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Updating Income in HMIS 
Here are some easy steps to follow while updating income in HMIS: 

 
1) First, be sure you select the pencil next to the correct Entry/Exit you need to update from the client summary 

page. 

 

 

2) Scroll down to Monthly Income and open the HUD Verification to start the update. 

 

 
3) Select the pencil next to the Income you need to update. 
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4)  Enter an end date for the existing entry, it must be 1 day prior to the date of discovery (Example: if today’s date 
is 5/18/2020, the end date would be 5/17/2020). No other information should be added and/or modified. Only the 

end date and Receiving Income Source should be added then click save. 

 

 

5) If there are multiple old entries, repeat until Yes next to any Income that is no longer being received is grayed out 
to a no selection. 
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6)  If a pencil is no longer displayed next to the income you are updating, click Yes. If there is a pencil next to the 
income you are updating, select the pencil. 

 

7) In the next window enter the new Monthly Amount, select Yes from the Income Verified drop down menu, select 
correct amount for Annual Income then save the new entry. 
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8) If the client is no longer receiving the income being updated, click No then Save & Exit. 

 

 


