ǘƘŜǊŜ ƛǎ ƛƴŎƻƳŜέ 
will appear at the top. CƛƴŘ ŀƴȅ Ǌƻǿǎ ǿƘŜǊŜ ǘƘŜǊŜ ƛǎ ŀ άмέ ōǳǘ ǿƘŜǊŜ ǘƘŜ ŎŀǎƘ ǾŀƭǳŜ ƛǎ ōƭŀƴƪ ƻǊ 
ǎƻƳŜǘƘƛƴƎ ǊƛŘƛŎǳƭƻǳǎ ƭƛƪŜ ŀ άϷмέ ŀƴǎǿŜǊ. 
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HOW TO USE THE HIC/PIT DATA COLLECTION CHART - A 
 

1. 5ƻǿƴƭƻŀŘ ǘƘŜ 9ȄŎŜƭ 5ƻŎǳƳŜƴǘ ŎŀƭƭŜŘ άHIC and PIT Reporting ChartΦȄƭǘέ ŦǊƻƳ ǘƘƛǎ ŀŘŘǊŜǎǎ:  

http://www.housingworks.net/hmis/HIC_PIT_Reporting_Chart.xlt   

 

2. Make sure all CoC programs (McKinney-Vento, ESG, HPRP, Voluntary, etc.) are listed in the 

appropriate section of the document: PSH, ES, TH, HPRP, and ESG. 

 

3. Distribute the HIC and PIT Reporting Chart to all interested parties before 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 the HIC and PIT Reporting Chart and locate cell B2: Type 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 able to 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. ²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƻƴ ŀƭƭ ȅƻǳǊ ǇǊƻƎǊŀƳǎΣ ǇǊƛƴǘ ǘƘŜ ŘƻŎǳƳŜƴǘ on 
legal size paper so that you have a paper copy. One 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. DistǊƛōǳǘŜ ǘƘŜ ŘƻŎǳƳŜƴǘ ŎŀƭƭŜŘ άIL/ψtL¢ψ/ŀǇŀŎƛǘȅέ ǘƻ ŜŀŎƘ program, and have them type into 
it and return it to you via email. 

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

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

 
3. Send the completed HIC and PIT Reporting Chart to HousingWorks. Arrange a time to visit the 

www.hudhdx.info website with HousingWorks staff so 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, NOFA, and APRs! 

http://www.housingworks.net/hmis/HIC_PIT_Reporting_Template.xlt
http://www.housingworks.net/hmis/HIC_PIT_CAPACITY.dot
http://www.hudhdx.info/
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HOW TO FILE REPORTS ON hudhdx.info 
 

HIC and PIT data: How to import last yearôs data 

 

 
 

 

 










