Kentucky Housing Corporation

Effective 04/01/2025

KYHMIS 104: Removing the Client from

Household, adding Interims, adding
Housing Move-In Date (HMID), & Exiting

Clients

Removing clients from
Interim updates
Housing Move-In Date
Exiting Clients

Removing a Client from Household

a household

"Search" the client's name or Client ID# that you are wanting to remove from the

Household.

A clients
B Resources
B shelters
i Seans

B Reports

@ Admin

[ Logout

Collapse <

Made with Scribe - https://scri

P Al s

MName

Name Data Quality

Alias

Social Security Number

Social Security Number Data Quality

U.S. Military Veteran?

Exact Match

john smith

-Select- w

-Select- v

-Select- w

Client Results

ID Name &

behow.com

Smith, Jean Mary, Mrs

0O

l. Add New Cliemt With This Information Add Anonymous Client

Client Number

Enter or scan a Client ID number to go directly to that Client's profile.
Client 1D #

Scribe -


https://scribehow.com
https://wscs.wellsky.com/kentucky_demo/com.bowmansystems.sp5.core.ServicePoint/index.html#clientPointClientMain;1707513131809

3 Click on the pencil next to the client's name to open back up their Client Record.

Favorites Client Search

) Plezse Search the System before adding 3 New Client

A Home
Name john smith
A clients
Name Data Quality “Select- v
Resources
E Alias
@ Shelters Social Security Number
= Social Security Number Data Qualin -Select- b4
o ial Security Quatity
U.S. Military Veteran? -Select v
B Reports
Exact Maich

% Admin

A New Ol Wih T nformation | AcdAnamymous e

Client Number

G+ Logout

Enter or scan a Client ID number 10 go directly to that Client’s profile.

Client Results

Collapse <<

D Name & Social Security Number Date of Birth
W Smith, Jean Mary, Mrs. 403-87-6300 1977
o U] Smith, John Jo 123-45-6789 1980
r A Gk Smith, John Paul, Me 402:87-8600 1975
Showing 1-3 of 3

4  Select the Entry/Exit tab.

Tyl

Date: 07/01/2004 8:00:00 AM

-Switch to Another Household Member-

Social Security Rk Wi 1]
U.5. Military
Veteran? o (FAID)
Entry/Exits
sion Start Date End Date Program Type
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5  Click on the pencil next to the "Exit Date" for your program.

Date: 01/07/2014 £:00:00 AM

-Switch to Ancther Household Member- v

Semvice Transactions

Entry / Exit

Case Managers

Caze Plans Assessments

shed on Households tab before creating Entry / Exits

Project Start Date

HUD

| £ 12072012

‘Showing 1-10f 1

Exit Date Interims
B

Fel-
Ups
B

| E?

6 Make sure that only the client(s) that are leaving the program are checked.

Made with Scribe - https://scribehow.com

Edit Exit Data - (23) Smith, John Jo

Household Members

) To update Household membe

:am}wmwmm

@ (23 sy
((106) Smith, Baby Mae
O (92) Smith, Sally Sue

Edit Exit Data - (23) Smith, John Jo

Exit Date * 01 ;01 ;2014 PO M s v 00w

Reason for Leaving  -Select-

If "Other”, Specify

Destination * -Select



7  Enter "Exit Date".

Household Members

] {10) Couple w. Dependent Children
I (23) Smith, John Jo
[J{106) Smith, Baby Mae
[ (92) Smith, Sally Sue

o To update Household members for this Exit Data, click the box beside each

Edit Exit Data - (23) Smith, John Jo
P

Exit Date * 01 401 ;2014 (MO8 v : 00w :00v AMw

Reason for Leaving -Select-

o

If *Other”, Specify

Destination * -Select-

If "Other”, Specify

Motes

8  Answer the "Reason for Leaving".

Household Members

] (10) Couple w. Dependent Children
1 (23) Smith, John Jo
) {106) Smith, Baby Mae
(1 (92) Smith, Sally Sue

o To update Household members for this Exit Data, click the box beside each name.

Edit Exit Data - (23) Smith, John Jo

Exit Date * 42014 EOE e v 00w 00w AMw
Reason for Leaving | -Select- ~

-

If "Other”, Specify

Destination * -Select-

If *Other”, Specify

Notes
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9  Enter the "Destination".

I (23) Smith, John Jo
[ {106) Smith, Baby Mae
[0 (92) Smith, Sally Sue

Edit Exit Data - (23) Smith, John Jo

Exit Date * 01 401 ;2014 [OME w: 00w : 00w AMY
Reason for Leaving Disagreement with rules/persons o

If "Other”, Specify

Destination * —Seé:[- )

If "Other”, Specify

MNotes

10 IMPORTANT: If the "Destination" is one of the options "with ongoing housing
subsidy (HUD)", then you will need to select the "Rental Subsidy Type" from the
dependent drop-down box.

] (10) Couple w. Dependent Children
7 (23) Smith, John Jo
[ {106) Smith, Baby Mae
[ (92) Smith, Sally Sue

Edit Exit Data - (23) Smith, John Jo

Exit Date * 0140 204 EIOE S v:i00v:00v AMv
Reason forLeaving  Disagreement with rules/persons ~

If "Other”, Specify

Destination * Rental by client, with engoing housing subsidy (HUD)

If "Other”, Specify A

Rental Subsidy Type 4[3!:17 )

Notes v

Save & Continue I

GPD TIP housing subsidy
VASH housing subsidy
RRH or equivalent subsidy
HCV voucher (tenant or project based) (not dedicated)
Public housing unit

Rental by client, with other ongoing housing subsidy
Housing Stability Youcher

Family Unification Program Voucher {FUP)
Foster Youth to Independence Initiative (FYI)
Permanent Supportive Housing

persons

Made with Scribe - https://scribehow.com



11 Click "Save & Continue".

ly (HULY) ~

P

12 Next, select the "Households" tab.

3 = Client Profile

3) Smith, John Jo

imith, John Jo

e of Information: Ends 07/02/2014

nation Service Trans

¥ ] Client Profile ] Housﬁ:ﬂdﬁ \ ] ROI Entry / Exit

o Reminder: Household members must be established on Housel

1 Exit
ntucky Housing Corporation - Dummy Project Eligibility (2234) HUD

dd Entry f Exit

Made with Scribe - https://scribehow.com



13

A Home

A clients
B Resources
@ Shelters
i Scans

B Reports

€@ Admin

[* Logout

14

Then select "Manage Household".

(23) Smith, John Jo
Release of Information: Ends 07/02/2014

Client Information Service Transa

Summary Client Profile Households ROI Entry / Exit

* (10) Couple w. Dependent Children

(23) Smith, John Jo
(106) Smith, Baby Mae

(92) Smith, Sally 5a&

Manage Household

Collapse <€ P Previous Households

Search Existing Households Start New Household

Click on the red minus sign to the left of the client that is leaving the household.

Household Information - (10) Couple w. Dependent Children

(10) Couple w. Dependent Children E
Household Type * Couple w. Dependent Children ~

Income Us30.00 Q

Client Count 3

Household Members
Head of Relationship to Head of .
Name Age H hold  Hi old Joined Ho
€ (23) Smith, John Jo 34 Yes v self v 12 g0
& (106) Smith, Baby Mae 0 | No w | daughter v 07 ;02
© (92) Smith, Sally Sue 3 No v | wife v (12 m
Add/Delete Household Members
» Previcus Household Members
Individual Client Assessment
Household Members ‘ #' Client Record
o (22) Smith, John Jo Name Smith, John Jo
Self, Age: 34
Name Data Quality Full Mame Reported

(106) Smith, Bsby Mae

Made with Scribe - https://scribehow.com



15 A pop-up window will open.

Enter the date that the client left the household.

Once the date has been entered, click "Save".

Client Left Household

By removing this Client from the Household you will no longer be able to associate
o them with Household information including Goals, Case Motes, Case Managers,
Shelter Stays, and Service Transactions after this date.

Please select the date the Client left the Household.

Date Client Left Household* 01 ,01 ,2014 [ [

@ Tip!

You do not have to be in Back Date mode to enter your Exit date.

Made with Scribe - https://scribehow.com



16 Clicking on the right arrow next to the "Previous Household Members", you can

see the former members of the household.

Household Members

Mame

Headof  Rela

@ (106) Smith, Baby Mae
@ (92) Smith, Sally Sue

Add/Delete Household Members

0 No v da

33 Noe w -wi‘ﬁ

Household Members

a (106) Smith, Baby Mae
daughter, Age: 0
(52) Smith, Sally Sue
witfe, Age: 33

# cliem Record

Mame

Mame Data Quality
Alias

Social Securitv

17 To add the client back in the Household, you can click on the curved arrow.

Headof  Relationship to Head of _ . s
Mame Age il o hold “Joined Household
@ (106) Smith, Baby Mae 0 No %  daughter ~ 07 j02 ;2013
© (92) Smith, Sally Sue 3 No v | wife v 12 01 2002
Add/Delete Household Members
¥ Previous Household Members
: e ‘Headof  Relationship to Head of Joined Let
Name Household Household Household Ho
1 A 1 3 2 L 2 L
& | (23) Smith, Jobin Ja 34 Yes self 12/01/2012 | 01
B | (24) Smith, Mary 32 |No wife 12/01/2012 |12

Individual Client Assessment

Househeld Members

e (106) Smith, Baby Mae
daughter; Age: 0

(92) Smith, Sally Sus
wife, Age: 33

Made with Scribe - https://scribehow.com

‘ /' Client Record

MName

Name Data Quality
Alias

Social Security

Smith, Baby Mae
Full Name Reported

1789



Once you have removed the client from the household, review the "Household
18 S . ;
Information" and update any information as needed.

You may need to change your "Household Type" and/or "Head of Household".

Household Information - (10) Couple w. Dependent Children

(10) Couple w. Dependent Children

mhw_@nmum w
—

E

Add/Delete Household Membe

» Previous Household Members

Couple w. Dependent Children

Couple With No Children

Household Type *
Income usso.oo Q,
Client Count 2
Household Members
Name Age Hexdof =~ RelationshiptoHeadof 1ined Household *
; Select g o .
© (106) Smith, Baby Mae g:;uw = ‘m v |07 j02 ;2013 )
[ : Couple [
© (52) Smitn, Sally Sue Couple (Parent & Friend) and Child v |2 m e BH

Femazle Single Paremt

Foster Parent(s)
Grandparent(s) and Child

Mals Sinnla Darsnt

19 Click "Save & Exit" when finished.

Security e x-1789
ata Quality Full 55N Reported (HUD)
ilitary Veteran? Mo (HUD)

0

| Profile Assessment

ild Profile Assessment is specified for this Provider
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& Alert!

Whenever the original Head of Household (HoH), or eligible client, leaves
the Household and/or Program, a new Head of Household must be set.

Head of Household Leaves: Special Considerations

Update Project Entry: "Relationship to Head of Household"

Question

20

In the new Head of Household's Client Record, click on the "Entry/Exit" tab.

Click on the pencil icon by the "Project Start Date" to open the Entry back up for

edits.

Entry / Exit

@ Reminder: Household members must be established on Households tab before

ny Project Eligibility (2234)

Made with Scribe - https://scribehow.com

Type here for Global Search = ._o w v
Date: 01/01/2014 8:00:00 AM
-Switch 10 Another Household Member- w m
creating Entry / Exits
: . Client
Type Praject Start Date Exit Date. St
HUD Z 1200172012 Va 40
Showing 1-1 of 1

11



21 Click "Save & Continue"

[T {10) Single w. Dependent Children
IE Smith, .John Jo (Entry Date: 12/01/2012 8:00 AM)

171 (24) Smith, Mary Jo (Entry Date: 12/01/2012 8:00 AM)

Include Additional Household Members

Edit Project Start Data - (24) Smith, Mary Jo

Provider Kentucky Housing Corperstion - Dummy Project Eligibility (2234)
Type HUD
Project Start Date * 12,01 ;2002 PO 8 v 00w 00w AMw

Cancel

22 Update the "Relationship to Head of Household" question to set the new HoH.

For example, here we click on the wife Sally Sue and update her to be the new "Self

(Head of Household)".

El W (¥2) ST, Seny sue |res ’ AU ULE , |
& U (106) Smith, BabyMae  No A 1zoznz iV
JHEE il ll==el = L L
Include Additional Household Members ‘Showing 1-3 of 3
Entry Assessment ] Exit Assessment

Select an Assessment

" BOS-HUD CoC & ESG RRH Emtry (FY2024) || () BOS- HUD CoC & ESG RRH Update (FY2024) || () BOS- HUD CoC & ESG & TBRA Exit (FY2024)

Based on the housing
move-in date above, what

Household Members BOS- HUD CoC & ESG RRH Entry (FY2024) Entry Date: 12/01/2012 08:00
Ne SECTION 1: INCOME
' Vetsran: No [HUD)
(02) Smith, Sally Sue
© rge 2 Enrollment CoC KY-500 Bal State G
Veteran: No (HUD) S .
(106) Srrith, Baby Maz s 1 Hemd of Se!f(heélufhunszl}ld] v
e Housing Move-i v
Veteran: No (HUD) . — By HMoMoe

Made with Scribe - https://scribehow.com

county was the client B xe

housed in?

Unit Address G
Unit City G
Unit Zip 6

12



23 Then, we clicked on John Jo and updated him to be the "Head of Household's spouse or

"
par tner”.
E|| (Y] SIMIN, 80y Sue ves V4 ilauumu Vd
|ﬁ| @ (106 smith, BabyMae o I/immﬂmz Va
Include Additional Household Members | h:‘[:!d'i
Entry Assessment l Exit Assessment
Select an Assessment
BOS-HUD CoC & ESG RRH Entry (F¥2024) || () BOS- HUD CoC & ESG RRH Update (FY2024) | () BOS- HUD CoC & ESG & TBRA Exit (FY2024) |
Household Members BOS- HUD CoC & ESG RRH Entry (FY2024) Entry Date: 12/01/2012 08:00:00 £
(23) Smth, John 7o 7
0= SECTION 1: INCOME
Veteran: No (HUD)
(92) Smith, Sally Sue i
age: 32 Enrollment CoC KY-500 Balance of State v
Veter=ni No (HUD) e
(106) Smith, Baby Mae B sttt Henl i | Heaﬂnr»m(ﬂ.d.fsw);em SarioEe v
© Age: 1 LTS
Veterzni No (HUD) e E 1 Home
Based on the housing
move-in date sbove, what
county was the client “Select X e
housed in?
Unit Address G
-Select-
Unit City
Self (head of household)
e Head of househald's child

24 "Save & Exit" when finished.

Made with Scribe - https://scribehow.com



Update Household

25 Next you will need to update the Head of Household via the "Households" tab.

Click "Households".

Il Community Services !
servicePoint Training Site

‘entucky Housing Corporation - BOS

farch 18, 2025
Clients > Client Profile

Client - (92) Smith, Sally Sue

(92) Smith, Sally Sue D

Release of Information: Mone

Client Information

Entry / Exit

o Reminder: Househald members must be established on Househelds tab before creating Emry / Exits

Entry / Exit
Program Type Project St
_-' Kentucky Housing Corporation - Dummy Project Eligibility (2234) HUD /’ 12/01/20°

Add Entry / Exit Showing 1-1of 1

Collapse €

Made with Scribe - https://scribehow.com



26

A Home

B clients

Click "Manage Household"

Client - (92) Smith, Sally Sue

(82) Smith, Sally Sue

Release of Information’ Mone

Client Information

B Resources

@) shelters
% Scans
Bl Reports
@ Admin

[ Logout

Collapse <<

27

I : - Households

w (10) Single w. Dependent Children

Name
{106) Smith, Baby Mae

(92) Smith, Sdlly Sue

» Previous Households

—

"Relationship to Head of Household" questions.

Update the new Head of Household by updating the "Head of Household" and

In this example, we updated the wife, Sally Sue, to be the Head of Household since her
husband, who was the eligible client, left.

ommunity Services
raining Site
sing Corporation - BOS

Household Information - (10) Single w. Dependent Children

{10) Single w. Dependen Children

Ane

Made with Scribe - https://scribehow.com

= e

hold Type * Single w. Dependent Children w
Clients > Client Profile e Us$0.00 Q
= : Client Count Z
Client - (92) Smith, Sally Sue
(82) Sith, Sally Sue | Household Members
Release of Information: None: Head of Relationship to Head of . Previous Household
Home Household  Household e Associations  Count
Client Information | @ (108) Smith, Baby Mae 0 MNo % daughter v 07 402 ;2013 ME 0 Q i (o)
Summary I | @ (92) Smith, Sally Sue 33 Yes v | Seff ~ 12 401 y202 ME 0 Q 1Q
Add/Delete Household Members Household History Report |
* (10) Single w. Dependent C - ~
» Previous Household Members
Individual Client Assessment
Household Members # Client Record Issue ID Card él
(106) Smith, Baby Mse Name Smith, Sally Sue
daughter, Age: O
: - o Name Data Quality Full Name Reported
» Previous Households oy (32) Smith, 5a
wife, Age: 33 Alias
Social Security whEER-4331
Search Existing Ho S5N Data Quslity Full S5N Reported (HUD)
U.S. Military Veteran?  No (HUD)

a7

Type here for

Date: 01/01/2014 8:0

I CasePla

ot

15



28 Click "Save & Exit"

chold Information - (10) Single w. Dependent Children L]

10) Single w. Dependent Children Save & Exit
S

ousehold Type * Single w. Dependent Children w

come uss0.00 Q

lient Count. 2

ehold Members

- age Headof  RelationshiptoHeadof |0y Previous Household

16) Smith, Baby Mae 0 No v  daughter v 07 g0z 2z EE 0 Q 1 Q

2) Smith, Sally Sue 33 | Yes v | Self v (12 01 22 EE 0 Q 1 Q

———T——

svious Household Members \

dual Client Assessment

sehold Members /' Client Record lssue D Card  [EI]
L06) Smith, Baby Mae Name Smith, Sally Sue
aughter, Age: 0 o " i
2) Sith, 5ally Sue MName Data Quality Full Name Reportes
2, Age: 33 Alias
Social Security ik _kh_437]
S5N Data Quality Full SSN Reported (HUD)
U.s. Military Veteran? Mo (HUD)
Lna R

Interim Updates

29 + Used to update data for a client.

* Used for Annual Assessments- required for ESG & CoC projects.
 Any project that uses Entry/Exits can use Interim Updates.
« To record an Interim Update for a particular period of time, use Back Date Mode.

* Used to show increase in income for clients which is reported on System Performance
Measures (SPM) reports to HUD.

Interim Reviews

Made with Scribe - https://scribehow.com 16



30 Interim Reviews in Community Services:

« It may be required that you update information throughout a client's participation in a program
(HUD programs, VA, etc.)

» Required Annual Assessments for clients participating in a program for more than 365 days
(HUD programs).

» Annual Assessments should be completed during a 60-day window from the "Project
Start/Entry Date" (30 days before & 30 days after).

» Annual Assessments include updating for both the Head of Household & any other family
members at the same time.

31 To create Interim Reviews:

Go to the Client's Record.

Click on the "Entry/Exit" tab.

Date: 05/01/2013 B:00:00 AM

-Switch to Ancther Household Membei

Househaolds

o This Client is not currently a member of any Households.

Made with Scribe - https://scribehow.com
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32 Then, click the "File" icon with Interims for that Entry.

Date: 05/01/2013 E:00:00 AM

-Switch to Ancther Household Member- v

Service Transactions

Entry / Exit

Case Managers Casze Plans

Assessments

shed on Households tab before creating Entry / Exits

HUD

| £ 120172012 | o1/0/2014

Shoving 11011

33 The "Interim Reviews" pop-up will display.

Click "Add Interim Review".

Interim Reviews

Interim Reviews Associated with this Entry / Exit

Add imerim Review

Made with Scribe - https://scribehow.com
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34 Select all appropriate household members that should be included in the Interim
Review.

Add Interim Review - (23) Smith, John Jo

Household Members

o To include Household members associated with the Entry / Exit for this Interim Review,
[ (10) Single w. Dependent Children

(23) Smith, John Jo {Entry Date: 12/01,/2012 8:00 AM)
(92)_Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM)

Interim Review Data

Entry / Exit Provider Kentucky Housing Corporation - Dummy Project Eligibility (;
Entry / Exit Type HUD

Interim Review Type * Select- ~

Review Date * 05 ;01 y2013 [EOMs v 0w 0w

35 Select the "Interim Review Type".

HOUSENOoIa MEMDErs

o To include Household members associated with the Entry / Exit for this Interim Review, click the box beside each name.
21 (10) Single w. Dependent Children
(23) Smith, John Jo (Entry Date: 12/01/2012 8:00 AM)

[0 {92) Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM),

Interim Review Data

Entry / Exit Provider
Entry / Exit Type
Interim Review Type *

Review Date *

Kentucky Housing Corporation - Dummy Project Eligibility (2234)
HUD

-Select i

05 ;01 ;2013 EAOM B8 v 00w : 00w AMw

Made with Scribe - https://scribehow.com
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36

Then click "Save & Continue".

iew Data

‘it Provider Kentucky Housing Corporation - Dummy Project Eligibility (2234)
it Type HUD

teview Type * Update o

Jate *

05 ;01 42013 MAOM 8 v 00w 00w AMw

37

Complete Assessment questions as necessary.

If no changes need to be made- scroll down, then click "Save". Click on each
household member (from the left-hand menu, highlighted blue), then click "Save".
Each will display a green check mark once saved.

Click "Save & Exit"! At this time, an Interim will be automatically recorded as soon
as you save.

For changes- see next slides.

Made with Scribe - https://scribehow.com
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& Alert!

38

Special Note on Interim Reviews: Workflow for Updating Income, Benefits,
Health Insurance & Disabilities (HUD Verification)

» If Sub-Assessment Answers Exist (in the HUD Verification):
* Click on the HUD Verification button.

 End Date any outdated (no longer true) answers by clicking the pencil icon. Use the day
prior to the new answer starting as the End Date.

* Note: Regarding income- leave the "Do you receive ANY income?" question alone.
Do not overwrite the answer.

» Record updated answer when prompted.
« If all answers are still accurate or none exist, proceed to the next step.

» Note: The HUD Verification icon may turn from green to a red triangle as end dates are
entered.

» Update HUD Verification:
« If an answer is incomplete, select "Yes" or "No" as needed:
« Selecting "No" auto-fills the response and start date.

« Selecting "Yes" opens a pop-up with the start date and any additional HUD-required
guestions.

To make a change to income, first change the overall "Income from Any Source?"
question (ex: change to "No").

SECTION 2: @ IF CLIENT IS A MINOR WHO IS NOT HEAD OF HOUSEHOLD STOP DATA ENTRY HERE

INCOME INFORMATION (required information)

Income from Any Source? I Mo (HUD) v G

Q Meonthly Income

Start Date * End Date Source of Income
* B 12/01/2012 Worker's Compensation (HUD
[ ]
A NPT = 2 VA Service Connected Disability Comper
7 B 12012012 S?Iect ) (HUD)
Client prefers not to answer (HUD) 2
TR T R, Yes (HUD) VA Non-Service Connected Disability Per
12/01/2012 2 .
| 7 |0 Data not collectad (HUD) (HUD)
/' B 120172012 Cliern doesnt know (HUD) Unemployment Insurance (HUD)
2 W wopnz TANF (HUD)
Total Monthly Income I 0 G

Mon-cash benefit from any

S I Yes (HUD) ¥ G

Made with Scribe - https://scribehow.com 21



39 You will also need to update the "Total Monthly Income" question.

s B woznz }:_’:‘UE[

VAN
s B woznz (HUL
2 B 12202 Uner
s § woznz TAN
s | VerGomme ] s 1

Total Monthly Income | ) G

NON-CASH BENEFITS (required question)

Mon-cash benefit from any

sl I ves (+un) v G

Q Mon-Cash Benefits (Mo Dollar Amount Required)

Source of Mon-Cash Benefit Start Date * End Date

& W Nthar Seaees IHLIN 12/ 12012

Made with Scribe - https://scribehow.com



40 Click the income "HUD Verification" button.

You will then need to end the previous income for the day prior to the new
income starting.

AD OF HOUSEHOLD STOP DATA ENTRY HERE

W G
i
(HI.II:I ification °
Endate Source of Income. Morhly Amount.
| Worker's Compensation (HUD)
| VA Service Connected Disabilfty Compensation |
(HUD)
E WA Non-Service Connected Disability Pension
~ (HuD)

Unemployment Insurance (HUD)

TANF (HUD)

51

41 Select the income source that you want to update or that is no longer accurate-
click the pencil icon.

HUD Verification: Monthly Income for 05/01/2013

Per Source of Income, the current records for Monthly Income as of 05/01,/2013 are displayed
e Income not overlapping as of this date are not displayed. In the event that multiple records exis
records containing "Yes" values will be dizplayed and take p d. for

Do yc
Source of Income
Yes N

Alimony or Other Spousal Suppeort (HUD)

\Child Suppart (HUD)

rned Income (HUD)

General Assistance (HUD)

Other (HUD)

Pension or retirement income from another job (HUD)

Private Disability Insurance (HUD)

Retirement Income From Social Security (HUD)
SSDI (HUD)

ssi (HUD) i | i

TANF (HUD)

lnemnlnvment Inenranes HEID

VSISISISISIS ST [
N i
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42 In the box that pops-up, end the current answer for the day prior to when the

new income starts.

Edit Recordset - (23) Smith, John Jo

Monthly Income

If Other, Please Specify

Start Date * /0 2012
End Date /

Source of Income
Monthly Amount G

Do you receive ANY
income?

Print Recordset

INo

BOMs

med Income (HUD)

43 Leave the "Do you receive ANY income?" question alone. Do not overwrite the

answer.

Click "Save" when finished.

Start Date *

End Date

Source of Income

I12 .IFD‘I J,r2l112
D4 Jr3ﬂ fiﬂ'ﬁ

] Eamed income (HUD)

BOAs

BOoMAs

Monthly Amount

Do you receive ANY
incomea?

|mﬂ =,

Made with Scribe - https://scribehow.com
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44 If they went from not getting the income source to then getting it- now you
should be prompted to update the radio button for the income source.

Select the Do you receive ANY
income? value for all incomplete
Source of Income records

TEUDIUS CUNLEING TEsS Values Wil Ug QiSPiaysd and Lase pIeceusiins 101 Iepol ung puiposes.

ONo
) Data Not Collected
® jncomplete

Do you receive ANY income?

Source of Income
Data Mot
Yes No

#  Alimony or Other Spousal Support {HUD)
/" Child Support (HUD)
Earned Income (HUD) @ (@] O
V . General Assistance (HUD) - .
Vs . Other (HUD)
#"  Pension or retirement income from another job (HUD)
4 Private Disability Insurance (HUD)
Vs . Retirement Incorne From Social Security (HUD)
Vs . SSDI (HUD)
2 Ssi(HUD)

S b e

45 After ending the current income, you should get a fresh income pop-up box for
the answer you are updating.

Update the "Monthly Amount" question.

Monthly Income

If Other, Please Specify

Start Date * 05 ;01 ;2013 OMe

End Date vk BOMs

Source of Income Ear come (HUD)
Monthly Amount | G
Do you receive ANY

income? e
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46 Click "Save" when finished and then "Exit".

If Other, Please Specify

StartDate* 05 ;01 ;2013 OMe

End Date Lok HMoMe

Source of Income Earned Income (HUD)

Monthly Amount 1000.00 G

Do you receive ANY

income? Neg
&

You can also click on the magnifying glass icon next to "Monthly Income" to see
47 : o ;
a history of the client's monthly income to date.

Show All Monthly Income Records
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48 It will tell the story of the client's income.

Show All Monthly Income Records

Monthly income

Provider Date Effective Date Source of Income. Hl
Kentucky Housing - 81
i | Eaiect boaey () W] Eamed Income (HUD)  US§1,000.00
Kentucky Housing Corporation - 12/01/2012 8:00:0 Worker's Compensation
AM

i | Bummy Project Eligiility (2234) vonenz (HUD)

VA Service Connected
Disability
Compensation (HUD)

7 VA NonService
Kentucky Housing Carporation-  12/01/2012 80000 K
# | W | Dummy Project Bigmiy (2234) | Ab 120072012 Connected Disability

Pension (HUD)
[ Fencly Housng Corparsion-  12/01/201289000
4 Dummy Project Eligiility (2234) AM

Kentucky Housing Corporation - 12/01/2012 8:00:00
£ W O broccEigoiiny 2234) &M \zazmz

Unemployment
12/01/2012 Insurance (HUD)

P mm’gﬁﬁmi T2N2BU0 |11 07 TANE (HUD)

e e B e e o i 5501 (HUD)

Kentucky Housing Corporation -~ 12/01/201280000 |
# | B {oommy Froeci gy (z234) | and 12012012 551 (HUD)

Kentucky Housing Corporation - 12/01/2012 8:00:00
/' W Dy ProectBigoiny 2234)  AM 2meEnz

Kentucky Housing Carporation - 12/01/2012 8:00:00
/s u Dummy Project Eligibility (2234) AM 12/01/2012

Kemucky Housing Corporasion - 12/01/201280000
7 B oy ProectEigoiy (2234 AM Eleis
/5 mmﬁ:{i&%gmm} V8000 1301307, ot ()

12/01/2012 8:00-00 General Assistance
AM

Kenmucky Housing Carparation -
# W Dimmy Project Eliguilry (2234) A (HUD)
, . mre;tggﬁrlnm-) lﬁmﬂmzumﬂn 12/01/2012 Esmed (HUD)
Alimony or Other
12/01/2012 Spousal Sappor (HUD)

12/01/2012 Child Support (HUD)

/| Kemuchy Housing Carporation - 12/01/2012 8:00:00
Dummy Project Elignility (2234)  AM
Kentucky Housing Corporation - 12/01/202 8:00:00
# W punmyproecteiguiny (2234)  AM

Showing 1-16 0f 16

Who Enters a Housing Move-In Date?

49 Permanent Supportive Housing (PSH) and Rapid Rehousing (RRH) Projects

« Enter the client into projects after they have been referred (through Coordinated Entry) and
you begin working with them to find housing.

» Housing Move-In Dates should be entered when the client physically moves into housing-
through Interims.
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50 Who Enters a Housing Move-In Date?

Do Not Enter For:

» Any Homeless Prevention (HP), Emergency Shelter (ES), Transitional Housing (TH), and
Supportive Services clients

Enter Housing Move-In Date For:
« All Rapid Re-Housing (RRH) project clients

» PSH projects only if paying financial assistance

Made with Scribe - https://scribehow.com
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51

Housing Move-In Date - Examples:

Unit Transfers:

« If the client is moving from one housing unit to another with the same landlord while in your
Project but does NOT become homeless again in between- then you do not need to enter a new
Housing Move-In Date. No need to exit client and create new project start and record a new
housing move in date, since the client did not become homeless again and subsidy was not
interrupted with a break in between. The HMIS user would complete an Interim Update in the
system to update any changes in income, non-cash benefit, health insurance, disability as well
as update the unit address information.

« If the client is moving from one housing unit to another with a new landlord but does NOT
become homeless again in between- no new housing move in date is required here since the
client did not become homeless in between this unit transfer, but just switched units. No need to
exit client and create new project start. The HMIS user would complete an Interim Update in the
system to update any changes in income, non-cash benefit, health insurance, disability as well
as update the unit address information.

Evicted/Vacating unit but remains in Project:

 The landlord evicts the Client; however, the client is still eligible for your program. Client and
program staff work together to locate a new housing unit, but time runs out and the client is
forced to stay in a homeless shelter for a few nights. Client should be Exited from the project,
with an appropriate Destination. And then re-entered into the project the following day, while the
search for housing resumes. Once housing is located and the client leaves the shelter and
moves into the new unit then a new housing move in date should be entered. The client's new
housing move in date should be recorded, and the Prior Living Situation questions should be
updated appropriately to reflect the stay in the Emergency Shelter.

Transfer from one PH/RRH to another:

« If the client is moving from one PSH/RRH Project to another but does NOT experience
homelessness in between- in this case, the new Project will enter the client into their project
(Project Start Date) and enter the Housing move in date, on the same day. At which time, the
initial ‘starter’ project would exit the client.

« If the client is already housed, but they are presenting for some type of prevention assistance
and are in need of rental arrears, utility arrears etc. The program would enter the client into
HMIS, record the Project Start date, and the housing move in date would be the same as the
Project Start date (even though the client was previously housed in the unit). A housing move in
date cannot be ‘before’ a Project Start date. This type of assistance would typically occur in a
HOME TBRA, HOPWA Prevention or some other project that provides one time assistance. (It is
important to check with the funding source’s eligibility criteria for this type of assistance to
ensure the client(s) are eligible for assistance).

Made with Scribe - https://scribehow.com
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52 First, search for your client.

Alias

@ Shelters Social Security Number . & I =
Social Security Number Data Quality -Select- v
U.S. Military Veteran? -Select- ~

Exact Match L

m Add New Client With This Information Add Anonymous Client

Client Number

[ Logout

UL | Enter or scan a Client ID number to o directly to that Client's profile

Client Results

1] Name & Social Security Num
P Bt 21 Smith, Jean Mary, Mrs 403-87-6300
VAl Smith, John Jo 123-45-6789
7S W Smith, John Paul, Mr 402-87-8600

53 If person moved in on a previous date, use Back Date to "Set New Back Date" to
the day the client(s) physically moved-in to housing.

Man (Boy, if child)

o || eneyrans

Back Date Mode X

A\ The current System Date is set to:

02/13/2024 1:12:00 PM

lousing Corporation - Dummy Project Eligibility

If you would like to use a different date, please select one below:
_ Back Date 10 ;14 2013 Ofe v:00v:00v AMY

Set New Back Dale Use Current System Date

Eting Households Start New Household Add Referral Ni

ncoming Referrals Case Managers

H Referring Provider Need Type Name Provider Phone b

No matches. Add Case M

Fnrd Nate Provirdar

Made with Scribe - https://scribehow.com
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54  Select the "Entry / Exit" tab for the Head of Household (HOH).

2. shadow Mode awil
ER Enter Data As Kent
_‘ﬂ Back Date Mode 1!

Type here for Global Search

Date: 10/14/2013 8:00:00 AM

-Switch to Another Household Member-

Service Transactions

Households ROI Enjtry / Exit Case Managers Case Plans Ass
Social Security THEAE-GTEO
.S, Military
33) Veteran? No (HUD)
zrican, or African
[{s]
‘ Entry/Exits
| 22 o oeninns ot

Cod Nt

55 Select "Interims".

Date: 10/14/2013 8:00:00 AM

-Switch to Another Household Member- v m

Service Transactions

| ROI Entry / Exit Case Managers Case Plans Assessments
D Reminder: Household members must be established on Households tab before creating Entry / Exits
Type Project Start Date Exit Date ims F:,'L‘:" gﬁ::
HUD S 12/01/2012 # 01/01/2014 % | B Oé @J
s

Showing 1-1 of 1

Made with Scribe - https://scribehow.com

37



56

Click "Add Interim Review".

Client - (23) Smith, John Jo

(23) Smith, John Jo

G R A

Client Information Interim Reviews
Summary I Client Profile
‘ Interim Reviews Associated with this Entry / Exit
[ Review Date Review Type
Entry / Exit

‘/‘ W 05/01/2013 Update

E Kentucky Housing curporaﬁon - Dummy Proje

Add Interim Review

Showing 1-1 of 1

57
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Select/check the household members who moved-in to housing as appropriate.

Add Interim Review - (23) Smith, John Jo

‘ Household Members

o To include Household members associated with the Entry / Exit for this Interim Review, cli

[Z)' (10) Single w. Dependent Children

(23)_Smith, John Jo (Entry Date: 12/01/2012 8:00 AM)
(92)_Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM)

[ (106) Smith, Baby Mae (Entry Date: 07/02/2013 8:00 AM)

Interim Review Data

Entry / Exit Provider Kentucky Housing Corporation - Dummy Project Eligibility (22

Entry / Exit Type HUD

Interim Review Type * -Select- -

Review Date * 10 ;14 ;2013 OMs v:00v:00v AN

‘

32



58 Use "Update" as the Interim type, unless it is during the appropriate "Annual
Assessment" timeframe.

o To include Household members associated with the Entry / Exit for this Interim Review, click the box beside each name.

(10) Single w. Dependent Children
(23) Smith, John Jo (Entry Date: 12/01/2012 8:00 AM)

(92) Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM)

4 (106) Smith, Baby Mae (Entry_Dale: 07/02/2013 8:00 AM),

Interim Review Data

Entry / Exit Provider Kentucky Housing Corporation - Dummy Project Eligibility (2234)
Entry / Exit Type HUB.

Interim Review Type * -Select- v

Review Date * 10 ;14 ;2013 MO MM s v 00y 00v AMv

Save & Continue
| -Select-

Annual Assessment
Update

59 Click "Save & Continue".

92) Smith, Sally Sue (Entry Date: 12/01/2012 8:00 AM)

106) Smith, Baby Mae (Entry Date; 07/02/2013 8:00 AM),

Review Data

+f Exit Provider Kentucky Housing Corporation - Dummy Project Eligibility (2234)
'/ Exit Type HUD

im Review Type* Update ~

s Date * 10 ;14 42013 (MO M s v 00v 00y AMY

Save & Continue
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60 Complete the Housing Move-In Date for the date the client physically moved into
housing, as well as all other housing information.

Household Members

BOS- HUD CoC & ESG RRH Update (FY2024)

Interim Revi

(92) Smith, Sally Sue
Age: 32

Veteran: No (HUD)
(108) Smith, Baby Mae
Age: 0

Veteran: No (HUD)

SECTION 1: ANSWER FOR ALL CLIENTS

i i *
Relationship to Head o * | it (head of household) s

Household

Housing Move-in Date

Based on the housing
move-in date above, what

10 ;14 ;2013 MO M

county was the client SIS g °

housed in?

Unit Address | 6
Unit City 6
Unit Zip 6
Number of bedrooms in unit G
Number of people in unit 6

Date of Birth

Date of Birth Type

|1,l;1980 MoMe

I Full DOB Reported (HUD) v G

To select multiple values hold down the "ctrl” or "emd" key and click on each value

61 You will need to utilize the "Household Members" menu on the left to click on each
client in the household, and then update their Housing Move-In information.

Entry / Exit Provider
Entry / Exit Type
Interim Review Type

Review Date

Kentucky Housing Corporation - Dummy Project Elic
HUD
Update

10/14/2013 08:00:00 AM

Interim Review Assessment

Household Members

BOS- HUD CoC & ESG RRH Update (FY2024)

(92) Smith, Sally Sue
Age: 32

Veteran; No (HUD)
(106) Smith, Baby Mae
Age: 0

Veteran: No (HUD)

Made with Scribe - https://scribehow.com

SECTION 1: ANSWER FOR ALL CLIENTS

Household

Housing Move-in Date
Based on the housing
move-in date above, what
county was the client
housed in?

Unit Address
Unit City
Unit Zip

Number of bedrooms in unit

Relationship toHead of  * | it head of household)

10 ;14 ;2013 (MO
Warren v G

1234 Brown Street

Bowling Green

42101

2
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62 Click "Save & Exit" when finished.

'LIENT LIVING HISTORY (in the last 2 years)

In the last 2 years, in what
Kentucky county did you -Select- v G
become homeless? T

If you have lived in

multiple Kentucky

counties in the last 2 -Select- v G
years, please select —_—
additional county:

If you have lived in
another part of the US in
the last 2 years, please
specify state:

-Select- v G

If other location in the
last 2 years, please G
specify:
In what Kentucky county are
you currently staying?

-Select- ~ G

Did you have housing
when you came to this -Select- ~ G
county/community?

What is the primary
reason you came to this -Select- ~ B
county/community?

N T

Exiting a Client

& Alert!

Before creating an Exit for your client, ensure that all Service Transactions,
Measurements, and Case Plans are completed and closed.

End Case Manager relationship by adding an End Date.
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63 Go to the "Entry/Exit" tab within the Client Record, then click the pencil to the left
of the "Exit Date".

-Switch to Another Household Member- v m

Service Tran:

RO | Entry / Exit Case Managers Case Plans Assessments

D Reminder: Household members must be established on Households tab before creating Entry / Exits

Type Project Start Date Exit Date T Do b

Ups Count
HUD 2 12012012 Va % B Qe (]
Showing 1-1 of 1
Exit

64 Select all household members to be Exited (in most cases it's all).

MiSky. | community Services Edit Exit Data - (23) Smith, John Jo

Household Members

o To update Household member
Clients » Client Profile

O (10) Single w. Dependent Children

Client - (23) Smith, John Jo (U (92) Smith, Sally Sue

-

(23) Smith, John Jo
Release of Information: Expired |
Edit Exit Data - (23) Smith, John Jo
Client Information B
- Exit Date * B )13 ;2024 [MOM2 v:s6v
Summary } R — |
Reason for Leaving -Select-

If "Other”, Specify

E Exit
i Destination * -Select-
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65 Complete all fields as necessary.

Click "Save & Continue".

0) Single w. Dependent Children
1(92) Smith, Sally Sue
1(106) Smith, Baby Mae

t Data - (23) Smith, Jehn Jo

it Date* 0 ;0 42014 MOM2 vodv:2Y PMY

ason for Leaving Disagreement with rules/persons v

Other®, Specify

stination * Hotel o motel paid for without emergency shelter voucher (HUD) v

& Alert!

Never use "Safe Haven" for "Destination"”, because we do not have these type of Projects
within the BOS. Instead select "Emergency Shelter".

Made with Scribe - https://scribehow.com
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66 If the "Destination" the client exits to is "Rental by client, with ongoing housing
subsidy (HUD), then a dependent drop-down question will show up, asking you to
select the "Rental Subsidy Type".

The "Subsidy Type" must be filled in if this option is chosen.

[ {106) Smith, Baby Mae

‘ I Edit Exit Data - (23) Smith, John Jo

Client Information
- Exit Date * 01 ;01 ;2014 [HOE2 v:46v:32v PMv
Summary 1 == e
Reason for Leaving  Disagreement with rules/persons ~
If "Other”, Specify
Entry / Exit

Destination* Rental by client, with ongoing housing subsidy (HUD)

If "Other”, Specify

icky Housing Corpor: Rental Subsidy Type -Select- ~

Notes

GPD TIP housing subsidy
VASH housing subsidy
RRH or equivalent subsidy

HCV voucher (tenant or project based) (not dedicated)
Public housing unit

Rental by client, with other ongoing housing subsidy
Housing Stability Voucher

Family Unification Program Voucher (FUP)

Foster Youth to Independence Initiative (FYI)

67 Complete Exit Assessment information for all clients in the household.

Green check marks will appear when each client is saved.

State Health

.
v 1N Insurance for Adults No
/s 12012012 Employer -Provided

Health Insurance

Q Disabilities (Please List Drug and Alcohol Disabilities Separately. DO NOT USE THE "BOTH DRUG AND ALCOHOL ABUSE" choice.) HUD Verification °

Disability Type Disability determination Start Date*
# W Physical (HUD) Mo (HUD) 12/01/2012
# W Mental Health Disorder (HUD) Mo (HUD) 12/01/2012
# W Developmental (HUD) Mo (HUD) 12/01/2012
# W Drug Use Disorder (HUD) No (HUD) 12/01/2012
# W Hv/AIDS (HUD) No (HUD) 12/01/2012

Add Showing 1-5 of 8 m
Current school enrollment and attendance -Select- v G

 select- i
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68 Click "Save & Exit" when finished.

State Health

3
’ 1270172012 Insurance for Adults

No

Employer - Provided
Health Insurance

O, pisabilities (Please List Drug and Alcohol Disabilities Separately. DO NOT USE THE "BOTH DRUG AND ALCOHOL ABUSE" choice.) HUD Verification °

Va 12/01/2012 No

Disability Type Disability determination Start Date *
# B Physical (HUD) No (HUD) 12/01/2012
# B Mental Health Disorder (HUD) No (HUD) 12/01/2012
# W Developmental (HUD) No (HUD) 12/01/2012
#' B Drug Use Disorder (HUD) No (HUD) 12/01/2012
2 W Hv/AIDS (HUD) No (HUD) 12/01/2012
Add Showing 1-5 of 8 m
Current school enrollment and attendance Not currently enrolled in any school or educational course v G
Most Recent Educational Status K12: Obtained GED v G

69 Data Collection Steps:

Record Creation:
» When the client record is created in HMIS
Project Start:
» When the client enrolls in the Project
Interim Update:
» When the client reports a change*
Interim Annual Assessment:
» Recorded within 30 calendar days before or after the anniversary of the Project Start Date
Project Exit:
» When the client exits the project

*All Permanent Housing Projects (PSH) must record Move-In Dates as an Interim
Update
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