
Coordinated-Entry
HMIS Data Entry 

Workflow



Create a coordinated entry enrollment by 
clicking Add entry/exit

If there is an open Coordinated Entry enrollment, do not create a new one, 
add an Interim Update (instructions found on slide 16). 



Project start data for individuals
• Provider: Coordinated Entry – Individuals (VI-SPDAT) (16832) 

• Project Type: HUD

• Project Start Date: The date of the assessment



Project start data for Families
• Select all appropriate household members

• Provider: Coordinated Entry – Families (VI-FSPDAT) (16833)

• Project Type: HUD

• Project Start Date: The date of the assessment



Homeless Status
Update the client’s Housing Status & Relationship to Head of Household.

Only individuals listed as Category 1 and Category 4 are eligible for Coordinated Entry. 
Ineligible clients will be removed from the list.



Enter household income
Enter the Income for ALL household members who are 18 and older, 
be sure to go through “HUD Verification”.



Update the Homeless history 
(Chronicity Questions)



Update the Homeless history 
(Chronicity Questions)

• Prior Living Situation: Where did the client sleep the previous night?

• Length of Stay in Previous Place: How long were they sleeping in that 
prior living situation for?

• Approximate date homelessness started: Including the situation the 
client was in right before entering, plus any continuous time moving 
around between the streets, an emergency shelter, or a safe haven, 
input the date this period of the client's “literal” homelessness began. 



Update the Homeless history 
(Chronicity Questions)

• Number of times the client has been on the streets, in ES, or SH in the past 
three years: Including today, count all the different times the client was on 
the streets, in an emergency shelter, or in a safe haven in the last 3 years 
where there are full breaks in between (i.e. breaks that are 90 days or more 
in an institution or 7 nights or more in permanent or transitional housing).

• Total number of months homeless on the street, in ES, or SH in the past 
three years: Count the cumulative number of months in which a person 
was on the streets, in an ES, or SH in the last 3 years, including stays in an 
institution less than 90 days or in permanent or transitional housing less 
than 7 days. 



Create a Coordinated entry assessment 
by clicking add



Fill out the coordinated entry assessment
• Date of Assessment

• End Date

• Assessment Location

• Assessment Level

• Assessment Type
• Phone
• Virtual
• In Person

• Assessment Level
• Crisis Needs Assessment
• Housing Needs Assessment 

• Prioritization Status
• Placed on Prioritization List
• Not place on Prioritization List



Click Add to input the client’s 
current living situation



Fill out the current living situation form

Information Date: Date of the assessment

If the answer is yes for “Is the client going 
to have to leave their current living 
situation within 14 days?”, proceed to the 
next slide. 

If the answer is no, click Save and Exit.



Fill out the fields shown below
All questions excluding the 
Location details box contain the 
following answers:

Finally click Save



Add a new VI-(F)SPDAT
Do not edit an existing VI-(F)SPDAT, always create a new one

• Select Add to access the assessment
• Fill in the VI-SPDAT completed by textbox



VI-(F)SPDAT v2.0

Thoroughly answer all questions in 
the VI-SPDAT assessment.



VI-(F)SPDAT v2.0



VI-(F)SPDAT v2.0

Once you answer all questions 
on the assessment, click 
CALCULATE to get the client’s 
VI-(F)SPDAT score.  
Finally, click SAVE.



Interim Updates

Interim Updates are used to capture all VI-(F)SPDAT scores in one Entry. 

Clients with multiple Coordinated Entries

• Will be shown repeatedly on the Prioritization List.
• Can cause data quality issues if some entries are closed and others are not.
• Make it difficult to report on enrollment due to having multiple start dates



When to use interim updates

When the client is already enrolled in Coordinated-Entry as shown 
below. Meaning there is no exit date.



To add an interim update
Click on to the Entry/Exit tab



Click on the Interims symbol next to the 
currently open VI-SPDAT Entry



Add Interim Review
Interim Review Type: Update

Then click Save & Continue



Homeless Status
Update the client’s Housing Status.

Only individuals listed as Category 1 Literally Homeless and Category 
4 Fleeing/Attempting to Flee DV are eligible for Coordinated Entry. 

Ineligible clients will be removed from the list.



Update the household income

Update the Income for ALL household members who are 18 and older by going 
through HUD Verifications. Remember to end the previous entry the day before, then 

add the new data. Do not edit the current entry, this deletes the historical data.



Update the Homeless history 
(Chronicity Questions)



• Prior Living Situation: Where did the client sleep the previous night?

• Length of Stay in Previous Place: How long were they sleeping in that 
prior living situation for?

• Approximate date homelessness started: Including the situation the 
client was in right before entering, plus any continuous time moving 
around between the streets, an emergency shelter, or a safe haven, 
input the date this period of the client's “literal” homelessness began. 

Update the Homeless history 
(Chronicity Questions)



• Number of times the client has been on the streets, in ES, or SH in the past 
three years: Including today, count all the different times the client was on 
the streets, in an emergency shelter, or in a safe haven in the last 3 years 
where there are full breaks in between (i.e. breaks that are 90 days or more 
in an institution or 7 nights or more in permanent or transitional housing).

• Total number of months homeless on the street, in ES, or SH in the past 
three years: Count the cumulative number of months in which a person 
was on the streets, in an ES, or SH in the last 3 years, including stays in an 
institution less than 90 days or in permanent or transitional housing less 
than 7 days. 

Update the Homeless history 
(Chronicity Questions)



Create a Coordinated entry assessment 
by clicking add



Fill out the coordinated entry assessment
• Date of Assessment

• End Date

• Assessment Location

• Assessment Level

• Assessment Type
• Phone
• Virtual
• In Person

• Assessment Level
• Crisis Needs Assessment
• Housing Needs Assessment 

• Prioritization Status
• Placed on Prioritization List
• Not place on Prioritization List



Click Add to input the client’s 
current living situation



Fill out the current living situation form

Information Date: Date of the assessment

 If the answer is yes for “Is the client going 
to have to leave their current living situation 
within 14 days?”, proceed to the next slide. 

 If the answer is no, click Save and Exit.



Fill out the fields shown below
• All questions excluding the 

Location details box contain 
the following answers:

Finally click Save



Add a new VI-(F)SPDAT

Do not edit an existing VI-(F)SPDAT, always create a new one

• Select Add to access the assessment
• Fill in the VI-SPDAT completed by textbox



Any Questions?

• For HMIS specific questions, send a ticket to the Pinellas HMIS Help 
Desk: https://pinellashmis.zendesk.com/hc/en-us

• For CE specific questions:
• Sezen Boylan: sboylan@hlapinellas.org 

https://pinellashmis.zendesk.com/hc/en-us
https://pinellashmis.zendesk.com/hc/en-us
https://pinellashmis.zendesk.com/hc/en-us
mailto:sboylan@hlapinellas.org
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