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KYHMIS 104: Removing the Client from
Household, adding Interims, adding
Housing Move-In Date (HMID), & Exiting
Clients
Removing clients from a household
Interim updates
Housing Move-In Date
Exiting Clients

Removing a Client from Household

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

Kentucky Housing Corporation
Effective 04/01/2025

https://scribehow.com
https://wscs.wellsky.com/kentucky_demo/com.bowmansystems.sp5.core.ServicePoint/index.html#clientPointClientMain;1707513131809
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3 Click on the pencil next to the client's name to open back up their Client Record.

4 Select the Entry/Exit tab.
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5 Click on the pencil next to the "Exit Date" for your program.

6 Make sure that only the client(s) that are leaving the program are checked.
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7 Enter "Exit Date".

8 Answer the "Reason for Leaving".
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9 Enter the "Destination".

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.
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11 Click "Save & Continue".

12 Next, select the "Households" tab.



Made with Scribe - https://scribehow.com 7

13 Then select "Manage Household".

14 Click on the red minus sign to the left of the client that is leaving the household.
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15 A pop-up window will open.

Enter the date that the client left the household.

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

Tip!

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



Made with Scribe - https://scribehow.com 9

16 Clicking on the right arrow next to the "Previous Household Members", you can
see the former members of the household.

17 To add the client back in the Household, you can click on the curved arrow.
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18 Once you have removed the client from the household, review the "Household
Information" and update any information as needed.

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

19 Click "Save & Exit" when finished.
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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.
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21 Click "Save & Continue"

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

24 "Save & Exit" when finished.
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Update Household

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

Click "Households".
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26 Click "Manage Household"

27 Update the new Head of Household by updating the "Head of Household" and
"Relationship to Head of Household" questions.

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

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
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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.
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32 Then, click the "File" icon with Interims for that Entry.

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

Click "Add Interim Review".
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34 Select all appropriate household members that should be included in the Interim
Review.

35 Select the "Interim Review Type".
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36 Then click "Save & Continue".

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.
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Alert!

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
questions.

38 To make a change to income, first change the overall "Income from Any Source?"
question (ex: change to "No").
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39 You will also need to update the "Total Monthly Income" question.
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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.

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

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

Click "Save" when finished.
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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.

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.
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46 Click "Save" when finished and then "Exit".

47 You can also click on the magnifying glass icon next to "Monthly Income" to see
a history of the client's monthly income to date.
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48 It will tell the story of the client's income.

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
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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).
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52 First, search for your client.

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.
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54 Select the "Entry / Exit" tab for the Head of Household (HOH).

55 Select "Interims".
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56 Click "Add Interim Review".

57 Select/check the household members who moved-in to housing as appropriate.
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58 Use "Update" as the Interim type, unless it is during the appropriate "Annual
Assessment" timeframe.

59 Click "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.

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.
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62 Click "Save & Exit" when finished.

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".

64 Select all household members to be Exited (in most cases it's all).
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65 Complete all fields as necessary.

Click "Save & Continue".

Alert!

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

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

Green check marks will appear when each client is saved.
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68 Click "Save & Exit" when finished.

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




