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HMIS  Introduction and Background  

An HMIS is an electronic data collection system that stores longitudinal person level information about persons 
who access the homeless services system in a Continuum of Care (CoC). HMIS is a valuable resource because of its 
capacity to integrate and unduplicate data from all homeless assistance and homelessness prevention programs in a 
CoC.  Aggregate HMIS data can be used to understand the size, characteristics, and needs of the homeless 
population at the local, state, and national levels. Todayõs advanced HMIS applications offer many other benefits as 
well. They enable organizations that operate homeless assistance and homelessness prevention programs to improve 
case management by collecting information about client needs, goals, and service outcomes.  They also help to 
improve access to timely resource and referral information and to better manage operations. Following 
Congressional directive, HUD has supported the development of local Homeless Management Information 
Systems by: 1) providing technical support and funding to CoCs to develop local HMIS; and 2) undertaking a 
research effort to collect and analyze HMIS data from a representative sample of communities in order to 
understand the nature and extent of homelessness nationally. As part of this effort, HUD published HMIS Data 
and Technical Standards (HMIS Standards) in 2004 that allow for the collection of standardized client and program-
level data on homeless service usage among programs within a community and across all communities. The 2004 
HMIS Standards ensure that every HMIS captures the information necessary to fulfill HUD reporting requirements 
while protecting the privacy and informational security of all homeless individuals. 
(Standards, 2010) 

Data Collection Overview  

 
Data entry is an essential part of program and reporting success. 
 
Data Collection and Quality include (Safe Harbors Standard Operating Policies & Procedures p.36): 
 

 The Agency shall actively participate in the Safe Harbors HMIS by using either the Safe Harbors 
application or data integration to be eligible for fund reimbursement during the contract period.   A 
data integration agreement must be negotiated with the Safe Harbors program in advance.- 

 

 Active participation will be evidenced by the program entering or uploading a complete data set 
including client intake, assessment, services provided, exit data and outcomes reporting, for all 
clients served during the contract period as directed in the Safe Harbors Standard Operating 
Procedures and the Agency Partner Agreement incorporated herein by reference. 

 

 Each program must have entered all client intake data within one week of program entry and client 
exit data within two weeks of program exit.  
 

 Data entry for the previous week must be completed on the following Monday.  
 

 Data quality and integrity is expected of HMIS users.  
 

 Safe Harbors will perform data quality reviews and require corrective action if data quality does not 
meet threshold review 

 

 Agency shall submit data on all program clients served identified as universal, program specific and 
local continuum data elements for required report completion.  The universal data elements are 
listed in the following table: 
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Data Collection Standards 
On the following page is a chart representing the Federal Housing & Urban Development Department (HUD) data 
elements, collection frequency, and program type requirements that can be used as a guideline in gathering client 
demographics and enrolling clients in programs. 
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Collect at entry       X X X X X X X X 

Collect at exit       X X X X X X X X 

Update every three months post 
entry           X     X   X 

Update every year post entry                   X   
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2.1 Name X X   
X X X X X X X X 

2.2 SSN X     
X X X X X X X X 

2.3 Date of Birth X     
X X X X X X X X 

2.4 Ethnicity/Race X     
X X X X X X X X 

2.4 Gender X     
X X X X X X X X 

2.6 Veteran Status X     
X X X R X X X X 

2.7 Disabling Condition X X X 
X   X R X X X X 

2.8 Residence prior to 
program entry 

X     

X   X R X X X X 

2.9 Zip of LKPA X     
X X X R X X X X 

2.10 Program Entry Date X     
X A X A X X X X 

2.11 Program Exit Date   X   
X A X A X X X X 

2.12 Personal ID X     
A A A A A A A A 

2.13 Program ID X     
A A A A A A A A 

2.14 Household ID X     
A A A A A A A A 

3.1 Income & Source X X X 
X   X   X X X X 

3.2 Non-cash benefits X X X 
X   X   X X X X 

3.3 Physical Disability X X X 
X   X   X X X X 

3.4 Developmental 
Disability 

X X X 

X   X   X X X X 

3.5 HIV/AIDS  X X X 
    X   X X X X 

3.6 Mental Health X X X 
    X   X X X X 

3.7 Substance Abuse X X X 
    X   X X X X 

3.8 Domestic Violence X X X X   
X   X X X X 

3.9 Services Provided X X X X A 
X 

A 
X X X X 

3.10 Destination at Exit   X   
X   X   X X X X 

3.11 Reason for Leaving   X   
X   X   X X X X 

3.12 Employment X X X X   
X   X X X X 

3.13 Education X X X X   
X   X X X X 

3.14 General Health X X X X   
X   X X X X 

3.15 Pregnancy Status X X X X   
X   X X X X 

3.16 Veteranõs Information       
                

3.17 Childrenõs Education X X X X   
X   X X X X 

Tip:  After the above information is entered in Safe Harbors HMIS it is presented within the HMIS 
community in a de-identified format.  Client identifying information is always kept confidential and can only be 
accessed by approved members of the HMIS community.  
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Central Intake Search Page 
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Central Intake Search Page  

 
 

The Central Intake Search page is a tool with client record search abilities, making it the first page to use 
when searching for client data.  The Central Intake Search page can be used to access client data for a 
client that has been previously entered in the HMIS.   Once an existing client record is found, the 
demographics can be viewed and modified, or the client can be enrolled into the program.  

 
 

 
 
 

Tip:  Search for clients on the Central Intake Search page first.  The client may already have existing 
records in the HMIS .  New features include ID and telephone number search capabilities. 

 
 
 

 
 

 

 
  

 
 

Use the Central Intake Search Page to 
search for clients in the database and 

for access to program enrollment .  
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Last Name Search            

An agency user can search for a client by Last Name: 
1. Enter clientõs last name in the last 

name box. 
2. Click on the  button.  
3. Results will be displayed in the view 

pane. 
4. If client is not found the message 

below will appear.  Client will need to 
be entered into the HMIS. 

 
 

First Name and Last Name Combination Search  

A user can also search by both first and Last Name 
1. Enter first name and last name 

characters.  
2. Click the  button.  
3. Results will be displayed in the view 

pane.  
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Easy Intake Page 
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Easy Intake Page   
 
The Easy Intake page provides an abbreviated point of entry for collecting Client Demographics and Services 
information. The Easy Intake page should only be used by agencies that have a high volume business model.    
 

 

 
 

Use the Easy Intake page to start new 
households, and record client 
demographic information, enroll and 
exit clients into high volume program 
types.  Safe Harbors staff will work 
with programs to determine volume 
type.  
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Create  New Head of Household Client  

To create a New Head of Household Client: 
1. Navigate to the Easy Intake page. 
2. Click the  button.   
3. Enter demographic information 

which should include: 

 Social Security Number 

 Enter Social Security 
Number Code 

 Enter Client First and Last 
Name 

 DOB/Code 

 Gender 

 Veteran Status 

 Disabled Status 

 Ethnicity 

 LKPA Zip 

 Zip Data Quality 
 

4. Click the  button 
to save client.  

Add A dditional Household Members  

To add additional household members: 

1. Click the   button.  
2. Enter all required demographic information as indicated by purple fields. 

3. Click the  or the  button in left section. 
 

Tip:  Save additional Household Members with the SAME FAMILY button if they are part of the same family or 

with the NEW FAMILY button if they are part of a new family in the same household.  
 

Enter Client into  Program  

Entering clients from the Easy Intake page is only for use by agencies/programs with an approved 
high volume business model.  Using the Easy Intake page does not  substitute for standard 
program entry by non-high volume agencies as clients will not be fully enrolled in programs that 
arenõt high volume. 

 
1. Find the client by entering criteria in the Quick Search box then use 

the [Tab] key to initiate search.   
 

2. Select the client by clicking  on the row heading.  
 

3. In the Program Enrollment container click the  button and make the relevant selections: 
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4. After entering the necessary criteria, click the  

button and client will be enrolled in program and 
services saved.  

 

 

 

Exit Client  

Exiting clients is an important step in ensuring 
data completeness: 
1. Highlight  program to exit client from after 

verifying Program Name and Program Date. 
2. Click the [Exit] button. 

 
3. Select Destination, Reason for Leaving and Exit Date. 

 
4. Click the Exit button then close. 
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Head of Household (HOH) Intake Page 
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Head of Household  Intake Page  

 
 

The Head of Household (HOH ) intake page is used for client data entry.  Client demographic data should be 
checked at every program enrollment.  The HOH intake page should be used if a search for a client yields no results 
and a new household needs to be created. 
 

  
 

 
 

Required fields on this page are marked in 
blue/lavender. If a client refuses consent, the 

required fields will change.  
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Search for Existing Clients  

 
1. Search for clients in the Central Intake 

Search box. 
  

2. If client is not found, navigate to HOH 
Intake page and a new client record will 
need to be created. 

 
 

 

Enter New Client  

 
1. Click the  button and enter client demographic data. 

 

 

Tip:  A partial Social Security Number can be entered with client consent. 

Tip: If a client does not have an address, a city zip code is sufficient.  After entering City, County, and State 
demographics then tabbing to the zip field, the Select Zip Code grid will open and the city should be selected.  
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Jump to Program Entry  

 
1. After all required data has been entered, 

enroll client into program by clicking the 

Jump to Program Entry Button . 
 

 
2. The HMIS will navigate to the Program 

Entry page, where the clientõs program 
enrollment can be completed. 

 
 

 

 

 

 
  



17 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Household Statistics Page 
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Household Statistics Page  

 

The Household Statistics page provides a point of entry for collecting client and household member 
demographics and income information.  The Households Statistics page is used exclusively to add or remove 
household members and to enter or update client income. 

 

 
 

Tip: If a family/household needs to be enrolled into a program, it is very important that each member 
is added to the household first.  After the household is complete, the household can be enrolled in a 

program by clicking the  button. 
 
 

 

 
 

Use the Household Statistics page 
to record demographics and add or 
modify household members. Entire 
households can be viewed and 
accessed from the Household 
Members grid.  All  income additions 
and modifications are done on the 
Household Statistics page.  
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Add  New Household Member  

 

1. In the Households Members container, click on the  button and select or enter data into the fields 
below. 

 SSN  

 SSN Code (will change to fit entry) 

 First Name 

 Last Name 

 Date of Birth 

 Gender 

 Relation 

 Disabled 

 Veteran 

 Marital Status 

 Education Level 

 Ethnicity 

 Birth Year 

 Race 
 

 

2. Click on the   button to add client to 
family/household.  

 
3. Once the new member is added they should be listed under 

current Head of Household in household member grid. 
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Modify Client Status  

 
When  clients have been entered into the HMIS  as a family/household and the 
composition changes, individuals can be removed or added using the Update Members 
button.  For example a member of a family may move out and become their own head of 
household.  The member who has moved can then establish their own household.  There 
are several other ways that client household or family status can be modified using the 
Update Member buttons. 

 
 

New Household: 
Move Client to new household.   In the below example client Mick Adens moves out of the existing 
household to his own household: 
 
Move client to their own household: 
 

1. Find and select client in the Central Intake search. 
2. Navigate to the Household 

Statistics page.  
3. Highlight  client in the Household 

Members grid.  
  

4. Click the  button. 
5. Select the clientõs name, since client will be his/her own head of 

household. Click the move button. 
6. Client will no longer be listed with original household and will be 

moved into their own household and will become head of 
household. 

7. Navigate back to the Central Intake Search page to find client.   

 
 

8. Navigate the Household Statistics page to modify or view client demographic information. 
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Add New Household Member: 
An existing household member has been entered into the HMIS and can be added to a household.  
For example, Mickõs daughter daughter Candi Adens has been entered into the sytem but Candi is 
not a part of Mickõs household and needs to be added. 
 

1. Navigate back to the Central Intake Search page and find the client to be moved into the 
new household. 

 

 
 

2. Navigate to the Household Statistics page. 

3. Select client in the Household Members container and click the  button. 
4. When the Household container opens select the òSearch for existing HOHéó drop-down 

option and enter the new head of householdõs first and last name then click the  
button. 

5. Highlight  the client and click the move button to move client 
into household. 

6. Click [OK]. 

 
7. Navigate back to Central Intake 

Search then to Household Statistics to 
find client and view client in new 
household. 
 

 
 

 
 
Change Head of Household: 
Another member of a household can be changed to become the head of their own household: 

1. Add new client or find client in Central Intake Search. 
2. Select client in the Household Members list. 

 
3. Click on the  button and the 

select client will become the new Head of 
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Household for the listed family as indicated by the HOH check box. 
 

 
 
Client Death: 
If a client dies, their status can be marked as deceased. 

1. Search and select client in the Central Intake search page. 
2. Navigate to the Household Statistics page. 
3. With client selected in the Household Members list click on the  

button. 
4. Client will be removed from Household Members list. 

Note: Client will still be accessible in the HMIS . 
 

Data Modification Buttons  

 

The Household Statistics data modification buttons can be used to modify client data with the 
simple click of a button.  The Data Modification buttons have several functions including: 
 

 Program Entry/ Enrollment ð Starting the process of enrolling clients into a 
program 

 Notes - Viewing, modifying, or adding client notes. 

 Client Address - Viewing, modifying, or adding client addresses. 

 Address History -  Viewing, modifying, or adding client address history. 

 Contacts - Viewing, modifying, or adding client contacts. 
 
 

 
Jump to Program Entry: 
From the Household Statistic Page the process of  enrolling clients into agency programs can begin. 
 

1. Select the client from the Household 
Member list. 
 
 

2. Click on the  button. 
 
 
3. The Safe Harbors HMIS will navigate to the Program Entry page and a clientõs program 

enrollment can be completed.   
Note:  If there is more then one household member each houshold members program entry 
questions will need to be answered. See program the entry section for step-by-step 
instructions. 
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Case Notes: 
Notes can be added and saved with Region, Organization, and Private level consent depending on 
which community members should have access to the information. Consent level options are: 
 

Consent: Region ð The information in the note can be seen by the entire region. 
 
Consent: Organization ð The information in the note can be seen by individuals within userõs 
organization. 
 
Consent: Group - The information in the note can be seen by members of a (defined) group within 
my organization.    
 
Consent: Private ð The information in the note can only be seen by the person who entered the 
note. 
 

Add a New Note: 

1. Click the  button and the notes dialogue 
box will open. 

2. Click the  button, select the level of consent, 
date and entered by fields.   

3. Enter comments and click the  button. 
4. Additional notes can be added with various levels of 

consent. 

Note: Once a client has a saved note the  button will turn green. 

 
 

 

Edit Address: 
The Household Statistics page also allows for client addresses to be edited. 
 

1. Select the family member in the name grid and click the  button. 
2. Enter the new address. 

 
 

3. When tabbing from the state field the 
Select Zip Code dialog box will open and 
a aCity/Zip/State can be highlighted then 
selected. 
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4. After the address information is entered, click the   button.   
5. The Address updated dialogue box will validate saved address data.  

6. Click  
7. Click . 
 
 

Address History: 
Client address history can be viewed along with associated dates, housing types, and payment 
sources for individual addresses. 
 

1. To view client address history click on the  button. 
2. When the address history dialog box opens view information to modify dates, housing type, 

and payment source if necessary. 

 
 

3. If modifications are made click the  button. 
4. When finished click the  button. 
 

Contacts: 
Multiple client contacts can be entered and saved per client.  Emergency, mailing address and 
alternate contact types are entry options.  Relationship type can also be specified. 
 

1. Click on the  button. 
2. Click the  button and select and enter the necessary information.   

 

  
 

3. Click the  button. 
4. Click the  button. 
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Income  

 

The Income container is a tool used to record income sources along with non-cash benefits for 
clients.   
 

  
 
Income Summary 

An at-a-glance income summary is located above the Household Members list that provides a 
calculation of the total number of family members, monthly income, gross annual income, 
poverty level percentage, and area median income(AMI) percentage specific to the zip code 
associated with the client. 
 

 
 
Income 
Income and Non Cash benefits for the last 30 days are entered and updated for each client in the 
Income containor.  Income updates are always entered in the income container even if the client is 
currently enrolled in a program. 

 

Enter Income 

1. In the income container click the  button. 
2. Select the income source. 
3. Enter the stated income. 
4. Select the pay interval. 

5. Click the  button in the income container. 
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Enter Non-Cash Benefits 
1. For non-cash-related benefits click the 

 button and select the related 
benefits when the Non-Cash Benefit 
dialogue box opens. 

2. Click the  button. 

3. Click the button. 
 

 
 
Delete Income 

1. To delete income select the row of income to be deleted in the income list. 
2. Click the  button and income source will be removed from list. 
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Documents Page  
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DOCUMENTS  

The Documents page provides an area to store saved documents that have been scanned into a 
computer.  These documents can be items such as driverõs licenses, social security cards, and 
paycheck stubs.  Electronic documents can also be uploaded into the Documents page along with 
client images.   

 

 
 

Use the documents page to add 
one or more supporting 
documents to client files.  Most 
graphics files along with PDF 
documents can be attached to 
client records.  Documents that 
are attached are only shared 
within the organization.  
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Add A  New Document  

1. Navigate to the Documents page. 

2. In the Documents container click on the  button. 
3. Browse to file on computer then select and open it. 
4.  Once file has been downloaded it will appear in the documents list. 
5. Enter relevant info: 

 Consent 

 Description 

 Note Entered By 

 Note 
 

6. Click the  button. 
 

 
Multiple documents can be added to each clientõs profile.  See below for others document 
examples. 
 
Document Example 1: Social Security Card 
 

 
 
 

Document Example 2: Driverõs License 
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Client Services Search Page 
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Client Services Search Page  

 

Use the Client Services Search page for a diverse combination of searches specific to 
current or past client program enrollment within organizations.   The Client Services 
Search page can also be used to verify client program enrollment.  When updating 
enrolled client records or services, the Client Services Search Page should be a userõs 
first stop.  The client services page consists of two containers: the Search container and 
the Customer Listings container. 

 

 
 
 

 
 

This page is the first stop for updating 
client records, services, and case notes 
for clients who are enrolled in 
programs.  Application reports can be 
run from the Client Services Search 
page for an at -a-glance perspective of 

client services and client no tes.  
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 Search for Enrolled Clients  

 
1. Browse to the client 

services search page, 
enter search criteria and 
click the search button. 

 
 
 
 

 

Navigate to Update Records  

After selecting a client in the Client Search page client records can be updated.  
Examples below: 
 

Update Income: 
After selecting client, use the Jump to Demographics button to navigate to Household Statistics 
page in the Central Intake Library and modify client income. 
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Update Program Entry page Questions:  
After selecting client, navigate to the Program Entry page to verify or update program entry 
questions and to access or create new snapshots. 

 
 

Update Services:  
After selecting client, browse to the Services Provided page to add or delete client services. 

 
 

 
 
 

 
 
 
 
 

òResidence prioró and 
òlength of stayó are 
required.  There are also 
required Entry Questions 
answers that must be 

answered. 

Each service expected to be 
represented in any report 
must be recorded on the 

Services Provided page.   
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Exit Client:  
After selecting client, browse to the program exit page to capture a final income snapshot, answer 
exit questions, and exit client from program. 
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Program Entry Page 
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Program Entry Guide 
 
The Program Entry page is used to enroll clients into programs.  There are three containers in the 
Program Entry Page: The Search container is for client access, the Program container is for client 
enrollment, and the Entry questions container is for client details.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 

Remember to manage and generate 
income and demographic snapshots 

from the program entry page.  
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Client Search and Program  Enroll ment  

 

1. Search for client records in the Central 
Intake Search page, navigate to edit 
records, or click the Jump to Program 
Entry button to start the program 
enrollment process. 

 

Tip:  By clicking on the Jump to Program Entry button the HMIS  will navigate to the Program 
Entry page. 

 
 

2. Click the button. 
 
 
 
 

 
 

3. Select the Program, Program Date of Enrollment, and click the button.  
 

 
 

 

4. Select the Household members for enrollment and click the button. 
 
 
 

5. Answer the residence questions. 
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6. Answer the entry questions for client to be fully 
enrolled in program and to show up in reports. 
 
 

OR 

 
7. Select the  button to populate answers from a 

previous program enrollment. 
 
 
 

Tip: Only use the copy button if clientõs current answers are a close match to past 
related answers. 

 

 
8. Select the row of answers after determining the correct 

program, activity type, and start date, then click the 
button. 
 
 

9. Click then close the Copy Answers dialogue box. 

 
 

10. Review the answers for accuracy based on clients current circumstances and modify anwers 
as needed. 

 

Snapshots  

 
Snapshots are recorded data sets created when clients are enrolled in a program.  There are three 
types of snapshots saved:   

 Household composition 

 Income 

 Non-cash 

 Demographics  
 
Each can be accessed and modified from the Program Entry page using the Edit Snapshot button.  
Once a client exit is started, snapshots can also be edited from the Program Exit page. 
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Income Snapshots 
Income snapshots are a way to track and log client income for the last 30 days.  The first income 
snapshot is generated automatically once a client is enrolled in a program.  Another automatic 
snapshot is taken when a client exits a program.   
 

From the Program Enrollment page click on the  button to view the current Income 
snapshot. 

 

Tip:  The above income snapshot for Ben Orchard has been automatically created from the 
demographics, earned income, and non-cash benefits that were entered in the income container from 
the Household Statistics page.   The most current income information is included with the client 
snapshot each time they are enrolled in a program.  Dated snapshots can be modified if the 
information is incorrect and does not affect clientõs income from the Household Statistics page.   

 
Non-Cash Benefit Snapshots 
 

1. Click in the  button to view a 
snapshot of current non-cash benefits. 
 

Tip:  These non-cash snapshots can be 
modified but do not affect the actual non-cash 
benefits of the client from the Household 
Statistics page.   

 
 
 
 

 
 
 
 
 
 
 
 
 

Income modification is 
not done here.  Browse 
to the Household 
Statistics Page if income 
needs to be modified.  A 
new snapshot may need 
to be taken after income 

is changed. 



39 
 

 
 
Demographic Snapshots 
Similar to income, demographic snapshots are generated automatically once a client is enrolled 
in a program.  Demographic snapshots can be modified within each individual field.  The 
modification of demographic snapshots does not alter the original demographic information. 

 
1. To open demographic snapshots from the Program Enrollment page, click on the 

 button. 

 
 
2. View and modify client demographics as needed.   

 
 

Create a New Snapshot 
Periodically client evaluations may produce the need to manually generate new snapshots 
 
1. To create a new snapshot, click the  button.  
2. Select the client. 

 

 
 

3. A new snapshot will be generated, defaulting to the current date with the clientõs current 
income pulled from the income Container on the Household Statistics page. 
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To navigate between 
snapshots use the 
previous and next  

buttons.  



41 
 

 

Services Provided Page 
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Services Provided Page  

 
The Services Provided Page is used to view, track and add program specific services per client.  
Services are a direct link to program funding.  Each funded service provided to a client should be 
recorded. 
 

 
 
 

 
 

Use the Services Provided 
page to add all funded 
services that have been 
provided to clients.  
Services can be added one 
date at a time or scheduled 
with a maximum date range 

of two years.  
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Find Client   

1. Navigate the Client Services 
page, enter the client search 
criteria, and click the Search 
button.  
 

2. Click at the beginning of the 
row to select and highlight client. 

3. Navigate to the Services Provided page. 

Add Service  

1. Click on the  button 

2. Select the desired service by 
choosing from the activity 
dropdown list.   
 
 

3. Click the  button 
 

Use the Schedule Button  to Add  Multiple Services  

The schedule button provides a way to add a daily, weekly, or monthly date ranges for an activity 
rather than scheduling services one-at-a-time. 

 
1. Click the  button, select an 

activity and save it.  With the 
activity selected, click the  
button.  

 
 
 

2. Choose the type of occurrence, the From/To Date 
range, and click the  button. 

  
 

3. Once scheduling is complete the added rows will 
appear in the activities container up to the current 
date of service.  Future service dates will be added 
on the days they occur. 
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Deleting Services  

Services can be deleted individually or by group.  To delete services by group the services have to 
have been schedule on the Services Provided page. 

 
Delete a Single Service 

1. Select service to be deleted and click the  button. 

 
 

2. Click  to delete the service. 

 
 

 
Delete Multiple Services 
Multiple services can be deleted by either: 

Dragging to select the rows in front of 
the service. 

 
-Or- 
 

Selecting multiple rows using [Ctrl] + 
Select (mouse click). 
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1. Use one of the above selection methods 
select services to be deleted. 

2. Click the  button. 
3. Click to permanently delete the 

selected services. 
 

 

    


