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Create a RO|

Before adding any client information in
HMIS, an ROl must be created.

Click Add ROI

Select the appropriate household
members

Select the appropriate provider: Housing
Navigation (16896)

Release Granted: Yes

Fill in the End Date: see below for the
dates

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

Verbal Consent (1 year)

Select the Documentation:
Signed Informed Consent from Client
Signed Release of Information from Client

Verbal Consent

Input the witness’ name

Click Save Release of Information

Summary Clien
Household Members

Added to the system

0 To include Household members for this Release of Information, click

Name beside each name. Only members from the SAME Household may be ¢

[] (26277) Male Single Parent
(481707) Test, Test

Date of Birth

Social Security
[1(372848) Client, Test

(] (27370) Couple With No Children
[J(552453) Test, Child
(481707) Test, Test

Provider Release of Information Data
AddROL Provider* The Homeless Leadership
Alliance of Pinellas, Housing My Provider

Navigation (16896)

Release Granted * e

Households

ID Type
" 26277 Male sin Start Date* 07 /122 /2021 |43 %
*Test, Te End Date* el l/l l/l l ’ua @
Client, Te Documentation [ -Select- Ve

Witnhess [ o
Gave Release of Information ‘

" 27370 Couple
Test, Chil




Create an Entry

(] (26277) Male Single Parent

(481707) Test, Test
[J(372848) Client, Test
(] (27370) Couple With No Children
[J(552453) Test, Child

Entry / Exits (481707) Test, Test
Program Tvpe Project Start Date Exit Date Project Start Data - (481707) Test, Test
Add Ent E No matches. The Homeless Leadership
ry '/ Provider* Alliance of Pinellas, Housing ch ‘ My Provider ‘ Ch
Navigation (16896)

Type* eHUD v

Project Start Date* (07 |/[10 /2021 | 513} 48 v|:(55 v :(33 v|AM v|

e Save & Continue

Click Add Entry/Exit
Select all appropriate household members

Select the appropriate provider name: Housing Navigation (16896)
Project Type: HUD

Project Start Date: Input the correct start date




Date of Birth ll[os |/[01 [/[2000 |23 7.

Date of Birth Type [ Full DOB Reported (HUD) v|e
Primary Race I | white (HUD) vl
Fill in the data Secondary e Whit (00 De

Ethnicity

Male

entry fields

[
[
| Non-Hispanic/Non-Latino (HUD) v |G
[
[

Household Self (head of household)

Where was your last

i
i
i
Relationship to Head of I
1
i

T| p: permanent residence? [Gulfport e ] ©
H I h b P -
_ living in Pinellas County? B | Lifetime Resident v)e
Only one person in the s this episode of
household should be e
“w COVID-19 pandemic? I ¢
marked as “Self (head of Select N/A if the client
h h I ” f is not homeless.
ouseno d) . I no one or Is the client receiving
. thi i t
two persons are listed as ascistance, utifity i
. . assistance, etc) due to ¢
head of household, this will the COVID-19
I . H h I d pandemic?
resu t Ina ouseno error Housing Status I [Category 2 - At imminent risk of losing housing (HUD)
In reports' Client Location I [FL—502 (St. Petersburg/Clearwater/Largo/Pinellas County CoC)
Prior Living Situation * I [Rental by client, no ongoing housing subsidy (HUD)
Iﬁsgﬂzhugfpf;tgg in I [One year or longer (HUD) v ] G
Did st | th 7
Dl oy st less than 7 o o
D tic viol
Domestic violence | (No (iU v
If yes for Domestic
violence victim/survivor, I [—Select— - ] G

when experience
occurred

If yes for Domestic
Violence Victim/Survivor, I [—Select— v ] G
are you currently fleeing?




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)

[ (26277) Male Single Parent

Create a Service for every day that | _
(481707)_Test, Test (Primary Clien

you provided a service. Ex. If you [](372848) Client, Test
provided case management for 4 1) (27370 Couple With No Children
. . [71(552453) Test, Child
days, there should be 4 services in (481707 Tost, Test (Primary Clent
HMIS.
Service Provider* [The Homeless Leadership Alliance of Pinellas, Housing Navigation (16896) V] e
Select all appropriate household Creating User User Name
members Start Date * 07 /22 |7]2021 |8 21 vi:[23 v][21 v[PM v
07 /22 yaoer | 48 L v):(az )2t vlem v

Choose the correct provider: _
Housing Navigation (16896) Service Type Select- v/ LookUp

Provider Specific
Service

Select the Service Type

Click Save & Continue 0 Save & Continue




Add Service(s)
(cont.)

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

Record how many minutes
were sent on this Service.

Service Provider* y. ’ The Homeless Leadership Alliance of Pinellas, Housing Nav

Creating User User Name
Start Date * 07 /22 /[2021 |38y 21 vii(23 vi[21 v[PM v
End Date 07 /22 /2021 |43y 21 vi:(23 v:[21 v[PM v
Service Type* " case/Care Management (PH-1000)

Provider Specific
Service

Service Staff

-Select- v

Service Notes

How many minutes were spent
on this Service? I:]e



Add Service(s) (cont.)

-[Need Infnrmatinn]

Need Status™* Closed v D

Outcome of Need Fully Met v ]e

If Need is Not Met,
Reason

-Select-

Save Save & Exit

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

Entry/Exits

Program Type Project Start Date Exit Date
The

Homeless

Leadership R .

Alliance of HUD . 07/10/2021 P a
Pinellas, * *

Housing

Navigation



Create an Exit (cont.)

1. Input the Exit Date
2. Select a Reason for Leaving Exit Date * 00? /(10 |/[2021 |38y 21 v):[52 v]:[26
3. Select a Destination Reason for Leaving | Completed program e
4. If needed, very generic If "Other", Specify |
notes can be adfj_Ed he_re' Destination * e [Rental by client, no ongoing housing subsidy (HUD)
Do not put sensitive client
information here. If "Other”, Specify
. . Notes
5. Click Save & Continue e




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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