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TO ENTER AN INDIVIDUAL OR HOUSEHOLD, TAKE THESE STEPS: 

 

1. Look in the left-hand menu for the words ñLook Upò 

  Choose one of the two links just that.  

 

2. Read the instructions on the next page carefully. 
 

 

 

TO EXIT AN INDIVIDUAL OR HOUSEHOLD, TAKE THESE STEPS: 
 

3 steps to exit an Individual        
  4 steps to exit a   Family 
 
 
  

What do I do with each link? 
 

Link 2:  (Skip this step if you are exiting an Unaccompanied Individual) Click this link and use the Filter 
box to locate the household you wish to exit. Write down the names of all the 
family members. As you complete each step, write down that step number next 
to the name of the household members as itôs completed. In the event you get 
interrupted while exiting a household, having the names on paper, and the step 
numbers written down, will allow you to see which steps you still need to 
complete.  

 
Link 3:  Click this link and use the Filter box to locate the client/household. Then click 

the ñeditò link next to that client or family, and fill in their Exit Information. (But 
youôre not finished till you do the steps below!) 

 
Link 4:  Click this link and use the Filter box to locate the client/household. Then click 

the ñeditò link next to that client or family, and enter the Service End Date for all 
the services provided that client or family. For the ñService End Dateò use the 
Exit Date that you typed in link 3. 

 
Link 5:   Click this link and fill out an Exit Assessment, 

one for every single adult and child who left. If 
there are 5 family members, then you will have 
to click this link 5 times and fill out 5 pages. 
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DEV Site for HMIS: TO ENTER A NEW CLIENT, DO THESE THREE 
STEPS  
 

A. Use the ñLook Up Clientò feature (in the left-hand menu): 
 

- If youôre lucky, some other agency has already entered your clientôs demographics. This means you 

can pull the clientôs information into your program and save yourself time! More importantly: if your clientôs 
info is already in the system, you must not create a duplicate record for that client - study this page to avoid 
that. 

- Never complete ALL the fields in the Lookup; just fill in two fields at most, for example: ñSmith and 0345ò 

- or you can try ñthe last name and the birth year: ñSmith and 1977ò. Do not fill in every field! 

- As you do the look up on each member of the household, youôll see an Outcomes Message 
somewhere on the page. Once youôve looked up the last person in the household, find the outcome for that 

person in step 3 (below), and proceed with whatever is the last step for that particular outcome. 

- If you are serving a household, you need to look up every household member in the Lookup. Start with 

the head of household, then any other adults, and look up the children last. (But if none of the adults are 
found by the Look Up, you can skip the Lookup on the children - they wonôt be in the system if their parents 
arenôt.) 

- It is okay if the Lookup finds only some of the household members. Whatever is the outcome for the last 
person, follow the instructions in Step B, below. Follow the steps in order ï read slowly and carefully 

 
 

B. Using the Look up, you will always get one of three Outcomes: 
 

NO MATCH: the Outcome message appears at the top center of the page, and looks like 

the picture at left:  If you get this message: 
 
1. Immediately try using a different lookup approach: perhaps just type the last name or 

the last four digits of the SSN or just the birth year, or just the first name. Never fill out 
all the fields in the lookup! 

2. If ultimately you fail to locate the client, go to the top of the page where youôll see a 
light bulb - click the appropriate link next to the light bulb:  unaccompanied individual 
or household. 

 

 

 
ALREADY IN PROGRAM: the Outcome message appears somewhere near the top 

center of the page, and looks like the picture at left. If you get this message, it means that 
the client is already in your program, and that either you forgot that you already entered 
them; or that they left but have returned. Hereôs what you do: 
 
1. If the client hasnôt left, stop immediately; you donôt want to do the same data entry 

twice for the same client! Call HW is you have a question about what to do next. 617-
504-0577 

2. If the client left but is now returning, click on the personôs name.  

3. After you have clicked on their name, go to the top of the page where youôll see a light 
bulb. Click the appropriate link next to the light bulb:  unaccompanied individual or 
household. 

 

 

 
POSSIBLE MATCHES: the Outcome message may appear a little farther down the page, 

and looks like the picture at left. You might get a LONG list of matches, so be sure to 
scroll down the list of names and see if one of them is your client:  
 
1. If you find your client in the list, enter their password, which is always the Motherôs 

Maiden Name: ex Larsen. Try the word hmis if the Motherôs Maiden Name fails. 

2.  Go to the top of the page and click the appropriate link by the light bulb:  
unaccompanied individual or household.
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TO UPDATE AN EXISTING CLIENT  
There are several kinds of update: Exiting a client, Deleting a duplicate client, and 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: 
 

 
 
 

Exiting a client 
 
 
 
 
 
 

Deleting a duplicate record, and 
 
 
 
 
 

Correcting Mistakes, 
 
 

 
 OTHER IMPORTANT NOTES:   

 

¶ A personΩǎ ƴŀƳŜ should appear only once on the worksheet in your ClientID tab. If you 
ǎŜŜ 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 enter a client like 
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. 

 

¶ Once you get started, look for the            at the top of each page: it will generally tell you 
what to do next. 

 

¶ If you are filling out information for a client, be sure to complete all the pages for that 
household before beginning another Look Up! 
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 OVERVIEW AND SETTING UP YOUR COMPUTER 
  This section is for all programs except those using a Bed Register approach 

 
 

 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: 

 

¶ Practice it by interviewing yourself or a fake client. 

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

¶ The Intake contains a Poster to put on your wall  - print a copy and then remove from the 
Intake 

 
 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 the website 
corresponds to a section of the paper Intake Form: 

 
o IƻǳǎŜƘƻƭŘ bŀƳŜ ŀƴŘ ƭƛǎǘ ƻŦ II ƳŜƳōŜǊǎ όȅƻǳ ǿƻƴΩǘ ǎŜŜ ǘƘƛǎ ƛŦ ȅƻǳ ƻƴƭȅ ǿƻǊƪ ǿƛǘƘ 

Unaccompanied Individuals 
o Client Demographics 
o Entry/Exit Info 
o Assessments of Cash Income/Benefits/Health Conditions 
o Services Provided 

 
 

 When clients exit: find and use the links in the Edit / Delete / Update menu, found on the left 
hand side of every webpage. 
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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 30-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 ƛƴ 
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 Look-Up Client 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. To exit clients from your program. 
3. A client/household gains or loses family members during your program time. 
4. To re-assess a client that has stayed a full year in your program. 

 
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 (or entire household) may exit your program 

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

3. A client/household gains or loses family members during your program time. 
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 15
th
 and no exit date at present. 

4. To re-assess a client that has stayed a full year in your program. 
 

Remember that the Assessments are the part of the client file concerned with income, 
benefits and health conditions. Because the income, benefits, or health conditions may 
have changed over time, HUD wants you to ask the Assessment questions at several 
points in time: at Entry, at Exit and When Client has been in your program for 12 
months. We call this third kind of assessment, the Annual Assessment, and HUD 
suggests you do it right before your annual report is due.   
 
ό/ƻƴǘŀŎǘ ǳǎ ōŜŦƻǊŜ ǎǇŜƴŘƛƴƎ ŀƴȅ ǘƛƳŜ ƻƴ ǘƘƛǎ ǎǘŜǇΦ ²ŜΩǊŜ ƴƻǘ ǎǳǊŜ ƛǘ ǿƛƭƭ ōŜ ƴŜŎŜǎǎŀǊȅ 
until HUD releases the new APR report format.) 
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Assuming you want to do these Annual Assessments, you will first need to 
determine which clients have stayed for more than 12 months. To do this quickly, 
find the menu:  To Update (All): Click Links and click the link: Assessment 1. General 
 

 

Next, click on the column, Entry (see A, below) ς this will bring thosŜ ǿƘƻΩǾŜ ōŜŜƴ ƛƴ ǘƘŜ 
program longest to the top ƻŦ ǘƘŜ ƭƛǎǘΦ LŦ ǘƘŜ ŎƭƛŜƴǘ ƘŀǎƴΩǘ ŜȄƛǘŜŘ ŀƴŘ ǎκƘŜΩǎ ōŜŜƴ ƘŜǊŜ ƳƻǊŜ 
ǘƘŀƴ ŀ ȅŜŀǊΣ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ create an Annual Assessment. 

  

 

 

 

 

 

 

 

To create the Annual Assessment, find the menu:  Less Frequent Updates and click the 
link:  Create an Assessment.  (see small picture at left) 

Be sure to complete all the fields on this page, but particularly the first four. Make the 
field άAssessment at time ofέ ǎŀȅ ά!ƴƴǳŀƭέ, and be sure to change ǘƘŜ άAssessed onέ 
date to be ŜȄŀŎǘƭȅ ƻƴŜ ȅŜŀǊ ŦǊƻƳ ǘƘŜ /ƭƛŜƴǘΩǎ 9ƴǘǊȅ 5ŀǘŜΦ 

 

 

 

 
 
 
 
 
 

 

 

 

 

 

 

A 
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TO EXIT A CLIENT OR A HOUSEHOLD, DO THESE STEPS 
 

    

If you work with Individuals, there are 4 steps (or links) to click, in order to completely exit 
them.  
If you work with Families, there are 5 links (or links) to click, in order to completely exit 
them.  

 
What to do: First, write down the names of the exiting individuals or family members 
(see example below). Because you may get interrupted while exiting a client, it is important to 
keep track of which steps you have already done. So, as you click each of the links, write down 
that link number next to the name of the client, so you know itôs been completed.  
 
When youôre finished going through all the links, the list of names should look like this: 

 
 
 
 

 

Smith_John-Henriquez family: Link 3: Link 4: Link 5: Link 6: 

John Smith 3 4 5 6 
Alice Henriquez  

Note: Filling in the exit info 
once exits the entire family 

 
Note: Fill in the service end date 

once for the entire family 

5 6 
Teddy Smith  5 6 
Alice Johnson-Henriquez  5 not yet done 

 
Looking at the table just above, you can see that link 6 has not been completed for Alice (the last family member). 

 
What do I do with each link? 

 
Link 3:  Click this link, and use the Filter box to locate the client or family. Then click the 

ñeditò link next to that client or family, and fill in their Exit Information. (But youôre 
not finished till you do the steps below!) 

 
Link 4:  Click this link and use the Filter box to locate the client or family. Then click the 

ñeditò link next to that client or family, and enter the Service End Date for all the 
services provided that client or family. For the ñService End Dateò use the Exit 
Date that you typed in link 3. 

 
Link 5:  Click this link and use the Filter box to 

locate the client or family. Donôt click the 
ñeditò link in this step! Just look to see if the 
Entry and Exit assessments are already 
present. In the picture to the right, you can 
see that these two people already have 
their Exit Assessments, so you can skip link 6. But if there is no Exit Assessment, 
then immediately go to link 6 below. 

 
Link 6:  Click this link and use the Filter box to locate the client or family. Then click the 

ñeditò link next to that client or family, and create an Exit Assessments for every 
single adult and child who left. If there are five family members, then you will 
have to click link 6 five times, and fill out five pages, one for each family member. 
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 SPECIAL CIRCUMSTANCES THAT CAN GIVE YOU A HEADACHE 

1. If a client/household re-enters the program in a new grant year 

¶ 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 update. 

¶ Click on the name. Then, go up to the        and click to create a new Entry Exit 
Record for the household or individual  

 
If the client leaves and returns in the same grant year, do the same steps as above 

 
THIS IS A CHANGE FROM PAST POLICY. 

 

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

Fax HousingWorks at 617 536-8561, and ask us to move the client or the household to 
another program. (you can NOT do this yourself). In your fax, provide ǳǎ ǿƛǘƘ ǘƘŜ ŎƭƛŜƴǘΩǎ: 

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

¶ the head of householdΩǎ 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. 

5ƻ bh¢ ŜƳŀƛƭ ǳǎ ōŜŎŀǳǎŜ ŜƳŀƛƭ ƛǎ ƴƻǘ ŀ ǎŜŎǳǊŜ ǿŀȅ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ŀ ŎƭƛŜƴǘΩǎ ǇŜǊǎƻƴŀƭ 
information. 

3. If the household unexpectedly grows or shrinks 

 

¶ SEE WORKFLOW for UPDATING CLIENT INFORMATION, p. 6 
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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 ƛƴ ȅƻǳǊ ǿƻǊƪ: 
 

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 ï 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 ï 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 
ñUnaccompanied Individualsò 

 
 
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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Ih² ¢h CL· 5!¢9{ LC ¢I9¸Ωw9 Lb/hww9/¢ 
 
Here's how to make the fixes quickly (for most, it will take only 15-30 minutes to clean up an entire program).  
 
1. Sign on to the website. "hmis.housingworks.net". 
 
2. Click the άEdit / Download Client Dataέ link at the top center of the page. 
 
3. Click on the tab that says "Assessments 1". 
 
4. Click on the header that says "Assessment at" - this will bring all the "Entry Assessments" together at the top of the list; 

it also puts all the "Exit Assessments" at the bottom of the list. This sorting will make it easier to see which items need 
correcting . . .  

 
FIRST, fix the Entry Assessments: by comparing the Program Entry Date with the Assessment at Entry Date. The two 
dates must be the same, in all cases! 

 
a. If the assessment date is wrong, COPY the Program Entry Date, then click the "Edit' next to the client's name, find 

the field called "Date of this Assessment" and paste in the correct Date; last, go to the bottom of the page and save 
your work! Clicking the Save button will bring you back to the worksheet so you can make more corrections 
instantly! 

 
b. Locate the next client where the two dates are wrong and fix that client, then do the next client etc etc. 

 
 
 

NEXT, fix the Exit Assessments. The Assessment at Exit Date needs to be the same as the Program Exit Date. (in other 
words, you are saying you performed an assessment with this client on the date that s/he left your program.) 

 
a. If the two dates don't match on the worksheet, copy the Program Exit Date, click the Edit link, and paste in the 

correct date where it asks about Date of Assessment: last of all, go to the bottom of the page and save your work! 
Clicking the Save button will bring you back to the worksheet so you can make more corrections instantly! 

 
b. Fix every client where the Exit Date doesn't match the Assessment Date for exited clients. 
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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
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 open these Excel 
ǿƻǊƪōƻƻƪǎΣ ȅƻǳ Ŏŀƴ ǎƻǊǘ ǘƘŜƳ ŀƴȅǿŀȅ ȅƻǳ ƭƛƪŜΥ ōȅ ŎƭƛŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜΣ ōȅ tǊƻƎǊŀƳ 9ƴǘǊȅ ŘŀǘŜΣ ŜǘŎΦ 
 
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 compliant with 
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) 
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HOW TO FIX THINGS WHEN THE WIZARD FOR INDIVIDUALS L{ {YLtt95Χ 
For when you see client records and assessment/service records, but the existing assessment/service 
ŘƻŜǎƴΩǘ have an Entry record to attach. 
 
This remedy only works for individuals:  
 

1. Do lookup 
2. Scroll to bottom of preview: scroll to bottom and ŎƭƛŎƪ άAdd a new Entry/Exit recordέ 
3. When that page is complete save it, then try to attach the existing Assessments and 

Services to the newly created Entry Record) 
 
 
 

For Households - recreate entire wizard from scratch: 
Do lookup ς it is likely that all family members will already be in program 
Click on name of Head of Household 
¢ƘŜƴ Ǝƻ ǳǇ ǘƻ ƭƛƎƘǘōǳƭō ŀƴŘ ŎƭƛŎƪ ƻƴ άIƻǳǎŜƘƻƭŘέ 
Do the wizard 
 
Delete the stray/orphan/duplicate records that were present before beginning this rescue. 

https://hmis.housingworks.net/node/add/entry-exit/466912?gids%5b%5d=198092
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THINGS THAT SCREW UP YOUR REPORTS ς {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 
 

If a report asks: 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 change the 
Eb5 5!¢9 ŀƴŘ ǘƘŜ ǘƻǘŀƭ ŀƳƻǳƴǘΣ ǘƻ ƛƴŎƭǳŘŜ ŜǾŜǊȅǘƘƛƴƎ ȅƻǳΩǾŜ ƎƛǾŜƴΦ  Jan 1-Jun 30:      $3000  =  $500.00 a 
month for six months 

 

https://hmis.housingworks.net/
https://hmis.housingworks.net/node/add/service


22 of 39 

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 THE BED REGISTER 
 
You must use Firefox 3.0 or later ς not Internet Explorer (due to deficiencies in IE, not 
HousingWorks). 
 
HOW TO USE THE BED REGISTER. First, complete the usual pages described on pp 5-7 (this is where you enter all the 
ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŎƭƛŜƴǘΣ ƛƴŎƭǳŘƛƴƎ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŜƴǘǊȅ ŘŀǘŜΣ ƘŜŀƭǘƘ ƛƴŦƻǊƳŀǘƛƻƴ ŜǘŎΦ !ŦǘŜǊ ȅƻǳΩǾŜ 
ŎƻƳǇƭŜǘŜŘ ǘƘŀǘ ΨǿƛȊŀǊŘΩΣ click the Bed Register link in the left hand menu and start assigning the person to a particular 
bed on a particular night, using the picture below to help you.  
 
SPEED? The quickest way to complete the bed register is to do the work on a weekly basis; just enter a date, complete 
the Bed Register for that date, and ŀŦǘŜǊ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ƻƴŜ ǿƘƻƭŜ ƴƛƎƘǘ, change the date and then complete the Bed 
Register for the next night. In other words, finish one day before you go to the next day. 
 

 
IŜǊŜΩǎ how to enter information into a Bed Register (the right-hand side of the page): 

 
1.  Click the Bed Register link, in the upper left hand corner. The Bed Register looks like the picture below. 

Now, fill out the right-hand side of the page, using the SPEED strategy in the paragraph above. 
 

 
¶ Enter the date;  

¶ Enter the room/bed number; (it should auto-complete, in all cases); and 

¶ Enter ǘƘŜ ŎƭƛŜƴǘΩǎ ŦƛǊǎǘ ƴŀƳŜ and a space (it should then auto-ŎƻƳǇƭŜǘŜΣ ƛƴ Ƴƻǎǘ ŎŀǎŜǎύΤ ǘƘŜƴ Ƙƛǘ ǘƘŜ ά{ŀǾŜ ŀƴŘ ŎǊŜŀǘŜ 
ŀƴƻǘƘŜǊέ ōǳǘǘƻƴΦ As info auto-completes: be sure to click on the auto-complete, to confirm that this is the info you 
want to submit. 
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Smith, John (xxx-xx-9877) last permanent zip 01905 

1 

2 

3 

2.  IŦ ŀ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŘƻŜǎƴΩǘ auto-complete ƛƴ ǘƘŜ άNŀƳŜέ ōƻȄΣ try re-spelling his first name. If that fails, it 
means the ƎǳŜǎǘΩǎ name, SSN, and birthdate are not in our system. ̧ ƻǳΩll have to ŎƭƛŎƪ ǘƘŜ άIƻƳŜέ ƭƛƴƪ ƛƴ ǘƘŜ 
upper left corner of the page and use the Look Up Client  feature (1) and then follow the steps described on 
pp. 5-7 to enter the ƎǳŜǎǘΩǎ profile into our system.  Finally, you must return to the Bed Register  (2), to 
record the nights and beds used by that guest. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
What to do if a client exits and then returns after 30 or more days: 
 
Look at the picture below: If the client ŘƻŜǎƴΩǘ ǎƭŜŜǇ ƛƴ ȅƻǳǊ ǇǊƻƎǊŀƳ ŦƻǊ ол Řŀys, 

 
 our website will automatically exit 

him ǳǎƛƴƎ ǘƘŜ ƭŀǎǘ Řŀȅ ǎκƘŜ ǎƭŜǇǘ ƛƴ ȅƻǳǊ ǇǊƻƎǊŀƳ ŀǎ ǘƘŜ ά9Ȅƛǘ 5ŀǘŜέΦ  It will also automatically insert an Exit Destination 
ƻŦ ά¦ƴƪƴƻǿƴκ5ƛǎŀǇǇŜŀǊŜŘέ; and the Exit Reason will also be automatically entered as ά¦ƴƪƴƻǿƴκ5ƛǎŀǇǇŜŀǊŜŘέΦ  LŦ ǘƘŜ 
client returns after some time, ŀƴŘ ȅƻǳ ǘǊȅ ǘƻ Ǉǳǘ ƘƛƳ ƛƴ ŀ ōŜŘΣ ȅƻǳΩƭƭ see a note at the top of the page, telling you to 
ά/omplete the Entry Exit Wizard for this clientέ again. In other words, you must give him a new intake date, and 
complete a new assessment describing his current income, benefits, and health conditions as of this new intake date ς 
these may be different than the last wave of visits he had with you! hƴŎŜ ȅƻǳΩǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ 9ƴǘǊȅκ9Ȅƛǘ ǿƛȊŀǊŘΣ you 
return to the Bed Register ŀƴŘ ƴƻǿ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ Ǉǳǘ ƘƛƳ ƛƴ ŀ ōŜŘ ŀƎŀƛƴΦ  
 

use the Look Up Client link;  

click on the clients name; and  

then do another Entry Exit 
Record using the Lightbulb 
instructions. 

 

  
  

1 

2 

1 

2 
3 






























