
Homeless To Housing Grantee/Subgrantee HMIS Set Up and User Guide:  

HMIS Provider and Program Set Up:  

• The H2H programs are all set up under their respective grantee organization in HMIS.  For example, The 

Housing Collective is the Grantees and Pacific House is the Subgrantee.  The Pacific House H2H program is 

set up under the organization The Housing Collective.  This means the user will need to set their 

organization to ‘The housing Collective’ in HMIS and select the appropriate provider.   

 

• Each Grantee has a single provider to represent the H2H programs.  For example, The Housing Collective 

has a provider called ‘The Housing Collective-FFLD CAN-Homeless to Housing(DMHAS)(SO)’.  All 

Subgrantees for the Housing Collective Fairfield will need to select this provider under their username in 

HMIS. 

• The program for each subgrantee will be found during the program enrollment process.  When the user 

gets to the program enrollment screen, they will select their specific H2H program.  For example, Pacific 

House will select the program ‘THC.Pacific House-Homeless to Housing(DMHAS)(SO)’ 

• The role setting will be DMHAS/DDaP  

 

The naming convention for all H2H providers will be:  

• Grantee-CAN-program name(funder)(programtype) 

• Example: The Housing Collective-FFLD CAN-Homeless to Housing(DMHAS)(SO) 

The program naming convention for all H2H programs will be:  

• Grantee Indicator.subgrantee indicator-program name(funder)(programtype) 

• Example: THC.Pacific House-Homeless to Housing(DMHAS)(SO) 

 
----------------------------------------------------------------------------------------------------------------------------- --------------------------- 



User Guide:  
 
HUD Universal Assessment:  
This assessment is important.  The prior residence response for all clients eligible for the H2H outreach program 
must be literally homeless at enrollment.  This means that the only valid responses for the Prior Residence question 
are:  

• Place Not Meant for Habitation 

• Emergency Shelter including hotel/motel paid for with Emergency Shelter voucher or RHY Funded Host 
Home Shelter 

• Institutional Settings as long as the individual was homeless prior to entry into that institution and they 
stayed for less than 90 days.  

If the client does not meet the above criteria, then they should not be enrolled in this program 
 

 

HUD Program Assessment: Complete all required fields  

 

Zip Code Assessment: Complete all required fields  

 

 



Health Insurance Assessment: Provide at least one health insurance option if you see this form 

 

Income Assessment when Income is Yes: If you select ‘Yes’ for income then at least one income source and dollar 

amount greater than ‘$0.00’ must be entered.   

 

Income Assessment when Income is No: If the person has no income, then select ‘No’ in the Income from any 

source field and then select ‘save no income’ at the bottom of the screen.  Do not select any income sources or 

enter any dollar amounts.   

 

 
 



H2H and DMHAS Assessments:  
The first question you will encounter is related to the Homeless to Housing source of enrollment.  Was the client 

found through ‘canvassing’ or was the client referred to H2H? If the client was found through canvassing then 

select the canvassing option.   

If the client was referred to H2H, then you will need to select 1 or 2 options.   

1. Referral (Contact After 24 Hours) – choose this option if you did not make contact within 24 hours of the  

                                                                referral  

2. Referral (Contact within 24 Hours) – choose this option if you made contact within 24 hours of the referral  

 

Remaining Questions are for DMHAS:  

 

After completing this assessment click save and then click done when the summary screen opens.   
 
Current Address:  
If you are importing data from HMIS to DDAP, you will need to complete the current address for the client after 
completing the enrollment. 

 

Click Add New in the top right of the form. 

 

 



Complete the form.  If the client is homeless: 

• Enter ‘homeless’ in the address field 

• Provide the zip code  

• Make sure the begin date matches the enrollment start date 
 

 
 
Click ‘Verify Address’  
Either click on Address Banner or Click ‘Make Verify Address Not Mandatory’ – both do the same thing if the 
person is homeless. 

 
 
Then click save in the bottom right. 
 
------------------------------------------------------------------------------------------------------------------------------ -------------------------- 
 
DMHAS Case Note and Services and Current Living Situation Assessment:  
Once the enrollment is complete, the user will be responsible for creating any required DMHAS services at 
minimum monthly as well as the Current Living Situation Assessment with every contact with the client.   
 

1. DMHAS Case Notes and Services:  

 

From the left side menu, select Case Management and then select Case Notes/Services (DMHAS) 
In the top right corner select Add New DMHAS Case note/Service  
 

 



Complete the form and provide a case note.  Then click the ‘Post Service’ check box 

 

 

This will open the services screen.  Complete the form.  Make sure to check the date as it should match the date 

the service was provided and make sure to the enrollment to the H2H program.  There will only be a few DMHAS 

services required for this program:  

• T1016 – case management with client face to face  

• T116B case management with client with collateral  

• T116C – case management with client by phone    
• ENG01 – engagement of the identified population   

 

When done, click update in the bottom right.   

 

                       

 

 

 



This will bring you back to the case note screen.  From here just click save in the bottom right.  After clicking save, 

this will bring you back to the original screen and you will see you case note and service. 

 

2. Current Living Situation Assessment (CLA): This assessment is required at every contact with the 

individual.  This assessment is the primary trigger to indicate the state of the person’s homeless situation 

as they move through the Homeless to Housing process.   

From the left side menu select Case Management and then select Current Living Situation.   

 

When the form opens, click Add New in the top right.   

 

Complete the Assessment:  

• Make sure the date matches the date the assessment occurred.   

• Make sure to select the H2H program from the program list 

• The Current Living Situation represents where they are living at the time of the assessment 

• The Location field will auto populate. 

• For services, there will only be a few services to choose from 

o Outreach 

o community resources    

o behavioral health  

o healthcare 

o Emergency Shelter (ES)-Placement (H2H) 

o Permanent Supportive Housing (PSH)-Placement (H2H) 

 

  

 



Some Notes about services in the CLA: 

• Outreach is used with the first CLA created when the client is enrolled in the program 

• Community Resources, Behavioral Health or Healthcare are used anytime the case manager provides 

information or access to these services. 

• Emergency Shelter (ES)-Placement (H2H) – This service is used when the clients current living 

situation changes to being Emergency Shelter.  This service is an indicator that the client has 

progressed from being unsheltered homeless to sheltered homeless. 

• Permanent Supportive Housing (PSH)-Placement (H2H) – This service is used when the client’s 

current living situation changes to a Permanent Housing Setting.  This service is an indicator that the 

client has progressed from being either unsheltered homeless or sheltered homeless to housed  

Once you have completed the CLA you can click save in the bottom right and it will bring you back to the original 

screen.  

 

AS stated, each time the outreach worker interacts with a client, they must complete the CLA and if during any of 

those interactions the provide any of the DMHAS related services then a DMHAS service must be created.  A 

DMHAS service is required at minimum monthly. 

If a client goes more than 90 consecutive days without a current living situation assessment, then their enrollment 

should be ended in HMIS.  If they re-surface, a new enrollment can be created.  

----------------------------------------------------------------------------------------------------------------------------- ---------------------------

More available assessments: 

The other DMHAS assessments are available should grantees/subgrantees choose to use them.  These assessments 

are available from the left side menu by clicking on program assessments and selecting any of the following: 

• DMHAS/DDaP 

• Diagnosis Assessment 

• Substance Abuse Assessment 

 

 

Acuity Index Outcomes Assessment - This will only need to happen once the client has been matched to 

housing. 

 



 

 

 

 


