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Enter Data As

After logging into KYHMIS, go to the upper right-hand corner at the top and click on “Enter
Data As”. This is how you choose which project to enter data into/as.

Click on the green Plus (+) sign next to the applicable project for which you will be entering
the client/household.

You can also search for the provider by typing in the “Search” bar & then clicking “Search”, or

by typing in their provider ID number in the “Provider ID#” bar & then clicking “Submit”
NOTE: ONLY put clients in Level 4 projects.
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[+] BOS-Diversion Project (2991) Level 4 | Unknown Frankfort, KY 40601 | 02/08/2021
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If you are adding a new family (i.e., household), add the head of household first.

Client Search

On the left-hand side of the screen, click “ClientPoint” to begin searching for your client’s
name. You must search for an existing client prior to adding a new client.

If there is a match, click on the pencil to the left of the client’s name.

If there is no match to the client’s name, add the Social Security Number and search again.

If there is still no match, choose “Full SSN Reported (HUD)” from the drop-down list to the
right of Social Security Number Data Quality.

NOTE: You MUST add the SSN during the client search, prior to adding a new client. If you do not complete this
step, you will not be able to enter the SSN later.

Click “Add New Client with This information”

The system will ask you again if you would like to add a New Client to the system, click “OK”.
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Back Date Mode

The system will prompt you to select the date in which the (1) person entered the Project, (2)
the information changed/updated information, or (3) the person exited the Project. Select
the date and time in which the entry/exit/update occurred.

NOTE: If you are doing data entry in live time, you will not have to set a back date. Just click on “Use
Current System Date”. The policy within the BOS is that you enter data within 3 days of collecting.
Go to the upper right-hand corner at the top of the screen and click “Back Date” — You will

notice your headers will turn yellow after you have successfully selected the date. This lets
you know that you are in Back Date Mode.

NOTE: Only when you are in Enter Data As (EDA) mode and are in the correct date and time are you ready to enter client data.

NOTE: Tabs in KYHMIS are laid out in a certain order to help users remember the correct workflow. The goal is to move from left to right along the tabs.
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Client Profile

Click on the “Client Profile” tab.

Client on the pencil next to the subheading “Client Record”.

Complete the Veteran Information & any other missing Client Record information for the
client.

Click “Save”.

Click on the pencil next to the subheading “Client Demographics”.

Complete all information.

Click “Save”.

NOTE: Scroll down the screen to locate the subheading “Client Notes”, “File Attachments”, and “Incidents”. If at any time you need to add a statement of
homelessness, client case notes, or incidents that occur at our agency such as a ban rule, please add here.




Favarites

- |

Client - (302951) Geller, Monica

Client Record

(202951) Geller, Monica

Release of Information: Hone

Client Information

Editing the Client Recard Information could affect the Unique 10 and the Client
“ Search.

Client Record

Name
Manica Geller
Client Profile | N [Menca | | ][ ]
ame
- | | Data [Full Name Reported ~]

[t s

Quality

Name Geller, Monica
Mame Data Quality  Full Name Reported
Alias

P —
Social
ol [ f -]

Type here for Global Search

Date: 03/18/2023 8:00:00 AM

-Switch to Another Household M

Iss

SSN
Social Security ==2.x=_0g21 Data Full S5N Reported (HUD) ~
Quality
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Age 54 weteran?
Client Demographics Save Cancel
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Date of Birth Type  Full DOB Reported (HUD)
Gender Female

Primary Race White (HUD)

Secondary Race Black, African American, or African (HUD)

Ethnicity Non-Hispanic/Nen-Latin(a)(o)(x) (HUD)

Client Profile Assessment

Mo Client Profile Assessment is specified for this Provider

Households (skip if client is single)

This tab allows you to see current household members, those that have been added, other household
associations, previous associations, and household profile information.

NOTE: If an old household appears, but is not your client’s current household situation, please DO
NOT add a new household. We will manage an existing household as we move though the data entry

process.

NOTE: You MUST search for all clients in the household before you add a new client. Once you have
searched all other household members and your household is built- then you are able to move on.

NOTE: Once a household is created, that household can NEVER be delete or removed from KYHMIS.
Please be very careful when creating new households and double checking when searching for each
household member. New households should only be created when no existing households can be

located.

To search for an existing household: Click “Search Existing Households”.

To create a new household: Click “Add New Household”. Select the “Household Type” from the drop-
down menu. Search for household members as detailed on Page 1 of this Workflow Guide. Only add
new household members after searching by both name & SSN. Select the date the client(s) joined the




household and set the “Relationship to Head of Household” & “Head of Household” fields for each
client.

To edit/update an existing household: Click “Manage Household”.

e Toremove a household member: Click the red Minus (-) sign next to the appropriate client’s
name that is being removed. Enter date the client left the household/effective date in the
prompt that pops up.

e To add a household member: Click the “Add/Delete Household Member” button. Click the
drop-down arrow next to “Add Clients to the Household” to search for household member.
Select the date the client joined the household and set the “Relationship to Head of
Household” & “Head of Household” fields for each client.

e To re-join a previous member back to the household: Click the drop-down arrow next to
“Previous Household Members” to see list of previously associated clients. To re-join the
household member(s), click the “rewind” button next to the client’s name. Enter date the
client rejoined the household/effective date in the prompt that pops up.
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NOTE: Release of Information is better known as an ROI. This release allows information to be shared from Project to Project within an agency or across agencies. You can
upload a physical copy of the release of information for clients in KYHMIS, but agencies must have one on file. Also, the Head of Household or other adults in the household
can sign releases for under 18-year-old dependents, however EVERY adult must have their own individual release. Each adult can decide on the type of release they would
like, and information can be shared at different levels. Please contact your System Administrator via submitting a ticket through the Partner Agency Portal for further
questions. Clients that do not wish to share information outside of the assisting agency must have their records “locked”. This is done by submitting a ticket through the KHC
Partner Agency Portal as well.

ROI (Release of Information)

Click on the “ROI” tab.
Click on “Add Release of Information”.
NOTE: The system will show all the households this client is associated with, that is why we DO NOT
create new households with clients already in exiting households.
Locate the correct household and checkmark the box(es) to indicate which household
members are covered by this particular release.

NOTE: A release can cover the entire family if there is only one (1) adult and several children. Or it
may cover one adult and all children, leaving the other adults in the household to have their own
release. Make sure to select the appropriate choice.

Find the “Search” button located next to “Provider”. This button can be used to add an ROI to

multiple Projects within an agency or group of agencies. For example, if a person is receiving
services or being referred to other Projects within your agency, you can save time and assign
the ROI for all the Projects at one time.

Click “Search”.

Click the green Plus (+) buttons for all providers you would like to include under the ROI.

Click “Exit” once you have selected all providers. The providers included in the release are
now shown under provider.

“Release Granted” field MUST always be marked “Yes”. Then select ROl “Start Date” & “End
Date”. ROl end date must be 1 year + 1 day from ROl start date. Finally, under
“Documentation” drop-down, select either “Signed Statement- Release & Share All” or
“Verbal Statement- Release & Share All”, then hit “Save Release of Information”.

If client chooses to have their data locked down outside of the assisting agency, repeat all the
step above, except for “Documentation” drop-down. Here you will select “Signed Statement-
Do Not Release or Share” then hit “Save Release of Information”. Submit a ticket through the
KHC Partner Agency Portal letting the System Admins know client has chosen ROI option #2
and their record needs to be locked.

After clicking “Save Release of Information” the system will take you back to the main ROI
screen and you will see all the Projects a ROl has been granted for.

10
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information using interim assessments.

Project Entry

Click the “Entry / Exit” tab.

Click “Add Entry / Exit” to add Head of Household to the project.

NOTE: You always want to start/navigate from the Head of Household’s profile when entering data
and making updates/changes.

Click “Include Additional Household Members”.

NOTE: All households associated with that client will appear. Make sure to check the boxes of the
correct household members to include them in the Project entry. If you are including all members,
simply check the box next to the household I.D.

If the client is single, skip this step.

Select the entry type “HUD” — MUST ALWAYS BE HUD, unless you are entering data for PATH,
RHY, or VA. In those instances, you will choose the appropriate entry type. All others will be
“HUD".

NOTE: Make sure the provider is correct, the type of entry is always HUD (unless a PATH, RHY, or VA
project), and the time and date are reflective of the date the client/household entered the Project. If
you are correctly following the workflow, all this information will not have to be corrected here. If
this information is not correct, the workflow is incorrect. Please click “cancel” and check the EDA and
Back Date mode.

Click “Save and Continue”.

Complete Entry Assessment data entry for each member of the household. Make sure that
you are completing the “HUD Verifications” for each question (i.e. income, disability, non-cash
benefits, etc.).
The HUD Verifications will show as a red exclamation mark (!) until it has been cleared
correctly. When done correctly, the HUD Verification will turn to a green check mark.

To clear HUD Verification, click “HUD Verification” and select/toggle to either “Yes” or “No”
for each source (ex: Medicaid insurance, Mental Health disability, etc.). Click “Save & Exit”.

After scrolling down & completing all Entry Assessment questions for each member, click
“Save” at the bottom of the screen.

Click on the next member from left-hand menu (current member will be highlighted blue)
and repeat steps above, then click “Save”.

NOTE: After each member is complete, their check mark will appear green in left-hand menu.

Click “Save and Exit” when complete.

NOTE: It is important to always have a correct start and end date for the client’s/household’s participation in the project. This is tab is also used to update

12
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# 04/17/2019 for Adults No
» Private Pay Health
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Case Managers

Click on “Case Managers” tab.

Click “Add Case Manager”.

Check the boxes of the client/household that will have this case worker. Households can have
more than one case worker. If it is the entire household, simply check the box next to the
household I.D.

Select the type of case worker. It may be another KYHMIS User, it may be yourself, and it may
be other staff member. Enter the start date of the case manager working with the client.

NOTE: If this is yourself and information does not appear or it is another KYHMIS user and their
contact information does not appear, please contact your System Administrator by submitting a ticket
through the KHC Partner Agency Portal.

Click “Add Case Manager”.
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e .
0 To include Household members for this Case Manager, click the box beside
] Client - (302951) each name. Only members from the SAME Household may be selected.
J [J (86279) Couple
W (302951) Geller, Monica (302951) Geller, Monica (Left Household: 04/18/2019)
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Case Plans

Click on “Case Plans” tab.

Click on “Add Goal”.

Check the boxes of the client/household members that will share this goal. If it is the entire
household, simply check the box next to the household I.D.

NOTE: It is reasonable to consider that different members of the household will have different goals.
Most likely children will not have their own individual goals, but the head of household will take on
the household’s goals. There may be specific goals for each adult in the household.

Complete goal information.

Click “Add Goal” when complete.

NOTE: The screen will prompt you to add action steps that are planned, and service items attached to
this goal.

Click “Add Action Step” and complete information.

Click “Save Action Step”.

Click “Add Service” — DO NOT use “Add Multiple Services” for a goal. See next section for
instructions.

NOTE: The system will prompt “This will close the Goal popup and take you to the Service
Transactions page.” Click “OK”. We do want services or referrals for each goal.
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open record, click on “Service Transactions” tab and follow the steps below.

Service Transactions

Click on the “Service Transactions” tab. (Or you will be brought to this tab automatically if
coming from entering goals on the Case Plan tab.)

Click “Add Service” button.

Check the boxes of the client/household that will be included as a benefit from this service. If
this is based on a goal it should include the same members that the goal was for. Any time
there is rent, mortgage, or utility financial assistance paid, it does apply to the entire family.
If it is the entire household, simply check the box next to the household I.D.

NOTE: Make sure to check the household members at the top of the page to see if everyone is added
or if someone is added to this service that should not be.

Check the end date for the service. All services MUST have end dates, and they must be after
the start date.

Click “Service Type” from the drop-down menu. “Service Type” is the general category that
the service you are providing falls under. The “Service Type” list will be pre-populated for you,
based on funding & project type.

NOTE: DO NOT use the “Look Up” function. Use the pre-populated list.

Select “Provider Specific Service”. This is the specific service or activity that you are providing
for the client(s). The “Provider Specific Service” list will be pre-populated for you, based on
funding & project type.

Click “Save and Continue”.

Complete the type of service, assistance type and assistance amount, if applicable.

Enter the total cost for service/units and the unit type, if applicable.

NOTE: Support Documentation and Follow-Up Information is for agency use and not necessarily be
related to services. Projects can skip if they choose.

Complete the “Need Information” specifically in reference to this service. If this was a goal,
the need will automatically fill in. If you have fulfilled that need, you will need to close the
need.

Click “Save and Exit”.

NOTE: Services are often added throughout the Project stay. If the Project would like to add services that are not associated with a goal, simply search client,
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KYHMIS GENERAL WORKFLOW

g CLCEERSRLE

Client - (302951) Geller, Monica

i (202951) Geller, Monica

Release of Information: Expired

[-Switch to Another Household Member-

~|  submit

Client Information

r Service Transactions

Service Transaction Dashboard

w
@ o
Add Need Add Service

=

Add Multiple Services

B

Add Referrals

&,

View Previous Service
Transactions

LS

View Shelter Stays View Entire Service History
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Scans o To include Household members for this Service, click the box beside each name. Only members from the SAME H

selected.
B Reports O (77344) Single

(263826) Kitty, Hello (Left Household: 05/01/2018) (Primary Client)

& Admin

) (115045) Couple w. Dependent Children
[ (284320) Frehley, Paul Danie
(263826) Kitty, Hello (Primary Client)

[# Logout

Collapse <<
Service Provider* Kentucky Housing Corporation-CoC Rural-Housing Connector-SSO-BOS (3487)
Creating User Kristin Murley
Start Date * 09 401 ;2024 [(HOEI8 v :00v:00v AMv
End Date L;ilf BOB v: +v: -
Service Type * Select- 7
Provider Specific _Select- =

Service
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B Reports

% Admin

[ Logout

Service Provider *
Creating User

Start Date *

End Date

Collapse << Service Type *

Provider Specific
Service

Service Notes

clude Additional Household Membe

#' Kentucky Housing Corporation-CoC Rural-Housing Connector-SS0-BOS (3487)
Kristin Murley

09 401 ;2024 [AOMESE v :00v:00v AM~

09 ;01 ;2024 [HOEY12v 00w 00w PM

" Case/Care Management (PH-1000)

Qutreach services ~

Met with the client for the first time at the park. Discussed her housing
history and current needs and barriers.

Moving On Assistance  -Select- ~
Service Costs |
Number of Units 1
Unit Type -Select- v
Cost per Unit
Total Cost of Units $
Anntu Erndo faw Candan
Funding Sources
Source Amount
Add Funding Source Calculate | Total: $0.00
Support Documentation
et Description Type

Added Y Name

Add Support Documentation

| Follow Up Information |
Projected Follow Up <~
Date - 4N %

Follow Up User Kentucky Housing
Corporation - BOS (39)

No matches.

Search | My Provider | Clear

~Select- v
Follow Up Made
Completed Follow Up ey
Date [ B &

| Need Information |
Need Status* Identified v
Outcome of Need -Select- v

Iflicad SRR
Rasson Select:

Save save & Exit || Exit
e
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NOTE: Interims are used to update income, non-cash benefits, health insurance, and disabilities while the client is active in the project. Interims can only be conducted when
a client is active in a Project.

NOTE: Interims are also used to update housing move-in date (only entered for all Rapid Re-Housing (RRH), Permanent Housing (PH) & Permanent Supportive Housing (PSH)
project clients if paying financial assistance.

NOTE: Annual Assessments are due yearly within 30 days before/after project start. Please check with your Grants Management team or System Administrator to see if
Annual Assessments are required for your project(s).
DO NOT update information on project start/entry. Entry Assessments only reflect the client status as of entry (project start). If data needs to be updated after that point in
time, it should be done via Interim instead.

Interims:
(Updating Active Client Data)

(Annual Re-certifications)

Search for the Client or use Client I.D. to open the record of the Head of Household (HoH).
NOTE: You always want to start/navigate from the Head of Household’s profile when entering data
and making updates/changes.

Click on the “Entry / Exit” tab.
NOTE: You will see the entry into your Project and may see entries into other Projects. Find the
“Interims” column on the subheadings.

Click on the notepad icon under the subheading “Interims” for the correct project entry.
Click “Add Interim Review”.
Check the boxes of the client/household that will be included in this Interim. If it is the entire
household, simply check the box next to the household I.D.
e For Annual Assessments- the entire household will need to be checked.
e For Updates- only select the members who have had a change (not children if nothing
has changed, etc.)
Select the “Interim Review Type”. This can be an Update or an Annual Assessment.
NOTE: Make sure the provider is correct, the type of entry is always HUD (unless a PATH, RHY, or VA-
funded project), and the time and date are reflective of the date the client/household entered the
Project. If you are in Back Date Mode & correctly following the workflow all this information will not

have to be corrected here. If this information is not correct, the workflow is incorrect. Please click
“cancel” and check the EDA and Back Date mode.

Click “Save and Continue”.
(Continued on next page...)
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(Continued from previous page...)

included in this review.

After each member click “Save”.

a change.

Complete/update Interim Assessment data entry for each member of the household that is
NOTE: See additional instructions below for how to update HUD Verifications when you need to make
Click on the next member to complete from left-hand menu (current member will be

highlighted blue) and then click “Save”.
NOTE: After each member is complete, their check mark will appear green.

Click “Save and Exit” when complete.

NOTE: An interim count of (1) will appear in the interim column of the project entry line in which you
just added the interim. This number (1) will change with the number of interim assessments that are
completed while the client/household is in the Project.

Type here for Global Search

rites . R
| Client - (302951) Geller, Monica i
' (302951) Geller,
Release of Informs INtErim Reviews %] er Household Member- v Submit ‘
R Client Information Interim Reviews Associated with this Entry / Exit L
_ Summary Review Date Review Type Client Count ﬂ-nagers Case Plans Assessments
Add Interim Review No matches. eating Entry / Exits
[ Entry / Exil
| . = Follow Client
Program Exit Date Interims Ups Count
W Kentucky Hod * 10/01/2021 o i o =
v T
Kentuck Ho] [ ’ E H
L Y Bit - r - L BL
P
&  Kentucky Hou i i D =
T e
' Kentucky Housing Corporation - Dummy Project Eligibility (2234) HUD . > 10/07/2020 4 é é 0 =
W | Kentucky Housing Corporation - Dummy Project Eligibility (2234) HUD " 10/01/2020 ’ E E 0 =
Add Entry / Exit Showing 1-5 of 5
Exit
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KYHMIS GENERAL WORKFLOW

is Manage Mode: 3, 5paq
yrporation - f (:B:nc:s

Profile Interim Review Data Global Search
. 1 Entry / Exit Provider Kentucky Housing Corporation - Dummy Project Eligibility (2234) 1
Client
Entry / Exit Type HUD
i (302951 I Interim Review Type* -Select- v [
Release Review Date* S 49 sehold Member-
Client Infol
I 3
Summa Case Plans
-
try / Exits
En
Pro it Date
W Ken /01/2021

' Ken
i Ken Save & Continue i Cancel

Add Entry / Exit Showing 1-5 of 5

| »41 BOS-HUD COVID-19 Vaccine Screening [ P — M
Household Members BOS-2. Emergency Shelter Update(2020-2021) Entry Date: 06/17/2021 02:05:19 PM ﬂ
————————————————
302951) Geller, Monica
SHELTER ENTRY ASSESSMENT
Complete the following demographic questions for ALL HOUSEHOLD MEMBERS at Project Start:
Date of Birth I / Iﬂo e
Date of Birth Type [ [Full DOB Reported (HUD) ~le
Primary Race Il [white (HUD) v]e
Secondary Race I [Black, African American, or African (HUD) vle
Ethnicity [l [Non-Hispanic/Non-Latin(a)(0)(x) (HUD) v | &
I Female -
Male
A gender other than singularly female or male (e.g., non-binary, genderfluid, agender, culturally specific gender)
Scroll down and complete any updated information for the client's associated ‘Transgender
with the Interim. INORDER TO UPDATE HUD VERIFICATIONS, PLEASE Questioning <
CONTINUE TO NEXT SECTION OF INSTRUCTIONS! Client doesn't know
Client refused
Data not collected -
Clear All
Relationship to Head of Household * I \Self (head of household) vl|e
Client Location - CoC Code* I \ KY-500 Balance of State V|G
C I the following i for ALL HOUSEHOLD MEMBERS:
Covered by Health Insurance? I No (HUD) v |G
( e
<_ Health Insurance HUD Verification u
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NOTE: These steps are followed when changes/updates to the client(s) HUD Verifications (Income, Disability, Insurance & Non-Cash Benefits). If you are updating other
information, you do not need to follow these steps. Just follow the basic Interim steps above.
NOTE: When a client leaves housing- Don’t Remove the Move-In Date! The original move-in date was still a lot of work! HUD says: Exit the client and start a new Entry if the housing search
resumes. There should be separate entries recorded for separate housing efforts.

Interims Continued: Updating changes to HUD Verifications (Income,
Disability, Insurance, & Non-Cash Benefits)

Follow steps above to add Interim review & select Interim Review Type. Click “Save &
Continue”.
Scroll down to the HUD Verification section you are needing to update/change.
Update the drop-down box above the HUD Verification (i.e., Covered by Health Insurance?
Does the client have disability? Does the client have any income? Etc.)
NOTE: Whenever a client has a change in the type of insurance, disabilities, income or non-cash
benefits, the previous situation prior to that change should be ended with an end date that
corresponds to the day before the new situation takes place. This is true even if they were not
receiving income, insurance, etc., and then they start receiving it). Then, their new situation should
be added separately afterwards.

To update HUD Verification, click “HUD Verification” and select the pencil next to the source
that needs to be updated (ex. Medicaid insurance, Mental Health disability, Earned income,
etc.).

End the prior situation (ex: Earned income) by entering an End Date (must be the day before
the new situation starts) and then updating the “Do you receive ANY income, insurance, etc.?”
and clicking “Save”.

o If “yes” they are still receiving (ex: income): Toggle over to the “Yes” column & a new
record set will pop up for you to record the new source/amount. Complete the
information including start date (should be the day after the old situation ended).
Click “Save”, and then “Save & Exit”.

e If “no” they are not still receiving (ex: income): All dots should be toggled to the “No”
column. Click “Save & Exit”.

After scrolling down & updating anything that changed for each member, click “Save” at

the bottom of the screen.
NOTE: Make sure the time and date are reflective of the date the client/household had an update/change. If you
are correctly following the workflow all this information will not have to be corrected here. If this information is
not correct, the workflow is incorrect. Please click “cancel” and check the EDA and Back Date mode.

(Continued on next page...)
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(Continued from previous page..)

Click on the next member from left-hand menu (current member will be highlighted blue) and
repeat steps above, then click “Save”.

NOTE: After each member is complete, their check mark will appear green. This information must
reflect the client’s status when they exited the Project.

Click “Save and Exit” when complete.

Complete the following questions for ALL HOUSEHOLD MEMBERS AGE 18 AND OVER:

Updated any drop down boxes first,
Income from Any Source? I [Yes (HUD) vie then click the "HUD Verification™.
Monthly Income - HUD Verification d
Start Date* End Date Source of Income Monthly Amount
’ ‘ 04/30/2019 04/08/2021 Earned Income (HUD) US$200.00
: w 04/17/2019 Worker's Compensation (HUD)
# ‘ 04/17/2019 VA Service Connected Disability Compensation
(HUD)
: ‘ 04/17/2019 Unemployment Insurance (HUD)
» w 04/17/2019 VA Non-Service Connected Disability Pension
(HUD)
Add | View Gross Income Showing 1-5 of 31 First ‘ Previous. Next Last
Non-cash benefit from any source? I |N0 (HUD) VG
Non-Cash Benefits (No Dollar Amount Required) HUD Verification J
Source of Non-Cash Benefit Start Date * End Date Receiving Benefit?
. . ‘ fS‘]|:,;e"cl\}‘;1ICS(L;(,ﬂ:[\;?merlta\ Nutrition Program 01/14/2020 No
il | 04/30/2019 No
* @ Supplemental Nutrition Assistance ndr17/9010 Ne
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KYHMIS GENERAL WORKFLOW

HUD Verification: Monthly Income for 06/17/2021

Per Source of Income, the current records for Monthly Income as of 06/17/2021 are displayed below. Any previous
o records for Monthly Income net overlapping as of this date are not displayed. In the event that multiple records exist
per Source of Income as of 06/17/2021, records con ng "Yes" values will be displayed and take precedence for
reporting purposes.

Do you receive ANY income?

Source of Income Data Not

Yes Ne Collected

Incomplete

#
Clickthe "pendil next Y} Alimony o Other Spousal Support (KUD)

to the source that needs | »
to be updated.

Child Support (HUD)

med Income (HUD)

¥

=
General Assistance (HUD)

other (HUD)

Pension or retirement income from anather job (HUD)

Private Disability Insurance (HUD)

Retirement Income From Social Security (HUD)

NG NG TN IN ING TNG TN TN NG TN [N | TS

SSDI (HUD)

* | ssI (HUD) Receivin
TANF (HUD) No
Unemployment Insurance (HUD) No
VA Non-Service Connected Disability Pension (HUD) No
VA Service Connected Disability Compensation (HUD) .
Worker's Compensation (HUD) No

Save Save & Exit Exit luBrEY

In the last 2 years, have you lived

Edit Recordset - (302951) Geller, Monica

Monthly Income

Ve

End the existing situation (even if
it's zero/no income) for the day
BEFORE the new situation starts.

Then click "Save".

Start Date * |1;£;2019 Zo’ga
I L

If Other, Please Specify

End Date ! / B G
Source of Income )| Eamed Income (HUD)
Menthly Amount G

Do you receive ANY
income?

INo
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KYHMIS GENERAL WORKFLOW

HUD Verification: Monthly Income for 06/17/2021

Per Source of Income, the current records for Monthly Income as of 06/17/2021 are displayed below. Any previous
@) ecords for Monthly Income not overiapping 35 of this date are not displayed. In the event that multiple records exist
per Source of Income as of 06/17/2021, records containing "Yes" values will be displayed and take precedence for
reporting purposes.

Select the Do you receive ANY One
income? value for all incomplete O pata Not Collected
Source of Income records ©Incomplete
X Do you receive ANY income?
Data Not
Yes. No Incomplete |
your Collected
to"Yes" or'No"
<
mpensation (HU
| | eamed income (Hup) o o o ® S

Connected Disab
7 t |
ent Insurance (+

[Tce Connected |

* Other (HUD)

* pension or retirement income from another job (HUD)
* private Disability Insurance (HUD)

*  Retirement Income From Social Security (HUD) [ First

* sspI (HUD)

* | TANF (HUD)

»
Unemployment Insurance (HUD) .:

»
VA Non-Service Connected Disability Pension (HUD)
Compensation (HUD) Li

save savesbxt | Exit |

.
VA Service Connected Disabil

/
e
e
e
e
/" ss1 (Hup)
/
/
s
/
/

»
Worker's Compensation (HUD)

ces r

Monthly Income

If Other, Please Specify

-
Nowyou canrecord the new source of
income, startingthe day afterthe
previous situation ended.

Start Date * | ﬁd Zs
End Date LV 159 2

Source of Income Earned Income (HUD)

Monthly Amount

Do you receive ANY
income?

“

N

-

AN

Pension or retirement income from another job (HUD)

Y
.

Private Disability Insurance (HUD)

N
.

Retirement Income From Secial Security (HUD)

N
.

SSDI (HUD)

N
“

SSI (HUD)

N
.

TANF (HUD)

[\
“

Unemployment Insurance (HUD)

Y
.

“

VA Non-Service Connected Disability Pension (HUD)

N

VA Service Connected Disability Compensation (HUD)

N
.

Worker's Compensation (HUD)

N
“

Save h Save & Exit Exit
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KYHMIS GENERAL WORKFLOW

NOTE: You can see a history of the client’s insurance, disabilities, income, and non-cash benefits to date by clicking the “magnifying glass” button by the HUD Verification
(near window/snapshot of sources).

B Lres (nuwy v e

yci.l currently fleeing?

Complete the following questions for ALL HOUSEHOLD MEMBERS AGE 18 AND OVER:

Income from Any Source? I|Ye5 (HUD) v |G
f{;—l& hly Income HUD Verification u
Clickthe "magnifying glass" buttonto
T Start Date* see ahistoryto date of the client's Source of Income Monthly Amount
— =
.,. ‘ 06/17/2021 income, etc. Earned Income (HUD)
| &
# ' 04/17/2019 Worker's Compensation {(HUD)
»| = WA Service Connected Disability Compensation
/7 @ 0a/17/2010 (Huo)
| &
# ' 04/17/2019 Unemployment Insurance (HUD)
| = WA Non-Service Connected Disability Pension
/7 W 04/17/2010 {HuD)
Add ‘ Wiew Gross Income ‘ Showing 1-5 of 29 First Pravious Next Last
MNon-cash benefit from any source? I No (HUD) v |G
f{‘ Non-Cash Benefits (No Dollar Amount Required) HUD Verification u
Source of Non-Cash Benefit Start Date* End Date Receiving Benefit?

#| Z | Special Suoplemental Nutrition Proaram

Show All Monthly Income Records & B
Monthly Income
Provider Date Effective v Start Date End Date Source of Income  Monthly
* § Kentucky Housing Corporation - 06/17/2021 Earned Income
/¥ 535 59) 2:05:12 PM 06/17/2021 (HUD)
_ simon House-Campbell Street Worker's come
Families and children-ESG-E5-  Jaaercq oy 04/17/2019 Compensation ome (HUD)
805 (536) ¢ uD)
VA Service GIED
, - simon House-Campbell Street .
' § Fomies and enlaren-gsc-e. | 94/17/2019 04n17f2010 Connected Disability Connected Disability Compensat
508 (o2) 10:35:5 Compensaton
= ment insurance (HUD)
__ simon House-Campbell Street
*| \§ Families and children-esG-gs- | 94/17/2019 Lnempiy e rvice Connected Disability Pensio
VAl | Ton (aaey ChAreTESSEST | 10:35:54 aM CHEPID Insurance (HUD) e
.| ., Simon House-Campbell Street VA Non-Service
/" Families and children-esc-es- | 0¢/17/2018 041772019 Connected Disabilty o sy
I 805 (536) : pension (HUD)
_ Simon House-Campbell Street
. 4 ampbel arest  04/17/2019
/" | Families and children-ESG-ES- ey 04/17/2019 SSDI (HUD)
, . Simon House-Campbell Street
/" § Families and children-esG-gs- | 04/17/2018 04/17/2019 TANF (HUD)
Ton (028) 10:35:54 AM —
Receiving Ber
, - simon House-Campbell Street
/" § Families and children-esG-gs- | 94/17/2019 04/17/2019 SSI (HUD) No
EoaGa 10:35:54 AM
No
_ Simon House-Campbel Srest -~ -
»| g |Simon areet 04/17/2010 Private Disability
/| W Famites and cniaren-esc-es- | 1532200, 04/17/2019 T ey o
__ Simon House-Campbell Street Retirement Income [
2| | Stmon e areet  04/17/2019 " - No
/" | Families and children-gsc-es- | 25/17/2018 04/17/2019 From Social Security -
, . simon House-Campbell Street
/ Families and children-ESG-E5-  Joae g ay 04/17/2019 Other (HUD) st Previous
BOS (536) ;
X pension or
_ Simon House-Campbell Street " .
. elorreet 04/17/2019 retirement income
" § ramilies and children-ESG-£5- e 04/17/2019 from another job
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Project Exit

Search the client or use the client I.D. to locate the head of household (HoH) record.

Click on “Entry / Exit” tab.

Find the correct entry for the Project and then locate the pencil in the column with the sub
heading of “Exit Date”.

Click the pencil.

Check the boxes of the client/household that will be included in this exit. Households can be
exited together or certain members can leave before others. If this exit is for the entire
household, simply check the box next to the household I.D.

NOTE: Make sure the time and date are reflective of the date the client/household exited the Project.
If you are correctly following the workflow all this information will not have to be corrected here. If
this information is not correct, the workflow is incorrect. Please click “cancel” and check the EDA and
Back Date mode.

Complete the information regarding the reason and destination of the client/household.

NOTE: All persons exited together will have the same reason and destination. If they do not, do not
exit them together on this screen, go into each client’s record and exit them individually.

Click “Save and Continue”.

Complete exit assessment data entry for each member of the household. You will notice that
only those household members exiting will appear on the left side of the screen for a choice in
entering information.

After each member click “Save”.

Click on the next member to complete and then click “save”.

NOTE: After each member is complete, their check mark will appear green. This information must
reflect the client’s status when they exited the Project.

Click “Save and Exit” when complete.

If the client has also left the household, you will need to go to the “Households” tab and
follow the instructions on page 7 of this document for removing a client from a household.

resumes. There should be separate entries recorded for separate housing efforts.

NOTE: When the Head of Household leaves the Project/Household, there are special considerations. A new Head of Household must be set.
You must update the “Relationship to Head of Household” question on the original Project Entry, and update the Household tab.

NOTE: When a client leaves housing- Don’t Remove the Move-In Date! The original move-in date was still a lot of work! HUD says: Exit the client and start a new Entry if the housing search
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y Services

Homeless Management Infor

susing Corporation - BOS

Edit Exit Data - (302951) Geller, Monica

Edit Exit Data - (302951) Geller, Monica

Exit Date* o) 2023 | 5

I Reason for Leaving | -Select-

<]

Client - (30295

If "Other", Specify ‘

-
W (302951) Geller, Moni

Release of Informatiol

Client Information

Summary

Entry / Exit

Program

Kentucky Housing

Kentucky Housing

Kentucky Housing

Kentucky Housing

| - -

Kentucky Housing

Add Entry / Exit

ination * |-select-

If "Other”, Specify |

Mode: 8 shadon

Kristin Murley
m Admin Il

4 Back Date
#, Connect To BusinessObjects

ype here for Global Search

. '9

T

Another Household Member- ~ ]| submit |

]

Case Plans

T hesossments )

Save & Continue Cancel

. . Follow Client

EXit Date Interims I.lps Count
. e SRR
| # 10/01/2021 m _l: 0 ‘
- SRR
Pl ! o I Jo|w
— = B oL
|~ = = RS
* = = O | &
/ E E o &
- = Q| L
/ = B

Exif
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