Pinellas HMIS
Updating Income
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Income information should be added when a client enters a CoC funded project and updated at
least once per year after that. Non-CoC funded programs may have different requirements
regarding frequency of updates. Remember to make updates from the relevant project entry, not
the client profile. Once you've saved your changes, verify that the income information on the
client profile was automatically updated to match.
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e Upcdate Receiving Income Source Question

Once a source of income has been end dated, the pencil icon will disappear from the HUD
Verification tab shown in Step 2, and you will be able to change the selection for the
"Receiving Income Source?" question. If the client is no longer receiving income from this
source, select No. If they are still receiving the income, click Yes, and another box will pop up.
Never leave any source of income with "Incomplete" or "Data Not Collected" selected.

Receiving Income Source?

Source of Income

Data Not

Yes Mo Collected Incomplete

#  Alimany or Other Spousal Suppart (HUD)

\ #  Child Support (HUD) /
Earned Income (HUD) ( L ]




eAdd New or Updated Income e Save & Summarize

Add information about the new or modified
income in the box that popped up in Step 3.
Make sure the amount and sources of all
income match the information provided by
the client. An answer is required for all of the
fields with a star.
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@ Helpful Reminders

Make sure to click Save on each income
entry as well as on the HUD Verification.
Once you've made the necessary edits, Save
& Exit the HUD Verification screen, and
ensure the Total Income and Source
questions are answered correctly.
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6Still Need Help?

Visit the Pinellas HMIS Help Desk for more
resources or submit a Help Desk ticket
here.

e Remember to update income within the applicable project's entry/exit rather than within the
client profile. Never update information through the Summary tab - it is for viewing only!

e Never use the add button (shown below with an X) to create a new income record. Creating
multiple records for a source of income leads to report errors.
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e Remember to update the income for all members of the household. All household members
age 18 or older should have their own income section completed.

e Any income associated with a minor that is used for household expenses (like SSI/SSDI)
should be included in the head of household's income.

e Review your program's expectations regarding the frequency at which income should be

updated.

Updated 07/2025 on behalf of HLA - C. Bare


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

