HMIS FAQs

This FAQ is designed to help HMIS users navigate common questions about
accounts, data entry and system use. Click on a topic below to find quick
answers.

Getting Started

Accounts & Access

System Basics

Working with Client Records
Entering Program Data

Data Quality

Definitions

For additional support, contact the HMIS Helpdesk

Helpdesk@mwvhomelessalliance.org
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HMIS FAQs

Getting Started

What is HMIS?

The Homeless Management Information System (HMIS) is a secure, electronic
database used to collect and manage information about people experiencing
homelessness and the services they receive. It helps service providers, funders, and
the Continuum of Care (MWVHA) track client needs, measure outcomes, and
coordinate housing and services across agencies.

o Purpose: To improve service delivery, reduce duplication, and provide accurate
data for planning and reporting.

o Who uses it: Staff at HMIS-participating agencies such as shelters, housing
programs, outreach teams, and supportive service providers.

o Standards: HMIS follows the U.S. Department of Housing and Urban
Development (HUD) Data Standards, ensuring consistency across communities
nationwide.

Who needs an HMIS End User License?

HMIS end user licenses are required for individuals at HMIS-participating agencies
who need access to HMIS to perform their job responsibilities.

How do I get an HMIS End User License?

Supervisors must request the HMIS End User License for their staff through the HMIS
Help Desk.

Once a user has successfully finished training and has submitted a completed HMIS
User Agreement, they will be granted access to HMIS.



Mandatory training for HMIS end user licenses

Every individual must successfully complete required training before receiving an
HMIS end user license. This includes:

o Privacy & Security Training (Coming Soon)
o New End User Training (or Refresher Training for returning users)

NOTE: When HUD Data Elements or HMIS policies change, MWVHA may require end
users to complete a refresher training. This training may cover data collection
requirements, data entry workflows or HMIS policies and procedures.

Back to Top



Accounts & Access

Logging in, resetting passwords

How do I log in the first time?
New users will be given a username and temporary password

How do I reset my HMIS password?

If you have forgotten your password, use the “Forgot Password” link on the HMIS
login page. You will receive an email to reset your password.

NOTE: If you have not logged into your account for 90 days, your account has gone
inactive. Please email helpdesk@mwvhomelessalliance.org so we can see about
reactivating your account.

Locked/Inactive Accounts

Why is my HMIS account locked?

HMIS will lock you out after three unsuccessful attempts to access the system. For
additional assistance, please email helpdesk@mwvhomelessalliance.org.

Why is my HMIS account inactive?

For security reasons, our system automatically inactivates all users who have not
logged in within the last 60 days. Most of the time, this will be why your account is
inactive. To resolve this issue, please email helpdesk@mwvhomelessalliance.org so
we can manually reactivate your account.

How can I prevent my account from going inactive?
For users who do not use HMIS often, we highly recommend that they set a calendar

reminder once a month to avoid being inactivated.
Security & User Responsibilities

What agreements and policies guide data security?
HMIS User Agreement

Data Quality Management Plan

HMIS Policies & Procedures (Coming Soon)

HUD FY 202/ HMIS Data Standards Manual

What happens when an employee leaves my organization?

Yes, let the CoC HMIS lead helpdesk@mwvhomelessalliance.org know right away if
any staff member with HMIS access is no longer with your agency.
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Confidentiality: Former users must keep HMIS information private even after they
leave.

Records: Agencies must keep the signed HMIS User Agreement on file for seven years
after the employee leaves.

Access & Visibility

I think I am missing a function or feature that I should have access to.

If you notice that a function is missing that your colleagues have or that you know you
should have, please contact helpdesk@mwvhomelessalliance.org so your profile
can be corrected.

I am not able to see client information that I know I should be seeing.

This is likely a visibility issue. Contact your lead worker or
helpdesk@mwvhomelessalliance.org to review the visibility settings and make any
needed corrections.

How Do I Get Access to a Program Within My Agency or At Another Agency?
To request additional agency access for an HMIS user, a supervisor or agency leader
should email helpdesk@mwvhomelessalliance.org with the request.

Back to Top
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System Basics

Dashboard overview

The Dashboard feature is a user’s home page view. This home page can be customized
for each specific user to match their preferences. Dashlets can be added, removed, or
rearranged.

What is the difference between System News and Agency News?

System News is a default feature on a user’s dashboard. These messages typically
come from the state’s system administrator, OHCS.

Agency News is another default feature on a user’s dashboard. These messages
typically come from the HMIS lead, MWVHA.

How do I use Global Search?

The Global Search feature is in the upper right corner above the dashboard. This
feature allows users to search within any module to quickly jump to a specific record.

1. Typein aclient name or ID and press the return key to yield results.
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Entering Data As

What is Enter Data As?

Enter Data As (EDA) is a feature in HMIS that allows users to enter information under
the correct project (also called a “provider”). Because each project is customized,
using EDA ensures that data is stored and displayed in the right place.

How do I set my EDA?
1. From the ribbon above the Dashboard, click “Enter Data As”.
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2. Alist will appear showing the providers you are authorized to enter data for.



3. Select the appropriate provider to begin entering data.

Enter Data As Provider Search X

Provider Search

Search for Providers by using keywords from the Provider Name or Description.

Search Show Advanced Options

Provider Number

Clear

Enter or scan a Provider ID number to search for that Provider.

Provider Search Results
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Why is EDA important?

When users select the correct project through EDA, they see the assessments and
workflow specific to that provider. This makes sure that data is entered accurately and
can be retrieved later. If EDA is not used correctly or not used at all, users may not see
data they previously entered, may not have access to the correct assessments, and
agency reports may be incomplete. EDA also affects visibility and display settings in
AKHMIS, so correct use is essential for accurate reporting.

Back Date Mode

What is Back Date Mode?
Backdate mode allows users to enter historic information for a client.

How do I set a Back Date?

1.

From the ribbon above the Dashboard, click “Back Date Mode”.
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2. Enter the past date and time you need to record, then click “Set Back Date”.



Back Date Mode

Back Date Mode allows you to enter historic information for a client.
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Set Back Date

NOTE: The system permits backdating client records to reflect historic information. A
system timestamp will still display the actual time the entry was made.
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Working with Client Records

How do I search for clients?

On the left menu, click on “Clients” and either:

1.

Enter client ID under and click submit.

Client Number

Client ID #

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

2. Enter a person’s name or any other key data into the search fields.

Client Search

Name

Name Data Quality
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Social Security
Number

Social Security
Number Data Quality

U.s. Military Veteran?

Exact Match

Search ACTIVE
Clients

Search INACTIVE /
DELETED Clients

Search ALL Clients

o Please Search the System before adding a New Client.
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How do I add a new client?

First, search the system to make sure the client does not already exist. If no matches
are found, click “Add New Client With This Information” to create a new record.

Client Search

o Please Search the System before adding a New Client.
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How do I create a new Household?

1. From the left menu, click on “Clients”
2. Navigate to “Households” tab
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3. Click “Start new Household”
4. Select “Household Type” and select from drop down menu
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6. Click “Add/Delete Household Members”
7. Enter other household member information the same way you entered the head
of household.

How do I edit a Household?

1. From the left menu, click on “Clients”
2. Navigate to “Households” tab
3. Click on “Manage Households”

¥ (B8] Malo Singhe Pasni

kg H:d.mlhzﬁl

¥ Previous Mogesbalkds

S s




4. Click on “Add/Delete Household Members”

5. To remove household members, click on trash bin icon next to the household
member you wish to remove.

6. To add a new household member, click on the “Add Clients to the Household”
tab.
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Release of Information (ROI)

Why does my agency need an ROI for a client?
An ROI authorizes client information be safely shared with other housing and service

providers in the statewide HMIS system so clients can receive the most appropriate
support for their needs.

Is an ROI mandatory?

An ROI is mandatory to allow for full participation in HMIS, Coordinated Entry, and
case conferencing, but it is not mandatory.

How do I add an ROI to a client’s record?

From the left menu, click on “Clients”

Navigate to “ROI” tab

Check the box next to the client name you are adding an ROI for
Provider: Click the “Search” button and select the appropriate provider
Release Granted: Select yes or no accordingly

Start Date: Enter today’s date

End Date: Enter two years from the start date

Documentation: Select appropriate response from drop-down list
Witness: Type your name in this field
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Do minors need ROIs?

Yes. If aminor is part of a household, their parent or guardian should sign the ROIL.

NOTE: If a minor is at least 14 and unaccompanied, they may sign for themselves. If

Save Rebease of Information

you are unsure, please contact helpdesk@mwvhomelessalliance.org

If my agency already has an ROI, do I still need another one in HMIS?

If your agency already has a valid ROI on file, that is generally sufficient. Verify

expiration date of ROI to determine if the dates need to be adjusted.

Back to Top
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Entering Program Data

Program Types

Coordinated Entry

Our Coordinated Entry system is a centralized process that helps connect individuals
and families to housing and services. It uses a standardized assessment tool to ensure
fair, consistent, and efficient referrals across the Continuum of Care.

Day Shelter

These projects provide daytime facilities and support services for people experiencing
homelessness. While they do not include overnight lodging, they offer safe spaces and
resources to meet essential needs.

Emergency Shelter — Entry/Exit

These projects provide temporary lodging for people experiencing homelessness,
either in general or for specific populations. Requirements and limitations vary by
program and are set by the funder.

Emergency Shelter — Night by Night

These projects provide temporary lodging on a night-by-night basis for people
experiencing homelessness, either in general or for specific populations.
Requirements and limitations vary by program and are set by the funder.

Homelessness Prevention

These projects provide services and/or financial assistance to help people keep their
housing and avoid entering emergency shelter or living in places not meant for
human habitation.

Permanent Housing

These projects provide permanent housing and supportive services to help people
experiencing homelessness live independently. Eligibility is not limited to individuals
with disabilities or families where a member has a disability.

Permanent Housing (PH): Housing Only

These projects provide permanent housing for people experiencing homelessness but
do not include supportive services as part of the program.

Rapid Re-Housing (RRH) (Services Only)

These projects provide housing relocation and stabilization services, along with
short- and/or medium-term rental assistance, to help individuals or families move
quickly into permanent housing and achieve stability. They offer services only and do
not provide ongoing rental assistance or maintain housing units for participants.



Rapid Re-Housing (RRH) (with or without Services)

These projects provide housing relocation and stabilization services, plus short-
and/or medium-term rental assistance, to help individuals or families move quickly
into permanent housing and achieve stability. They may also offer ongoing rental
assistance, with or without supportive services.

Permanent Supportive Housing (PSH)

These projects provide permanent housing and supportive services to help people
experiencing homelessness who have a disability, either individually or within a
family, live independently.

Safe Haven (SH)

These projects provide supportive housing for people experiencing homelessness who
have severe mental illness and are often unwilling or unable to participate in
traditional supportive services. They offer 24-hour residence for an indefinite period,
serve 25 or fewer people at a time, and provide low-demand services and referrals to
support residents.

Supportive Services Only (SSO)

These projects provide supportive services (only) to address the special needs of
participants, such as childcare, employment assistance, and transportation services.

Street Outreach (SO)

These projects provide services to reach people living unsheltered and connect them
with emergency shelter, housing, or critical services. They also offer urgent, non-
facility-based care for those unwilling or unable to access shelter, housing, or
appropriate health care. Only individuals residing on the streets or in places not meant
for human habitation are entered into a street outreach project.

Transitional Housing (TH)

These projects provide temporary lodging designed to help individuals and families
experiencing homelessness move into permanent housing within a set time period,
not exceeding 24 months. Program requirements and limitations may vary and are

determined by the funder.

Other

These projects provide services to people experiencing homelessness but do not
include lodging and do not fall under any other project type.

How to Change Provider and Entry Type

1. Enter EDA mode as the provider that will manage the client record moving
forward.
2. Go to Clients and search for the client whose entry/exit needs to be updated.



3. Navigate to the Entry/Exit section, find the entry that needs to be adjusted, and

click the edit pencil next to the project start date.

Entry/Exits
Program Type
MWWCAA - EO 24-02 - Eviction Prevention HUD

7zz A Ray of Hope Today (NSUSM) - Neighbors Day BUD
Center - ESG-CV ES (3;’31;"2[]24]

Add Entry / Exit

Project Start Date Exit Date
# 01/10/2025 # 02/28/2025
# 03/22/2023 Z 0373172024

Showing 1-2 of 2

4. Click “Save & Continue” in the Edit Project Start Data pop-up.

b

and Type.
6. Click the “Update” button.

At the top of the Entry/Exit Data pop-up, choose the correct options for Provider

7. Review assessment questions for client and other household members if

applicable.

Entry/Exit Data

Provider *

Type *

o Note: If you change the provider selected it may cause the Assessments to adjust for the new Provider's Entry/Exit Assessment defau

that Assessment record for the Client.

MWWVCAA - EO 24-02 - Eviction 5 t
Prevention (8729) -
HUD w

Add, Delete or Correct Data Fields

1. Set your EDA to the project/provider into which you enrolled the client
2. Search and open the client record
3. Set your Backdate to the Project Start Date of the client’s first enrollment

in the project.

4. Navigate to the data field that needs to be corrected.
5. Click on the pencil icon to make changes
6. Add, delete or update information as applicable.

Back to Top



Data Quality

Duplicate Records

What do I do when a duplicate client record is found?

After confirming the records are eligible to be merged, contact MWVHA Helpdesk to
request a merge of two or more records.

Eligibility for merging client records

To be eligible for merging, at least two of the three main Personally Identifiable
Information (PII) elements must be an exact match, and the third cannot conflict:

o Name (first and last)
e SSN
o Date of Birth

If a client meets these requirements, please submit a merge request to the HMIS Help
Desk.

NOTE: Do not send PII via email at any time. To identify a client, use only the first
initial, last initial, and client ID number.

Prior Living Situation

Determining the prior living situation

This question is intended to determine whether the client was previously in a
sheltered or unsheltered situation. It must be asked during both entry and exit
assessments. Failure to collect this information can cause data errors and negatively
impact federal funding.

Sheltered Homelessness: Staying in an emergency shelter, transitional housing or
safe haven.

Unsheltered Homelessness: Staying in cars, tents, streets or places not meant for
human habitation.

Length of stay in prior living situation

This question is intended to capture how long a person stayed in their most recent
living situation before entering your project. It helps measure patterns of
homelessness and housing stability.

If a person’s last seven days were split between different situations, you record the
number of days spent in one type of situation only. For example:
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o If they spent 3 days in shelter and 4 days unsheltered, you would select “4 days
unsheltered” as the prior living situation.

e You do not combine the two types of stays. HUD requires you to record the single
situation that accounts for the majority of days.

Back to Top



Definitions

Chronic Homelessness
What is Chronic Homelessness?
HUD considers a person chronically homeless if they:

1. Have a disability and have been continuously homeless for at least 12 months;
or

2. Have experienced homelessness on at least four separate occasions in the last
three years, where the combined length of time homeless is at least 12 months.

Homelessness, in this context, means living in a place that Is not meant for human
habitation (such as streets, cars or parks) or staying in an emergency shelter.

What counts as an episode of homelessness?

An episode of homelessness is any period of time when a person is in a homeless
situation. Multiple episodes occur when there is a break in homelessness, followed by
areturn to homelessness. The break separates each episode into distinct periods.

What is a break from homelessness?

« Aperson spends seven or more consecutive nights in housing that is not
considered homelessness (such as staying with friends, in a hotel they pay for,
or in permanent housing).

o Aperson stays in an institutional care facility for 90 days or longer.
Important clarifications:

o Stays in institutions for fewer than 90 days do not count as a break, as long as
the person was homeless immediately before entering. These days are included
in the total time homeless.

o Each break separates experiences into distinct episodes of homelessness.
Key HUD Requirements
1. Data Standards

o All client data entered in HMIS must follow the HUD HMIS Data Standards
(updated annually).

o Required elements include: Personal Identifying Information (PII), Universal
Data Elements (e.g., name, date of birth, Social Security Number,
race/ethnicity, gender), and Project-Specific Data Elements (e.g., income,
disability, services provided).

2. Privacy & Security



o Agencies must follow HUD HMIS Privacy and Security Standards to protect
client confidentiality.

o Personally Identifiable Information (PII) must be stored securely and only
shared with consent.

o Agencies must post a Privacy Notice and train staff on confidentiality.
3. Data Quality

o HUD requires communities to maintain high-quality data: complete, accurate,
timely, and consistent.

o Regular monitoring and data quality checks are expected to reduce errors and
duplicates.

4. Participation in Coordinated Entry

e HMIS must be used to support Coordinated Entry, HUD’s required system for
ensuring fair and equal access to housing resources.

o This includes accurate assessments, referrals, and updates on client status.
5. Reporting & Compliance
o HUD requires certain reports to be generated directly from HMIS, such as:
o System Performance Measures (SPM)
o Longitudinal Systems Analysis (LSA)
» Agencies are expected to enter data promptly so reports are accurate.

Key Terms

People and Records
Client: An individual with a unique HMIS record, possibly part of a household.

Household: One or more clients enrolled together and served as a unit.

Enrollment: Record that begins when a client starts receiving project services and
ends at exit.

Project: A distinct program that provides services or housing, tied to a project type.

Comparable Database: A system DV/VAWA/VOCA providers use instead of HMIS that
meets HUD standards.

Dates, Contacts and Stays

Project Start Date: Date the client first begins receiving services or housing in the
project.



Project Exit Date: Last day of participation or service in the project.

Housing Move-In Date: Date the client physically moves into permanent housing for
PH projects.

Current Living Situation (CLS): Point-in-time location or status recorded at required
intervals.

Date of Engagement (SO): First date of meaningful client engagement for Street
Outreach.

Contact (SO): Any interaction between client and Street Outreach staff.
Bed Night (ES): A single night of stay recorded for emergency shelters.

Coordinated Entry (CE)
CE Assessment: The assessment activity and results captured for CE.

CE Event: Logged CE access, referral, and placement events with outcomes.

Priority List: What our CoC calls the list CE pulls from, when a client is “active,” how
often statuses are updated.

Access Site: Official CE access points and how to reach them in Marion and Polk
counties.

Project types and destinations

Project Types: Categories such as Emergency Shelter (ES), Transitional Housing (TH),
Street Outreach (SO), Services Only (SSO), Homelessness Prevention (HP), Permanent
Housing components like RRH and PSH.

Destination: Housing situation at project exit.

Income, Benefits, and Health

Income and Sources: Whether income is present and which sources at start, update,
and exit.

Non-cash Benefits: Enrollment in programs like SNAP or WIC as required by
standards.

Disability Type: Whether the client has a disabling condition and which type per HUD.

Location and identifiers
Client Location (CoC Code): CoC geography code for the enrollment, e.g., OR-504.

Local Project Names and IDs: Our CoC uses the following naming convention:
Agency -Program Name-Program Type (4 digit program code)
Ex: MWVCAA - Fresh Start Housing Services — SSO (4882)



Privacy, Security, and Sharing
Release of Information (ROI) / Consent: Documented permission to collect and share
data as described in the posted privacy notice and HUD standards.

Privacy Notice: Public notice describing what data is collected, why, and how it is
shared and protected.

Sharing Defaults: Our default HMIS sharing settings, which fields are shared with
whom, and client opt-out options while still receiving services.

Youth or Minor Consent: Local consent and parent or guardian signature rules
consistent with Oregon law and HUD privacy standards.

Comparable Database Workflow: How DV providers coordinate with CE without
entering HMIS.

Data Quality and Timeliness
Data Quality: Completeness, accuracy, consistency, and timeliness expectations
measured in HUD reports.

Timeliness Standard: MWVHA'’s local rule for how fast data must be entered or
updated after intake, service, or exit. Our Continuum of Care operates on HUD
standards which is within 3 business days.

Monitoring and Corrections: How providers are notified of errors and our correction
process.

Operations and User Management
HMIS Lead Agency: The entity designated to administer HMIS for OR-504 and what
that role covers.

Participating Agency: Who is required or allowed to use HMIS under local policy.

User Roles: HMIS users are assigned designated permissions based on their role (e.g.,
System Administrator I, System Administrator II, Case Manager). This role-based
access ensures appropriate data security and that users only have access necessary to
perform their job functions.

Inactive User: When an account is set inactive and how to request reactivation.

Locked Account: System locks after a set number of failed logins and how to unlock.

Help Desk: How to contact support and what to include in tickets (email:
helpdesk@mwvhomelessalliance.org).

HMIS Application: The software platform we use locally (Community Services).

Back to Top
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