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Create a ROI
Before adding any client information in 
HMIS, an ROI must be created. 

1. Click Add ROI

2. Select the appropriate household 
members

3. Select the appropriate provider: Housing 
Navigation (16896)

4. Release Granted: Yes

5. Fill in the End Date: see below for the 
dates

a) Signed Informed Consent and Release of 
Information form (does not expire)

b) Verbal Consent (1 year)

6. Select the Documentation:
a) Signed Informed Consent from Client
b) Signed Release of Information from Client
c) Verbal Consent

7. Input the witness’ name

8. Click Save Release of Information



Create an Entry

1. Click Add Entry/Exit
2. Select all appropriate household members
3. Select the appropriate provider name: Housing Navigation (16896)
4. Project Type: HUD
5. Project Start Date: Input the correct start date



Fill in the data 
entry fields
Tip:

1) Only one person in the 
household should be 
marked as “Self (head of 
household)”. If no one or 
two persons are listed as 
head of household, this will 
result in a Household error 
in reports. 



Update the four HUD Verifications
The four HUD Verifications are Income, Non-Cash Benefits, Health Insurance, and Disabilities. 
These fields must be updated for all adults (18 or older) in the Household.

Refer to this guide for a video on how to update Hud Verifications.

https://pinellashmis.zendesk.com/hc/en-us/articles/360058937133-How-to-update-Income-in-HMIS


Add Service(s)

Create a Service for every day that 
you provided a service. Ex. If you 
provided case management for 4 
days, there should be 4 services in 
HMIS. 

1. Select all appropriate household 
members

2. Choose the correct provider: 
Housing Navigation (16896)

3. Select the Service Type

4. Click Save & Continue



Add Service(s) 
(cont.)

1. If needed, brief notes can be 
added here. No sensitive 
client information should be 
here.

2. Record how many minutes 
were sent on this Service.



Add Service(s) (cont.)

1. Need Status: Closed
2. Outcome of Need: Fully Met

The above fields must have Closed and Fully Met to appear in a report
3.   Click Save & Exit



Create an Exit
1. Click on the pencil under the Exit Date column



Create an Exit (cont.)
1. Input the Exit Date 

2. Select a Reason for Leaving

3. Select a Destination

4. If needed, very generic 
notes can be added here.
Do not put sensitive client
information here.

5. Click Save & Continue



Update the four HUD Verifications
The four HUD Verifications are Income, Non-Cash Benefits, Health Insurance, and Disabilities. 
These fields must be updated for all adults (18 or older) in the Household.

Refer to this guide for a video on how to update Hud Verifications.

https://pinellashmis.zendesk.com/hc/en-us/articles/360058937133-How-to-update-Income-in-HMIS


Questions?
Reach out to HMIS via the Help Desk with any questions or concerns. 

https://pinellashmis.zendesk.com/hc/en-us
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