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1. PURPOSE OF THIS GUIDANCE

This document provides information to Continuums of Care (CoCs) on how to successfully
submit their 2020 Housing Inventory Count (HIC) and Point-in-Time (PIT) count data to the U.S.
Department of Housing and Urban Development (HUD). Staff should review this guidance and
use it as a reference when preparing their data for submission. For information on what
information needs to be submitted and how to collect HIC and PIT count data, please see
Notice CPD-18-080: 2019 HIC and PIT Data Collection for CoC and ESG Programs.

All CoCs must submit their HIC and PIT count data through HUD’s Homelessness Data Exchange
(HDX). CoCs will be able to enter HIC and PIT count data beginning Monday, March 9, 2020, and
CoCs must submit their 2020 HIC and PIT count data by Thursday, April 30, 2020, 8:00 p.m.
eastern time. Submitting the HIC and the PIT count data in HDX is a TWO PART process. CoCs
must submit both the data entered into the HIC module and the data entered into the PIT
count module in the HDX by the deadline to be considered complete. Meeting the HIC and PIT
count data submission deadline has generally been considered a factor by HUD in the annual
CoC Program Competition.

The Collaborative Applicant/Primary Contact in HDX for each CoC is responsible for ensuring
that the 2020 HIC and PIT count data are entered completely and accurately by the submission
deadline.

If you have any questions about entering HIC or PIT count data that are not covered in this
guidance or in Notice CPD-18-080: 2019 HIC and PIT Data Collection for CoC and ESG Programs,
please visit the Ask a Question page on the HUD Exchange. To ensure that your question is
routed to the correct staff, select HDX: Homelessness Data Exchange (including PIT, HIC and
AHAR) at the top of page 2, under the Reporting Systems headline in response to the “my
guestion is related to” prompt. You may also review the questions and answers posted on the
HDX Frequently Asked Question (FAQ).

Quick Start for New Users

Step 1. The new user must create an account by going to HUDHDX.info, selecting “Create an
Account,” and entering all the necessary information (shown in Section 2.1).

Step 2. The CoC’s Primary Contact (described in Section 2.3) authorizes the new user by
visiting the CoC “HDX Admin” page and selecting “Add user.” The Primary Contact will need
to enter the new user’s name and email in order for the system to locate and add the user to
the CoC.

Step 3. The CoC’s Primary Contact assigns “rights” to the new user for each of the modules in
the HDX (described in Section 2.5).
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2. THE HUD HOMELESSNESS DATA EXCHANGE (HDX)

The HDX is an online tool designed to allow CoCs to submit data to HUD in several modules:

e The Housing Inventory Count (HIC);

e The Homeless Point-in-Time (PIT) Count; and

e System Performance Measurement (SPM).
This section will introduce the HDX system and provide an overview of how to create accounts,
update accounts, and assign access rights in the HDX.
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2.1 Create an HDX Account

To enter, edit, and submit data
into the HDX, a user must first
establish an account and a
password at the HUDHDX.info
Create an Account webpage.
Once an account has been
created the CoC Collaborative
Applicant can then sign-in to HDX
and authorize user rights to the
various modules.

2.2 Update an HDX
Account

Individuals who already have an
HDX account do not need to re-
register, but should confirm that
their contact information is
accurate and complete to avoid
missing important system
messages.

Users may view and edit their
account information by navigating
to the Dashboard and clicking the
link: “Click here to update your
account information,” or by
clicking their name in the upper
right corner of any HDX screen.
After editing, click the blue Save
or Change Password buttons to
update the user’s contact
information.

HUD.GOV

U.S. Department of Housing and Urban Developmen

Secretary Ben Carson

Homelessness Data Exchange

Create an Account

Create an Account
(" required)

MENT
v-":= o‘*,;
o T
Ere & O
. ¢
-y &

=
San peuer’

* Your Email:
(Will also serve as your username.)
* Confirm Email:

* First Name:

* Last Name:

* Name of Organization:

* User Type: v
Your CoC: v

Address:

City:

* State: v

Zip:

* Phone: ext:
Phone 2 (mobile, efc.): ext:

Fax:

Password must be at least 5 characters long and include one number
* Password:

* Confirm Password:
Security Question What is your mother's maiden name?

* Security Answer

I'm not a robot

™

reCAPTCHA
Privacy - Temms
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Homelessness Data Exchange

CT-1113 - CoC for Test CoC —

Dashboard  Reporting Status

Reporting Status for CT-1113 - CoC for Test CoC

iy

Date of Inventery Count: -

Total Organizations: 0
Total Projects: 0
Total Beds: -
Total PIT Count!: -
Utilization Rate: -
Updated By: -
Updated On: -
Copy data from 2019
View HIC

the HDX Admin

Sheltered Populations (most recent count)
Date of Count: -
Total Persons: -
Total Households: -

Unsheltered Populations (most recent count)
Date of Count; -
Total Persons: -
Total Households: -
View PIT

Account Details

First Name:  |Jane

|Smith

Last Name:

Organization: |Great Organization

Address: 1500 Main Street
City: |Washington
State: DC v

Email: ﬁanesmﬂh@grealorg.com

Phone: |555-555-5555 | |
Phone2: | | |
Fax: | |

Account Details Saved.

MNew password must be at least 5 characters long and include one number
Old Password: | |

New Password: | |

Change Password

Confirm Password: |
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2.3 The HDX Primary Contact/CoC Collaborative Applicant

Each CoC must designate a Primary Contact in HDX. The Primary Contact is the contact person
for the HUD-approved Collaborative Applicant, and that individual is responsible for ensuring
that HUD receives complete and accurate HIC and PIT count data from the CoC by the deadline
indicated above. The Collaborative Applicant can allow other CoC staff to access the PIT, HIC,
and System Performance Measure HDX modules as authorized users.

The Primary Contact is typically the person listed in the CoC’s most recent CoC Program
Competition registration. Users can also determine their CoC HDX Primary Contact via the
About Grantees page on the HUD Exchange: select “CoC: Continuum of Care Program” and
“View CoCs Only” via the right-most view option (“by Program”), and then look for a specific
CoC. The person listed as the Collaborative Applicant is also the person who serves as the HDX
Primary Contact.

CoCs that need to update or change their Collaborative Applicant, HDX Primary Contact must
submit a written request to HUD through the HUD Exchange Ask A Question page. Such a
request must follow the protocol outlined in the HUD Exchange Frequently Asked Question:
https://www.hudexchange.info/faqgs/778/how-do-we-change-the-primary-contact/.

2.4 Adding and Deleting CoC HDX Users

Annually, each CoC’s HDX Primary Contact should verify that the list of authorized users for the
CoC is accurate and current. To add new users who can see, edit, or submit data for the CoC,
the HDX Primary Contact will click on the Add User button on the HDX Admin tab:

Messages &po@l HDX Admin I

Housing Inventory PIT Counts AHAR Sys PM
i i T T
i T T T
i T i <
i i i 4
v g T i
i O i O rd O il

This will bring up a form in which the Primary Contact can enter the email address, first name,
and last name for the new user.

Note: The email, first name, and last name entered by the new user and primary contact must
be exactly the same or the account may not activate appropriately.
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Add User

Email*: |newuser@mycuntinuum.org

First Mame*: | MNew

Last Name™: |User|

New users who have not yet created an account must register at the HUDHDX.info Create an
Account site.

Add User

There is no user account on hdx.info with that email address yet.

Flease askthis contact to sign up for an account on hitp:ifwww.hudhdx.info.

After creating an account, the contact can log in to hitpfhudhdx.info.

The Primary Contact should periodically review all CoC users to ensure that all users have
appropriate levels of access, are still affiliated with the CoC, and require access to the data. To
remove users who no longer need access to the HDX, the CoC HDX Primary Contact may click

the Remove link in the far right column. A message will appear asking for verification; click OK,
and the user will be deleted.

AHAR PULSE p -l
Q The page at dev.hudhdx.info says:
HDX Admin } ]
Are you sure that you want to remove this user from this
Col?

CoC PULSE
ce— -
Lauren Dunton ® i ® Remove
Molly McEvilley @ @ @ O
New User (@] ® (@] © Remuvel

=
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2.5 Assign Users’ Access Levels for HDX Modules

As part of finalizing the list of CoC HDX users, the CoC HDX Primary Contact determines the
degree of HDX privileges appropriate for each user.
The CoC HDX Primary Contact must individually assign or modify rights to each HDX module for
each user by checking the box that corresponds to the appropriate level of access. The levels of
access in the HDX are:

e Read - user can see the screens and any data that has been entered, but cannot enter

or edit data;
e Write — user can enter and edit data, but cannot submit data; and
e Submit — user has the authority to approve and submit data to HUD.

= Home Dashboard HIC PIT AHAR SysPM Messages Reporis HDX Admin

HDX Admin  CoCAccess Manage Users  Manage Liaisons  CoCs

CoC Access

CoC Housing Inventory PIT Counts AHAR Sys PM

NE 8 EE
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3. HOUSING INVENTORY COUNT SUBMISSION GUIDANCE

3.1 Important Changes to HIC Reporting Requirements

The following new or clarified reporting requirements are highlighted in the Notice CPD-18-080:
2019 HIC and PIT Data Collection for CoC and ESG Programs:

1.

In the FY2017 CoC Program Competition, HUD began funding joint component grants that
combine the activities of transitional housing (TH) with rapid re-housing (RRH) projects. As
was the case last year, CoCs should report these grants on the HIC by entering two separate
projects — one for TH and one for RRH. Inventory reported under each project should reflect
the inventory in use on the night of the count. However, new this year, instead of selecting
two separate funding sources, CoCs must select the new funding source HUD: CoC — Joint
Component TH/RRH in response to the HUD McKinney-Vento Funded question for each
project. For CoCs that copy prior year’s data, projects that had both CoC TH and CoC RRH
funding sources selected last year will be carried over with the new funding source.

As was the case last year, CoCs will report their HMIS participation based on the entire
project. Either the project completely participates in HMIS or it does not. Data fields in the
HDX have been updated to reflect this: there are no longer “HMIS bed” fields available as a
subset of bed fields. Instead, CoCs will indicate whether a project is HMIS participating via a
radio button on the project detail page. For CoCs that copy prior year’s data, projects that
had 0 HMIS beds in a project last year will be defaulted to indicate they are not HMIS
participating this year; projects that had any HMIS participating beds have been defaulted
to indicate they are HMIS participating this year. CoCs must review and verify these
designations.

HUD has determined that Victim Service Provider (VSP) status can no longer be set at the
project level. Effective in 2020, VSP is an organization-level designation. The new field is null
for all records. Please update all records to reflect the accurate designation as a VSP,
consistent with the Organization’s designation in your HMIS and with the HMIS Comparable

Database Decision Tree. Remember that organizations marked as VSPs are precluded from

having any projects within in participate in HMIS, so please review the guidance and make
this designation carefully. Organizations that are not VSPs can still serve DV
victims/survivors as a target population.

Projects funded through YHDP must be reported in the HIC based on the project type
identified in e-snaps. As with other projects, CoCs must report all residential projects in the
HIC and exclude service-only projects — such as HUD-funded Supportive Services Only (SSO)
projects — from the HIC. The CoC will follow the same rules regarding how many beds and
units to report that other projects with the same project type follow per the latest HIC/PIT
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Count Notice. For instance, transitional housing and permanent supportive housing projects
will report on the number of beds available to youth in that project (as opposed to how
many people there are in the project), while beds and units for Rapid Re-Housing (RRH)
projects will be reported based on how many are occupied the night of the PIT count.

a. Example A: YHDP grantee is funded for a host home program using a Transitional
Housing (TH) project type. That project will be included in the HIC as a TH project,
and the youth in that project will be included in the sheltered PIT count.

b. Example B: YHDP grantee operates a host home program classified as an SSO project
type. That project would not be reported in the HIC, and people enrolled in the
project would be counted in the PIT count based on whether they were staying in
homeless situations on the night of the PIT count.

Any project listed on the HIC requires a count of people residing in or receiving housing
assistance from that project on the night designated for the PIT count and HIC. Thus, all
residential YHDP projects (i.e., TH, RRH, TH/RRH, and PSH) must include a count of people
currently residing in their project inventory entries on the HIC.

Consistent with general PIT count guidance, all people must be counted in or excluded from
the PIT count based on where they are staying on the night designated for the PIT count.
The full sheltered PIT count must include anyone staying in YHDP-funded TH projects on the
night of the PIT count. Those residing in RRH or PSH projects should not be included in the
sheltered PIT count, as they no longer meet the definition of people experiencing
homelessness once in permanent housing projects.

5. HMIS Organization ID is now a required field.
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3.2 Navigating the HIC Module in HDX

This section of the guidance provides a general overview of the HIC Module components and
structure. Specific data entry instructions for each HIC component are further explained in
Section 3.3 Creating and Submitting 2020 HIC Data.

HIC data in the HDX is made up of three basic components:

e Organization records — Organizations have three characteristics: the organization name,
the HMIS Organization ID, and Victim Service Provider status. To appear on the HIC, an
organization must have at least one provider project, and a single organization may
have many projects.

e Project records — Projects belong to an organization and have several characteristics,
including project name, project type, HMIS participation, geocode, and target
populations. A project can have only one name, and, likewise, it can have only one
project type, and only one geocode. Each project must have at least one project
inventory record, and it may have several project inventory records.

e Project Inventory records — Project Inventory records belong to a project and include a
number of data points about project beds and units, including inventory type,
household type, bed and unit inventory, etc., as well as a PIT count for the beds included
in the project inventory record.

A project will have more than one inventory record if it has more than one Inventory Type
(current inventory or inventory under development). In addition, Emergency Shelters that have
more than one Bed Type (facility-based, voucher-based, other type) will have more than one
Inventory Record.! To illustrate this idea, the chart below shows Organization A’s inventory.
Each orange box represents a distinct inventory record:
e Project 1 (Permanent Supportive Housing) has both current and inventory under
development;
e Project 2 (Emergency Shelter) has current inventory only, consisting of both facility-
based and voucher beds.

1 The most common reason a project will have multiple inventory records on the HIC is if it contains inventory with
different values for the Inventory Type or the Emergency Shelter Bed Type, as illustrated in the chart. However,
there are also two less common reasons: (1) If a single project has multiple seasonal inventories that were all
active on the night of the PIT count but were available for different periods of time (different seasonal start and
end dates), then they must be reported in separate inventory records. (2) If a project has inventory under
development, some of which will be open for occupancy within a year and some of which will not, then they too
must be separately reported in different inventory records.
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Organization A

Project 1 Proiect 2
(Permanent (Em elrgenq'
SUpposhee Shelter)

Housing)

Current Inventory Current Inventory

Facility-based Voucher

The HIC module is organized by six topics that are designed to help CoCs enter organization,
project, and project inventory data accurately. Each topic is listed on a separate tab, shown
below.

IC

Housing Inventory Counts (HIC)  Organizations and Projects  Inventory List  Inventory Details  HIC Questions  Reporting Status | Data

To access any one of the topics, click on its name in the gray navigation bar. Each of the tabs is
described in detail in the following sections.

Homelesshess Data Exchange AA-100 - Test CoC =

Development Site

Housing Inventory Counts (HIC) Organizations and Projects  Inventory List  Inventory Details  HIC Questions  Reporting Status
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3.2.a Organizations & Projects Overview

Homelessness Data Exchange AA-100 - Test CoC [

Housing Inventory Counts (HIC) o] izations and Projects | Inventory List  Inventory Details  HIC Questions  Reporting_Status  Import Data

Development Site

Organization and Project Summary for AA-100 - Test CoC

Choose Organization or Project View to include or exclude Projects. Click on the name to edit.
Click "Add Qrganization or Project” to add an organization or project. The |Ds are from your HMIS system (if supplied).

Name/ID Year
m 2019 v m m ® Organization View © Project Viewl]l IFIEE T

Actions available from the Organizations and Projects tab:
e Review a list of organizations included in the CoC’s HIC;
Review a list of all organizations and projects included on the CoC’s HIC;
Search for organizations and projects;
Export the organizations and project data to Excel;
Sort the view of organizations and projects lists;
Filter the lists by year and project status (Active or Closed);
Add a new organization and/or projects;
Edit the basic characteristics of an existing organization; and
Edit the name of an existing organization.

3.2.b Inventory List Overview

Actions available from the Inventory List tab:
e Enter the date of the CoC’s 2020 HIC;
Review a complete list of the CoC’s housing inventory for 2020 and previous years;
Choose which columns to display;
Search for a particular record or records;
Sort the view of the inventory list;
Filter the list of inventory by year or project type;
Export the CoC’s housing inventory data to Excel;
Duplicate a record of an existing project to create a new project record; and
Delete a project inventory record.

Homelessness Data Exchange AA-100 - Test CoC =

Development Site

Housing Inventory Counts (HIC)  Organizations and Projects | Inventory List{| Inventory Defails HIC Questions  Reporting Status  Import Data

Inventory List for AA-100 - Test CoC

Click on an organization or project to view/edit inventory details.

o i |
Search Yeir 2019 v | Project | Any Ll Search Inventory | Show All

The Add Organization or Project button on this tab (blue button on the top, right) takes the user
to a form on the Organizations and Projects tab for creating a new project.
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Clicking on a project’s name on this tab takes the user to the Inventory Details tab for that
project inventory record, where bed and unit inventory data can be added or edited.

The Export to Excel button (blue button on the top, right) on this tab allows a CoC to export
housing inventory into an Excel file.

3.2.c Project Inventory Details Overview

Actions available from the Inventory Details tab:
e Review, add, and edit current-year data for individual projects, including:
o Project characteristics:
=  Project Type
= Geo Code
= HMIS Participation
= Target Population
= HUD McKinney-Vento Funded
= Additional Federal Funding Sources
o Project Inventory data;
= |nventory Type
= Bed Type (ES Projects Only)
= Natural Disaster Beds
= Seasonal Bed Count (ES Projects Only)
= QOverflow Bed Count (ES Projects Only)
= Year-Round Bed Count by Household Type
= Sub-population Bed Counts for Veterans and Youth
=  Sub-population Chronic Bed Count (PSH Project Only)
= Point-in-time counts — Total number of people occupying the inventory
on the night of the HIC and PIT count.
e Review inventory details from previous years by clicking on the drop-down arrow next
to the date.
e Navigate to other project inventory details within the same organization.
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Housing Inventory Counts (HIC)  Orpanizations and Projects  Inventory List  Inventory Detsils ~ HIC Questions  Reporfing Ststus  Import Data

Project Inventory Details
" - lew Housing Inventory. Click any row in the table to view or edit the details of that record below.
HE';S;“"'““" o Project Inventory 202

Organization

Sample Organization v
Victim Service Provider?
O Yes @ No
HMIS Project ID
123456
Project Add new project
Project Characteristics for 2020 Row # 131413 - Sample Organization - Sample Project - 2020
Project Type
ES: Emergency Shelter v
Geo Code nventory Type ® Current Inventory © Under Development
029150 | (Kodiak Istand Borou) Beds are Di Iated beds with a nefianally ized natural disaster © Yes @ No
HMIS Participating Bed Type ® Facility-based beds O Voucher bads O Other beds
® Yes O No
e et Ery Rt . All Year-Round whmmnnu;,,
NA- Mot Applicable v .. with Children . without Children ... with only Chikdren < 18
Beds Uniits Beds Beds
0 0 35 0
Note: CoCs should only select S+C, SRO, or SHFP as
the McKinney-Vento funding source if they still have wg::‘ ;‘;‘;‘ \'EB“;"S ﬂ
funding and use requirements associated with that
funding. Projects that were originally funded under those 0 0 ) 0
programs but are currently being renewed under the
CoC Program should only identify CoC as the funding —
SOUrCe.
Seasonal Beds Overflow Beds
McKinney-Vento None Beds Start Date End Date Beds
Emergency Solutions Grants Program @ o
(ESG] @ Yes () No '] il ) ]
(@) ESG — Emergency Shelter
() ESG — Rapid Re-Housing
Continuum of Care Program (CoC) (O Yes @ No
Shelter Plus Care program (S+C) O Yes @ No
Notes
Section 8 Moderate Rehabilitation Single-
Room Occupancy program (SRO),
including grants formerty funded under () Yes (@ No
Mckinney-Vento but renewed under -
Section &
Supportive Housing Program {SHP) (O Yes @ No Point-in-Time Homeless Count of People in These Be:lssgltutlgtate).
et Date
Additional Federal Funding Mon Assign inventory to different project 7
HUD-VA Supportive Housing (HUD-VASH) (O Yes (@ No
Supportive Services for Veteran Families  — ves & No
Program (SSVF) Uit e
VA: Grant and Per Diem Program (GPD) (0 Yes @ No
VA: Health Care for Homeless Veterans o Yes @ No
{HCHV) 0= e
HHS: RHY Basic Center Programs (BCF) () Yes (@) No
HHS: RHY Transitional Living Program () Yes @ No
(TLP) - :
HHS: RHY Maternity Group Homes for ) Yes @ No
Pregnant and Parenting Youth (MGH) .
HHS: RHY Demonsiration Project () Yes @@ No
HUD Housing Opportunities for Persons  ~ ves @ No
with AIDS (HOPWA) programs - .
HUD Public and Indian Housing (FIH)
programs (non-VASH), including public
housing and housing choice voucher (0 Yes @) No
inventory that is dedicated to homeless
persons
Other: (Specify) () Yes @ No
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3.2.d HIC Questions Overview

Homelessness Data Exchange 7

Housing Inventory Counts (HIC)  Crganizations and Projects  Inventory List  Inventory Detsils | HIC Questions | Reporting Status  Import Data

HIC Questions for CT-1113 - CoC for Test CoC

Year: Date of the Housing Inventory Counts: 1/22/2020 Change @

1. Does the CoC use HMIS and project descriptor elements to populate the annual Housing
Inventory Count (HIC)?

O Yes
@ No

Actions available on the HIC Questions tab:

e Report whether the CoC uses HMIS and project descriptor data elements to populate
the HIC.

3.2.e Reporting Status Overview

Housing Inventory Counts (HIC)  Orpanizations and Projects  Inventory List  Inventory Defails ~ HIC ; Reporting Status| | Import Data

Reporting Status for CT-1113 - CoC for Test CoC

Year: (2120 7]

Click on the + sign to expand the selection io betier see svailable reporis and 3 list of all validation emors and wamings.

In Progress - Please fix errors to submit Validate and Submit

1)‘221"202

12

2(2172020

Test CoC

13 Validation Errors - Please fix in order to submit data  Print SR T

0 Validation Warnings

Mo Messages

Actions available from the Reporting Status tab:
e Validate and submit 2020 HIC data (Note: PIT count data must be submitted separately
from the PIT Reporting Status page);
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e Review and change the date of the CoC’s 2020 HIC — clicking on the change link will take
you to another page where you can update the HIC date;

Access HIC reports — click on the plus sign to expand the report selection;

See when and by whom the CoC’s HIC was last updated;

Navigate to the Reporting Status page for each year from 2008 through the present;
Review validation errors that must be fixed to submit data (click on the plus sign to
expand the list of errors);

Review validation warning (click on the plus sign to expand the list of warnings); and

e Access messages relevant to the HIC.

3.2.f Import Data Overview

Actions available from the Import Data tab:
e Duplicate the previous year’s HIC data to populate the 2020 HIC;
e Enter the Date of the Housing Inventory Count; and
Import comma separated value (CSV) files generated by the CoC’s HMIS to populate the

2020 HIC.

Duplicate Previous Year Data

Homelessness Data Exchange AA-100 - Test CoC

Development Site

Housing Inventory Counts (HIC) Organizations and Projects  Inventory List  Inventory Details ~ HIC Questions  Reporting Statusl Import Data

Import Data to AA-100 - Test CoC

Duplicate Previous Year |11 [T es 12

N
Click the button "Copy Previous Year' to copy data from your kast complete HIC (Inventory Count Date
1/23/2018) to the next year (2019)

Date of the Housing Inventory Count] 123120197
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Import Data from HMIS
Homelassnass Data Exchange Development Site

Housing Inventory Counts (HIC) Organizations and Projects  Inventory List  Inventory Defails  HIC Questions  Reporting_Statu: Import Data

Import Data to AA-100 - Test CoC

[T e: R GULTTER CET  Upload CSV Files

Date of the Housing Inventory Counts:

Organization File | Choose File | No file chosen
Project File No file chosen
Inventory File Noﬁle chosen
Geography File No file chosen
Funder File: No file chosen

*Uploaded CSY files must align with the current HMIS CSV Format Specifications, available in the
HIMIS Data Exchange Resources

3.3 Creating and Submitting 2020 HIC Data

Overall, the process for creating and submitting HIC data involves the following steps:

1. Duplicating the previous year’s HIC data already in HDX or importing HIC data exported
from the CoC’s HMIS;

Entering or updating and reviewing organization and project data;

Entering or updating and reviewing project inventory data;

Entering and reviewing PIT count data for each project inventory record; and
Validating and submitting HIC data to HUD.

ukhwnN

3.3.a Creating 2020 HIC Data

Duplicating the Previous Year’s HIC Data
CoCs may choose to copy HIC data from the previous year to populate and then update this
year’s HIC data. There are two ways to access this function:

1. Copy data from link on the Dashboard — Click on the Copy data from 2019 link in the
Housing Inventory Counts box. This link leads to the Import Data tab.
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Dashboard  Reporting Status ~ CoC Overview

Reporting Status for AA-100 - Test CoC

As primary contact for this CoC, you may access the HDX Admin
Click here to update your account information

Date of Inventory Count: Sheltered Populations (most recent count)

Total Organizations: 0 Date of Count: -
Total Projects: 0 Total Persons: -
Total Beds: - Total Households: -
Total PIT Countl: -
Utilization Rate: - Unsheltered Populations {(most recent count)
Updated By: - Date of Count: -
Updated On Total Persons: -

Total Households: -

Copy data from 2018
View HIC e

2. Go directly to the Import Data tab — Click on the Import Data link. Make sure to enter
the date of the CoC’s 2020 HIC, and click the Copy Previous Year button.

Homelessness Data Exchange AA-100 - Test CoC =

Development Site

Housing Inventory Counts (HIC)  Organizations and Projects List Details  HIC Questions  Reporting Statud _Import Data

Import Data to AA-100 - Test CoC

Duplicate Previous Yeall U LGRS Ba (]

(':\lgkihg-b';l{ton ;(E;)-p;'—P;e-\ﬁéus Year" to copy data from your last complete HIC (Inventory Count Date
1/23/2018) to the next year (2019).

Date of the Housing Inventory Counts: E

After the system has duplicated the previous year’s data, you will receive a message indicating
how many inventory records were copied from the prior year:

HIC
Housing Inventory Counts (HIC)  Craanizatons and Projects  lmeentory List  Ioventony Details  HIC Questions  Beportieg Status  Impor Data

Import Data to AA-100 - Test CoC

—

Copled 42 inventory records from 2019 to 2020,
Please carefully review each record for aCCuracy and update the data as necessary.

To assist you In updating your data, the following modifications were made to the 2020 data after
copying over from 2019

The Inventory Type for records previously marked as Under Development has been nullified
Please update these records 1o reflect their Inventory Type for the 2020 HIC

HUD has introduced a new funding source for the CoC Program labeked "HUD: CoC - Joint
Component TH/RRH." Projects previously marked as recelving both CoC RRH and CoC TH
funding last year have been reclassified 1o this new funding source

HMIS-participation slatus is no longer recorded at the inventory level. Effective in 2020, all
projects must b efiher entirely HMIS participating or entirely not HMIS-participating, Any project
previously recorded with any HMIS participating Beds has been set 1o a project-level HMIS
participating status of yes. Please review and confirm this designation for all projects
HUD has determined that Victim Service Provider (VSP) status can no longer be set al the
project level. Effective In 2020, V5P Is an organization-level designation. The new fleid is null for
all records. Please update all records to reflect the accurate designation as a VSP, consistent
with the Crganization's designation In your HMIS and with the HMIS Comparable Database
Remember that organizations marked as VSPs are precluded from having any
projects within in paricipate in HMIS, so please review the guidance and make this designation
carefully. Organizations that are not VSPs can still serve DV victims/survivors as a target
population

Go o inventory List
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Click on the Go to Inventory List to be taken to the page which shows you all the projects that
have been copied from the previous year.

After successfully duplicating your HIC, please carefully review each record for accuracy and
update the data as necessary. For example, the HIC requires a PIT Count for each HIC
inventory record. You will need to manually enter a project-level PIT Count on the Inventory
Details page. In addition, there are a several fields in the HIC that will not copy over from last
year:

e Inventory Type: You will need to review and enter an Inventory Type for any records
that were previously marked as “Under Development.” If they opened since the prior
HIC, mark them as “Current,” otherwise, mark them as still “Under Development.”

e Natural Disaster Inventory: This Yes/No field will be prepopulated as “No.” If any of the
beds you reported are associated with a nationally-recognized natural disaster, you will
need to manually select “Yes” in that inventory record.

e Victim Service Provider status: HUD has determined that Victim Service Provider (VSP)
status can no longer be set at the project level. Effective in 2020, VSP is an organization-
level designation. The new field is null for all records. You will need to update all records
to reflect the accurate designation as a VSP, consistent with the Organization’s
designation in your HMIS.

Importing HIC Data Generated by HMIS

A CoC may choose to upload its HIC data using CSV files generated by the HMIS application, if
the CoC’s HMIS offers that functionality. Although not required, uploading HIC data is often
more efficient than manually entering it into HUD’s HDX; it also tends to improve the overall
quality of HMIS data and reduce the possibility of data entry errors. Some HIC-related data
elements are optional under the HMIS Data Standards. Communities that do not collect these
optional data elements in HMIS may still export and upload existing data.

To import CSV data, navigate to the Import Data tab on the gray toolbar and click on the Upload
CSV Files sub-tab.
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8= (B [ CENOWASIMING GaiSoR| °-100 - Test CoC EI MMMIM

Home Dashboard HIC PIT AHAR SysPM Messages Reports HDX Admin
Housing Inventory Counts (HIC) Organizations and Projects  Inventory List  Inventory Details  HIC Questions  Reporting, Slxmu port Data

Import Data to AA-100 - Test CoC

Upload CSV Files

Date of the Housing Inventory Counts
®

Organization File Choose File |No file chosen
Project File Choose File |No file chozen
Inventory File: Choose File |No file chosen
ProjectCoC File: Choose File |No file chosen
Funder File Choose File | Mo file chosen
| Upload|

*Uploaded CSV files must align with the current HMIS CSV Format Specifications, available in the
HMIS Data Exchange Resources

To successfully import the HIC from HMIS, the CSV files you upload to the HDX must conform to
the HMIS CSV Format Specifications associated with the FY2020 HMIS Data Standards, as
published by HUD. Five of the Project Descriptor Files defined in the HMIS CSV Format
Specifications are required for the HIC import:

e Organization.csv
e Project.csv

e Inventory.csv

e ProjectCoC.csv

e Funder.csv

Each of these five files must be uploaded to the HDX to populate the HIC. To complete the
upload, you must enter the date of the CoC’s HIC (corresponding to the date of the PIT count),
click Browse to select a file from your computer for each of the five CSV files, and finally, click
the Upload button to import the data into the HDX.

After successfully uploading your HIC, please carefully review each record for accuracy and
update the data as necessary.

There are several fields in the HIC that do not have a corresponding element in HMIS and do
not appear in any of the HMIS CSV files:

e Natural Disaster Inventory: This Yes/No field does not exist in HMIS and will be
prepopulated as No in your HIC submission. If any of the beds you reported are
associated with a nationally-recognized natural disaster, you will need to manually
select “Yes” in that inventory record.

e Federal Funding: There are four funding sources in the HIC which do not have
corresponding elements in the HMIS funding data. These are the three legacy sources
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for McKinney-Vento (Shelter Plus Care, Section 8 Moderate Rehabilitation Single-Room
Occupancy program, and the Supportive Housing Program) and the “Other” option in
Additional Federal Funding. If you upload your HIC from HMIS, each of these funding
sources will be prepopulated as No (i.e., not selected). If any of these four sources apply
to any of your projects, you will need to manually correct the default response.

The HIC requires a PIT Count for each HIC inventory record, but the HMIS CSV files only report a
project-level PIT Count. Therefore, if you have any projects with multiple HIC inventory records
you will need to manually apportion that project-level PIT Count to the appropriate inventory
records. For those cases where a single project has multiple “Current” records, the HDX will
assign the total project-level PIT Count to one of those records (the one with the largest
number of beds) and leave the PIT Count blank in the other records. The HDX does this to assist
CoCs, so that they may clearly see what the total project-level PIT Count was and apportion it as
needed.

For instance, if there was a project with two Current inventory records, one with 60 beds and
one with 40 beds, and if the project-level PIT Count from the Project.csv file equaled 90, the
HDX would assign that value of 90 people to the inventory record with 60 beds and leave the
PIT Count blank in the inventory record with 40 beds. If the actual PIT Counts by inventory
record were 55 in the record with 60 beds and 35 in the record with 40 beds, the CoC user
would then, after the upload, need to manually change the 90 to 55 in the first record and
change the blank value to 35 in the second record.

3.4 Organization and Project Information

3.4.a Adding a New Organization and Project to the HIC

To add a new organization and project, click on the Organizations and Projects tab on the
secondary gray navigation bar within the HIC module.

__‘M-\ Data =l4ﬂ,'|;‘|”ug Nowviewing datafor: A4-102 - Test CoC 2 z\
U Home Dashboard HIC PIT AHAR PULSE Messages Reports HDX Admin

Housing Inventory Counts (HIC) Organizations and Projects | Inventory List Inventory Details  HIC Questions  Reporting Status  Import Data

Once on the Organizations and Projects page, click the blue Add Organization or Project button
on the top right. The system will redirect the user to another screen where organization and
project information can be entered. Organization and project information entered in HDX must
match organization and project data stored in the CoC’s HMIS.
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Homelessness Data Exchange AA-100 - Test CoC =

HIC
Housing Inventory Counts (HIC) Organizations and Projects  Inventory List  Inventory Details  HIC Questions  Reporting Status  Import Data

Development Site

Organization and Project Summary for AA-100 - Test CoC

Choose Organization or Project View to include or exclude Projects. Click on the name to edit.
Click "Add Organization or Project” to add an organization or project. The 1Ds are from your HMIS system (if supplied).

Name/ID Status Year . .
e ] 2075 | S Y R © organzaton view © project view | [T
D Organization Name Year Status Total Projects Total Beds

Add Organization or Project

Complete the details of this organization and project then click SAVE.

HMIS Org. ID

Organization Name @
HMIS Project ID

Project Name ©

Enter the following required information about each new organization and project.

Organization Name
Enter the name of the organization providing shelter or housing to homeless or formerly
homeless persons.

Victim Service Provider?

If the Organization is a Victim Service Provider organization, consistent with HUD’s guidance,

select “Yes.” We do not expect that any projects within a Victim Service Provider organization
will be marked as HMIS participating. Note that an organization can select “No” and still have
projects that have domestic violence victims as the target population.

Project Name
Enter the project name.

Click Create.
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Status ® Active U Closed

Project Type TH: Transitional Housing v
Geo Code 029150 | (Kodiak Island Borou)

HMIS Participating ® Yes (O No

Target Population MNA: Not Applicable v

Note: CoCs should only select 3+C, SRO, or SHP as the McKinney-Vento
funding source if they still have funding and use requirements associated with
that funding. Projects that were originally funded under those programs but are
currently being renewed under the CoC Program should only identify CoC as
the funding source.

McKinney-Vento MNone
Emergency Solutions Grants Program (ESG) Yes (@) No
Continuum of Care Program (CoC) Yes (@) No
Shelter Plus Care program (S+C) Yes (@) No

Section & Moderate Rehabilitation Single-Room Occupancy
program (SRO), including grants formerly funded under Yes (@) No

McKinney-Vento but renewed under Section &

Supportive Housing Program (SHP) Yes (@) No

Status
Indicate if the project was active or closed on the date you conducted your HIC and PIT counts.

Project Type
From the drop-down menu, select the appropriate project type (ES, TH, SH, PH-RRH, PH-PSH,

PH-OPH).

Geo Code

Enter the geocode associated with the geographic location of the principal project service site.
Scattered-site housing projects must record the Geocode where the majority of beds are
located or where most beds are located as of the inventory update. For scattered-site housing
projects operating in a CoC with multiple geocodes, record the geocode where the majority of
beds are located or where most beds are located as of the date of the HIC. A list of geocodes
can be found at: https://www.hudexchange.info/resource/5967/fy-2020-coc-geographic-

codes/.

HMIS Participating
Indicate whether the project is HMIS participating by selecting “yes” or “no.”

Target Population
Select the target population served by the project, if applicable. A population is considered a
"target population" if the project is designed to serve that population and at least three-fourths
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(75 percent) of the clients served by the project fit the target group descriptor. Note that there
might be some projects that serve a target population of domestic violence victims but that do
not qualify as a “victim service provider.”

McKinney-Vento MNone
Emergency Sclutions Grants Frogram Ves Mo
(ESG) e

ESG — Emergency Shelter

ESG - Rapid Re-Housing
Continuum of Care Program {(CoC) Yes () No
Shelter Plus Care program (S+C) Yes () No
Section 8 Moderate Rehabilitation Single-
Room Occupancy program (SRO),
including grants formerly funded under Yes () No
McKinney-Vento but renewed under
Section &
Supportive Housing Program (SHP) Yes () No

HUD McKinney-Vento Funding

Indicate whether the project receives any HUD McKinney-Vento funding and select “yes” or
“no” for each applicable funding source. If the project does not receive any McKinney-Vento
funding, select “None.” If there are multiple McKinney-Vento funding sources, select all that

apply.

The Emergency Shelter Program and the Continuum of Care Program includes corresponding
HMIS sub-data element options relevant to those programs. Selecting “yes” on either of these
programs will expand the menu to allow you to select the specific sub-funding source.

Note: CoCs should only select S+C, SRO, or SHP as the McKinney-Vento funding source if they
are still receiving funding under one of these legacy programs and/or have contractual use
requirements still in effect due to the receipt of acquisition or rehabilitation dollars. Projects
that were originally funded under those programs but are currently being renewed under the
CoC Program should only identify the CoC Program as the funding source.
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Additional Federal Funding Mone

HUD-VA4, Supportive Housing (HUD-VASH) (D) Yes @ No

Supportive Services for Veteran Families — =
Program (SSVF) @ Yes @ No

W& Grant and Per Diem Program (GPD) @ Yes (3 No

| VA Grant and Per Diem Program (GFD) — Bridge
Housing

WA Grant and Per Diem Program {GPD) — Low
Demand

WA Grant and Per Diem Program (GPD) — Hospital to
Housing

WA Grant and Per Diem Program {GPD) — Clinical
Treatment

WA Grant and Per Diem Program (GPD) — Senvice
Intensive Transitional Housing

WA Grant and Per Diem Program {GPD) — Transition

in Flace
WA Health Care for Homeless Veterans = =
(HEHW) () Yes @ No
HHS: RHY Basic Center Programs (BCP) () Yes ) No
HHS: RHY Transitional Living Frogram — =
(TLP) () Yes @ No
HHS: RHY Maternity Group Homes for — =
Pregnant and Parenting Youth (MGH) @ Yes @ No
HHS: RHY Demonstration Project i) Yes @) No
HUD Housing Cpportunities for Persons — =
with AIDS (HOPWA) programs @ Yes @ No

HUD Fublic and Indian Housing (FIH)
programs (non-“ASH), including public

hausing and housing choice voucher i) Yes @) No
inventory that is dedicated to homeless

persons

Other: (Specify) () Yes @ No

Additional Federal Funding Source

Indicate whether the project receives any additional federal funding and the source of funding
(select “yes” or “no”). If there are multiple additional federal funding sources, select all that
apply for that project.

The VA: Grant and Per Diem Program (GPD), the VA: HCHV Contract Residential Services
Program, and the HUD Housing Opportunities for Persons with AIDS (HOPWA) Program includes
corresponding HMIS sub-data element options relevant to those programs. Selecting “yes” on
either of these programs will expand the menu to allow you to select the specific sub-funding
source.
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Note: CoCs are required to enter an address for all projects that are site-based
(options 1 and 2, below). I a site-based project has multiple sites, the CoC
should enter the address for the site where most beds and units are located.

® site-based — single site
Housing Type Site-based — clustered / multiple sites
Tenant-based — scattered site

Site Address

Address Line 1 123 Street St.

Address Line 2

City Austin
State/Zip TX » 22204
MNotes
g
Housing Type

Use the radio buttons to indicate the “Housing Type.” The Housing Type options include:
1) Site-based —single site
2) Site-based — clustered / multiple sites
3) Tenant-based - scattered site

Site Address

Enter the address associated with the project service site (where most project housing is
located in the CoC geographic area), including the street address, city, state, and ZIP code. Do
NOT enter address information for Victim Service Provider projects other than the ZIP code.

CoCs are required to enter an address for all projects that are site-based (options 1 and 2,
under Housing Type). If a site-based project has multiple sites, the CoC must enter the address
for the site where most beds and units are located. Note that this address is specific to the
project and may be different than the administrative address of the organization.

For scattered-site projects (option 3 under Housing Type), only the ZIP code where most project
beds and units are located will be required.

The system will also run an address validation check to standardize the format provided by the
United States Postal Service.
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Below is the address you entered in the standardized, corrected
format provided by the United States Postal Service:

Address Line 1: 200 E COLFAX AVE
Address Line 2:

City: DENVER
State/Zip: CO 80203

Use the address I entered
Make edits to the address I entered

After adding a new organization and project from the Organization and Projects tab, visit the
Inventory Details tab to enter bed and unit inventory information about the project. This
process is described in more detail in Section 3.5 Project Inventory Details.

3.4.b Adding a New Project to an Existing Organization

To add a new project to an existing organization, navigate to the Inventory Details tab on the
gray secondary navigation bar within the HIC module.

Housing Inventory Counts (HIC)  Orpanizations and Projects melU Inventory Details IJ_HIC uestions  Reporting Status  Import Data

Project Inventory Details

Select an Organization, Project, and Year to view Housing Inventory. Click any row in the table to view or edit the details of that record below.

HMIS Organization ID Project Inventory 2020 v

Row # Year Inventory Total Beds PIT Count Utilization Rate

Organization
Sample Organization v

‘ No records to display. |

Victim Service Provider?
© Yes @ No

HMIS Project ID
Project -Add new project

From the Organization option list, select the name of the organization to which the new project
belongs. Then, click Add new project.

This will bring up a form requesting the project’s basic characteristics described in the previous
section.

After clicking Save, the HDX will automatically return the user to the Project Inventory Details
tab, where bed inventory, unit inventory, and PIT count data can be entered for the new
project.
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Project Inventory Details

Selact an OrganizaBon, Project, and Yaar 1o view Housing Inveniory. Click 2y nos in e [ bie bo viosw or adi the delais of thal moond boeloe

123456

Organization

Eameda Crasniation v S I I I U

Wiztim 3ervice Frovidar?
2 ¥as ¥ MNa

HMI E Organization 1D Frajoot Imventory i

HMI & Project I3
1234587

Projsot Add naw project

‘EamgieFroedz W
Frajsot Charsetarictios for 2020 Fiow 2 121427 _ Samols Organization . 3amais Projsot 2 . 2020

Project Typa Hige Errars Print Erors oo
ES: Emangency Shalkar v
Irewniary Iype # Cormant raniony D Under Dsreslapmsn!
Gao Code .
ozoore | [AMCHORAGE] Her L edirra el bacs woasomild wilk 5 rsdlirsd y reiiggrings ralurd Seodebar = e LY
Hed Ty LT — + J— B i

HMIS Participating (P wolily-hamed bachy < woucher bedu Y Uther bads

@ s # Mo

Al Faar- ter
Tangil Popidation .. wilh Chilgran .. wihexd [hiinan _. wilki oty ChikSien « 15
O Comestic vialanon vidims ¥
[ Lmits [N [
20 ki | a

Mgtz Cals should anly selkct 5+C, SRO, ar SHP as Welaran || Vol Walarana || Vool

tha McKinney-Vania Tunding source © ey st have — s — s

funding and usa requiremants associaled with that o o o [

funding. Projects that sane orginally fundad undar thosa

programs bul am cumendy being renaee ar thaa

CoC Program should only identify CoC as fa furnding - T [ —

SOUMCE.

antu Dl Uadie Erud Llalss o
Makinnay-venio Hiona
i o m M ]

Eﬂ:n.'nc'cw Solulions Grants Program D s @ No
[ ==}
Corfinuum af Care Program (Col) 0 Yoes @ Mo
Shaler Plus Care program {S+C) 0 Yoo @ Ho
Saciion 8 Moderaie Rehabiiiaiion Singla-
Room Dooupancy program (5RO ) ) Moles

noiuding grants fomery funded undar ) s 0 Mo
MoK innay-Yania bul moased under
Saction 8
=t rive Hausing Program [SHP) 0 Yoo @ Mo

I'oant-a-1ome Homslsss Uount of 1"scpis n | s I:hdluﬁnuliﬁ
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»  [fthare ame muliple addBonal fedaral funding

3.4.c Editing an Existing Organization

The characteristics at the organization level that can be changed on the organization page are
its name, HMIS ID, and Victim Service Provider Status. To change one of these characteristics
click on the organization name on the Organizations and Projects tab.

Housing Inventory Counts (HIC)  Orgsnizations and Projects  Inventory List  Inventory Details  HIC Guesti ing Status  Import Data

QOrganization and Project Summary for AA-100 - Test CoC

Choose Organization or Project View to include or exclude Projects. Click on the name to edit.
Click "Add Organization or Project” to add an crganization or project. The IDs are from your HMIS system (if supplied)

Name/ID Status Year

Actve v |[2018 v | ] B @® Organization View O Project View [ty

D Year Status Total Projects Total Beds
2018 Active 1 7

123124 ‘Aiding \WWomen in Abuse and Rape Emergencies (AWARE) 018 Active 2 5
Alsska Family Services (AFS) 018 Active 1 2
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This will bring up the Edit Organization page:

Edit Organization "Sample Organization"

Update the name of this organization and click SAVE.

HMIS Qrg. ID 123456
Organization Name Sample Crganization
Victim Service Provider? U Yes ® Ng

Clicking Save updates the organization characteristics for all projects associated with this
organization.

3.4.d Editing an Existing Project Record

To edit any of the basic characteristics of a project, go to the Organizations and Projects tab,
select Project View, and click on the project’s name.

QOrganization and Project Summary for AA-100 - Test CoC

Choose Organization or Project View to include or exclude Projects. Click on the name to edit.
Click "Add Organization or Project” to add an organization or project. The IDs are from your HMIS system (if supplied)

Name/ID Status. Year -
Active v | [2019 v | e ] ] © Organization Vigjy ® Project Viel [
DV Shelter ES 026261 SFHC ov No 019 Actve 7
123124 124124 | DV Shelter ES 028110 |SMFHHC DV Yes 80091 2019 Actve 32
123124 Keasei Supportive Transitionsl Housing TH D200 SMFHHG OV Ma 2019 Active 23
Alssks Family Services (AFS) ES 028170 | SFHC ov Na 2019 Acive | 32

Clicking on the project name will bring up the Edit Project page.
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Edit Project "Sample Project 2"
Update the details of this project and click SAVE.
HMIS Org. ID 123456
Organization Name Sample Organization
pamSSNeE  Oves @
HMIS Project ID 1234567
Project Name Sample Project 2
Create
Hide Error Messages
Status & Active © Closed
Project Type ES: Emergency Shelter v
Geo Code 020078 | (ANCHORAGE)
HMIS Participating Yes ® No
Target Population DV: Domestic violence victims v

On this page, edits can be made to the project’s basic characteristics described in section 3.4a.

Some of the project’s characteristics — name, project type, geocode, target population,
McKinney-Vento funding status and additional federal funding sources — are also shown on the
left-hand side of the Inventory Details page for each project, and can be edited there as well.
Updates made on the Inventory Details page or on the Edit Project page will be updated for
both locations. For example, if a CoC edits the project’s geocode on the Inventory Details tab,
the geocode will also be automatically updated on the Organizations and Projects tab, and if a
CoC edits the geocode on the Organizations and Projects tab, it will also change on the
Inventory Details tab.

3.5 Project Inventory Details

3.5.a Special Instructions for Emergency Shelter (ES) Projects
For emergency shelter projects, the CoC must identify both the type and availability of beds
and units offered by each project.

Emergency Shelter Instructions

Bed Type (Emergency Shelter Only):
A. Facility-based: Beds (including cots or mats) located in a residential homeless assistance
facility dedicated for use by persons who are homeless.
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B. Voucher: Beds located in a hotel or motel and made available by the homeless assistance
project through vouchers or other forms of payment.

C. Other: Beds located in a church or other facility not dedicated for use by persons who are
homeless.

Bed and Unit Availability:

A. Year-Round Beds/Units: Year-round beds and units are available on a planned year-
round basis.

B. Seasonal Beds (Emergency Shelter Only): Seasonal beds (during a defined period of
high demand) are not available year-round, but instead are available on a planned basis,
with set start and end dates, during an anticipated period of higher demand. For the
HIC, identify the total number of seasonal beds available for occupancy on the night of
the inventory count.

C. Overflow Beds (Emergency Shelter Only): Overflow beds are available on an ad hoc or
temporary basis during the year in response to demand that exceeds planned (year-
round or seasonal) bed capacity. For the HIC, CoCs with overflow beds must report the
total number of overflow beds that were available for occupancy on the night of the
inventory count. If there is no fixed number of overflow beds, CoCs may instead report
the number of overflow beds that were occupied on the night of the inventory count.

Project Inventory Example

Organization

Project 1
(Emergency
Shelter)

Current Current
Facility-based Voucher
Inventory Inventory

beds/units beds/units beds/units beds/units

Year-round I Seasonal Year-round Overflow

An Emergency Shelter project may have more than one Bed Type and Bed/Unit Availability. For
example, a shelter may have beds located in a dedicated facility and vouchers to hotels/motels
that they use to address demand above their current capacity.
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In the image above Project 1 has:
e Current facility beds/units that are available year-round and seasonally; and
e Current voucher beds/units that are available year-round and overflow vouchers. CoCs
should include the total number of year-round, seasonal and overflow beds that are
available for occupancy (i.e., whether or not occupied on the night of the count).
If there is no fixed number of overflow beds, CoCs may instead report the number of
overflow beds that were occupied on the night of the inventory count.

The screenshot below provides an example of how to report facility-based, voucher beds, and
new beds for a single project on the HIC.

e Use the “Add Inventory” button to record separate rows for the Current Facility-based
beds, the New Facility-based beds, and the Current Voucher beds.
e The row highlighted in orange will represent the information recorded in the Project
Inventory box below it.
Project Inventory 2020 v E

I131I13 2020 G 35 35 100%. | =] 'EJ

Row # 131413 - Sample Organization - Sample Project - 2020

Hide Errors Print Ermors Help 259
nventony Type & Current Imventory '~ Uinder Development
Beds are Disaster-related beds associsted with 3 nationally recognized natural disaster Yes @ No

All Year-Round Bed/Units for Househeolds...

.. with Children ... without Children .. with only Children < 18
Beds Units Beds Beds
0 0 35 0
“eterans Youth “eterans Youth
Beds Beds Beds Beds
0 0 01 0
Motes

Point-in-Time Homeless Count of People in These Beds (Mo Date):
Set Date

Assign inventory to different project [ETY
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3.5.b Adding an Inventory Record for an Existing Project

Adding and updating project inventory information is completed through the Inventory Details

tab. There are two ways to access this tab. To reach a specific project directly, navigate to the
Inventory List tab using the gray secondary navigation bar in the HIC module.

Housing Inventory Counts (H'C] janizati jects Inventory List §| Inventory Details  HIC Questions  Reporting Status  Import Data

Click on the Organization or Project Name, and the system will navigate directly to the
Inventory Details for that specific project.

Inventory List for AA-100 - Test CoC

Click on an organization or project to view/edit inventory details.

Date of the Housing Inventory Counts: 1/23/2019 ChangzDste  Choose Columns  Show more sssrch opticns

Search Year | 2019 v | Project| Any v | e

o,

Advocates -
Victims of Facility-

351831 2018 ES DEMSOT | my Shelier 0282681 C based DV O i 7 i i i
Violence I beds

1B

Aiding

Women in -
T Facility-
351385 2018 ES R””ﬂ DV Shelier 028110 C based DV 17 1 15 o o o
hape beds
Emergencies
[AWARE)

o

To navigate directly to the Inventory Details tab, select the link for this tab from the gray

secondary navigation bar in the HIC module.

Housing Inventory Counts (HIC) Organizations and Projects  Inventory List] Inventory Details | HIC Questions  Reporting Status  Ilmport Data

Once on the Inventory Details tab, from the drop-down arrows, select the organization and
project for which you need to add or edit inventory data. If the project does not have any
inventory details records, a blank Project Inventory form will be displayed on the right-hand
side of the page.
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Note that the fields required for an inventory details record depend on the Project Type. In the
example below, the provider project type is Emergency Shelter, so specifying a Bed Type is

required.

Project Inventory Details

HMIS Organization ID
123456

Organization

Sample Organization

Victim Service Provider?

Yes ® No

HMIS Project ID

123456

Project

Sample Project

Project Characteristics for 2020

Project Inventory

Select an Organization, Project, and Year to view Housing Inventory. Click any row in the table to view or edit the details of that record below.

2020 +

v 131413 2020

35 35

00% =1

Add new project
v

Row # 131413 - Sample Organization - Sample Project - 2020

Project Type
ES: Emergency Shelter

Geo Code

HMIS Participating
® Yes U No

Target Population
NA: Not Applicable

029150 | (Kodiak Island Borou)

nventory Type

Hide Errors Print Errors

®) Current Inventory

Under Development

Beds are Disazler-related beds associaled with a nationally recognized natural disaster Yes '® No

telp BT

IBed Type

o Facil'i'—oased beds ') Voucher hec&

.. with Children

.. without Children

Beds Units

0 0

Beds

35

Other beds I
=

All Year-Round Bed/Units for Households...

... wiith only Children < 18

Beds

0

3.5.c Editing an Existing Project Inventory Record

To edit an existing project inventory record, navigate to the Inventory Details page as described
in 3.6.a, and select the name of the organization and project from the drop-down fields or
select the project name directly from the Inventory List tab. Then edit the project details as

appropriate.

3.5.d Entering PIT Count Data in the HIC

Every project on the HIC must include a count of the number of people utilizing the beds on the
night of the CoC’s HIC and PIT count. Prior to entering a project PIT count, the PIT count date
should be set in the PIT count module. To set or change the PIT count date, click the Change
Date link in the dark blue box on the bottom right of the Project Inventory Details page.

e Keep in mind that the user responsible for reporting HIC data may be different than the
user responsible for PIT reporting. Please work with the necessary user to enter the PIT
count date. (For further information on accessing HDX, see Chapter 2 of this Guidance).

e When reporting point-in-time counts for projects, please keep in mind that the total
number of people reported in ES, TH, and SH projects on the HIC must sum to the total
sheltered PIT population.
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Project Characteristics for 2020 Row # 131413 - Sample Organization - Sample Project - 2020

Project Type Hide Errors Print Emrors Help m
ES: Emergency Shelter v
Geo Code nventory Type ® Current Inventory ) Under Development
029150 (Kodiak Island Borou) Eeds are Disaster-ralated bads associzted with a nationally recognized natural dizaster ) yes & Mg
HMIS Farticipating Bed Type * Facility-based beds ) Voucher beds ' Other beds
® Yes O No

. All Year-Round Bed/Units for H holds...
Target Population ear-Roun nits for Households.

M&: Mot Applicable v .. with Children ... without Children .. with only Children < 12
Beds Units Beds Beds
] ] 35 [¥]
Note: CoCs should only select S+C, SRO, or SHF as ; -
YT '\ " = ' e X ieterans fouth ieterans Youth
the McKinney-Vento funding source if they still have Tz Teiz . s

funding and use requirements associated with that
funding. Projects that were originally funded under those 0

programs but are currently being renewed under the ! ! !

CoC Program should only identify CoC as the funding

source.

Seasonal Beds Overflow Beds

McKinney-Vento MNone Beds Start Date End Date Beds
Emergency Solutions Grants Program — —
{ESG? ¥ a Yes @ Mo
Continuum of Care Program (CoC) Yes @ Mo
Shelter Plus Care program (S+C) Yes @) No

Section & Moderate Rehabilitation Single-
Room Cccupancy program (SRO),

including grants formerly funded under Yes @) No
Mckinney-Vento but renewed under MNotes
Section &
Supportive Housing Program (SHF) Yes @) No
A
Note: Point-in-Time Homeless Count of People in These Bedrs gn, A/383090.
: “hange Date
« [ithere are multiple additional federal funding
Encluljre:sts CoCs will select all that apply for each Assign inventory to difierent project m

CoCs should not report VA-funded Mental Health

The Change Date link navigates to the PIT Counts module, where CoCs can enter the PIT count
date, and the type of count (Sheltered Only or Sheltered and Unsheltered). After clicking Save,
the system will navigate back to the Inventory Details page in the HIC module where the CoC
can finish entering data and save the record. For more information on entering the data and
type of count, see Section 4.4.

3.6 HIC Questions

The HIC Questions tab asks CoCs about their use of HMIS data as they relate to the HIC.

CoCs are asked the following yes or no question:

e “Does the CoC use HMIS and project descriptor elements to populate the annual
Housing Inventory Count (HIC)?”

If the response is “No,” a second question appears: “If no, does the CoC desire to use HMIS and
project descriptor data elements to populate the annual Housing Inventory Count (HIC)?”
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Housing |nventcry Counts tH |C] Drganizafions and Projects Inventory List Inventory Details HIC Questions Reporting_Status  Import Data

HIC Questions for AA-100 - Test CoC

Year: | 2019 v Date of the Housing Inventory Counts: 1/23/2019 Change ﬁ

1. Does the CoC use HMIS and project descriptor elements to populate the annual Housing
Inventory Count (HIC)?
Yes
® No

a. If no, does the CoC desire to use HMIS and project descriptor data elements to
populate the annual Housing Inventory Count (HIC)?

Yes
No

3.7 Addressing Validation Warnings and Errors

The HDX will display validation warnings and errors to assist CoCs in identifying and addressing
any inconsistencies in the HIC data.

e Validation errors represent inconsistencies with data that are impossible and MUST be
corrected before the HDX will permit the CoC to submit data. For example, an error
would appear if a project reported more year-round beds in HMIS than total year-round
beds.

e Validation warnings appear if reported data are possible but require an explanation. For
example, a warning would appear if a project’s utilization rate exceeds 150%. Any
record with a validation warning must include a note of explanation in its Notes box.

The validation errors and warnings will be shown on the Inventory Details and the Edit Project
pages and can also be viewed on the Reporting Status page.

To Hide Errors, click on the Hide Errors Messages link on the Edit Project page (shown below).

Edit Project "Permanent Housing at the Drive In Theater”
Update the details of this project and click SAVE.

Organization Name Boulder Housing Partners

Project Name Permanent Housing at the Drive In Theater

Create
I Hide Error Messages I
Status @ Active © Closed
Project Type PH: Permanent Housing EI
~ Validation Error X
Sub-Type — Selact-— EI ﬁ Please select 3 program sub-type

Another way to hide errors and to Print Errors is click on the links located on the Project
Inventory page in the top left-hand box of the unit and bed inventory section (shown below).
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Victim 3arvios Frovider?
HMI B Prraojeot IO
", *: Walslatsan Errar :':|
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Frojsot Charscterictes for 2020 Row @ 131433 - Jampls Crganizetion - 3ampls Project 3 - 2020
Prafect Tyan s B2
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— \_l g, Walelon Error ® &,

3.8 Reporting Status Page

The CoC can also access a list of their errors and warnings on the HIC Reporting Status tab by
clicking “Print” next to “Errors” or “Warnings.” This will allow CoCs to access a printable list of
outstanding issues.

e CoCs validate and submit their 2020 HIC data from the Reporting Status page. (Note:
PIT Count Data must be submitted separately, on the PIT Reporting Status page).
e Access HIC reports in PDF or Excel Format
e See when and by whom the CoC’s HIC data was last updated
e See when and by whom the CoC’s HIC data was submitted for prior years
e Review validation errors that must be fixed to submit data
o Click on the + sign to expand the validation errors
o Click on the Fix This link to be automatically redirected to the error
e Review validation warnings
o Click on the + sign to expand the validation warnings
o Click on the Fix This link to be automatically redirected to the error
e Access messages related to the CoC’s HIC data

The following example, from 2018, is still reflective of this page’s functionality.
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Reporting Status for AA-101 - Test CoC 1

Year:

Janto expand the selection to better see available reports and a list of all validation errors and warnings.

In Progress - Please fix errors to submit IJ Validate and Submit

1/29/2018 Change

1"

212112018

Mark Silverbush

2/20/2018 «

Stefan Baumgartner

2 Validation Errors - Please fix in order to submit data Print

COrganization/Project Error

Acacia Network/

MAMNHATTAN ACACIA No beds reported. Every inventory record must have

CLUSTER Il e e

PH-C
Acacia Network/

MANHATTAN ACACIA

CLUSTER Il Please enter a Point-in-Time Homeless Count. Fix This

PH-C

0 Validation Wamings

2 Messages

3.9 Submitting HIC Data to HUD

HIC data MUST be submitted to HUD in the HDX by 8:00 p.m. eastern time on Thursday, April
30, 2020. To submit HIC data, click on the Reporting Status tab on the gray toolbar.

Homelessness Data Exchange w2 Tesicoo2

5

Housing Inventory Counts (HIC)  Organizations and Projects  Inventory List  Inventory Details  HIC Questions | Reporting Status | Import Data
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If the data contain any validation errors or unexplained warnings, the Submit Data button will
be light gray. This button cannot be clicked until any errors have been corrected or notes have
been added to explain any warnings.

Click on the + sign to expand the selection to befter see available reports and a list of all validation errors and warnings.

Current Status In Progress - Please fix errors to submit Validate and Submit

Once the CoC’s HIC data are error-free, the Validate and Submit Data button in the top right
corner of the table will be blue. Click to submit the CoC’s HIC data to HUD.

Click on the + sign to expand the selection fo better see available reports and a list of all validation errors and warnings.

Current Status In Progress Validate and Submit |

The system will run a final error check and a reminder message will appear when a CoC submits
HIC data if the PIT count data has not yet been submitted.

Please remember that you must also submit the PIT in order to meetthe submission deadline
To submit the PIT, click on the reporting status link in the PIT module and click the submit button.

Submitting the HIC and the PIT count data in HDX is a TWO PART SUBMISSION process. CoCs
must submit both the data entered into the HIC module and the data entered into the PIT
count module in the HDX by the submission deadline in order for the submission to be
considered complete.

Questions

If you have any questions about the HIC, PIT or SPM data submissions process, please visit the
Ask a Question page on the HUD Exchange. Under “My question is related to”: select “HDX
Homelessness Data Exchange (including PIT, HIC, AHAR, and Sys PM).”

Remember

Only the person with submit rights for the HIC module can submit the data to HUD. Please
make sure to review who has submit rights before the deadline, as extensions will not be
granted for problems with submission privileges.
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4. POINT-IN-TIME COUNT DATA SUBMISSION GUIDANCE

4.1 Changes to PIT Count Reporting Requirements

HUD made no changes to PIT count requirements in 2020. CoCs must continue to complete a
PIT count that is based on actual counts or statistically reliable data. Please consult Notice CPD-
18-080: 2019 HIC and PIT Data Collection for CoC and ESG Programs for detailed information
about PIT count data collection requirements.

4.2 Accessing the PIT Count Module in HDX

There are two ways to access the PIT count module to enter PIT count data.
e The PIT count module can be accessed from the Dashboard by clicking on the View PIT
link in the bottom right corner of the Point-in-Time Counts box.
e The PIT count module can also be accessed by clicking on the PIT tab on the blue
navigation bar at the top of the page.

Homslessness Data Exchange

Dashboard

Dashboard Reporting Status ~ CoC Overview

Reporting Status for AA-100 - Test CoC

As primary contact for this CoC, you may access the HDX Admin
Click here to update your account information

Report Due: 473002019 Report Due: 473002019

Housing Inventory Counts Errors- 268 Point-in-Time Counts Errore-24
Status: In Progress Warnings: & Status: In Progress Warnings: 4
Date of Inventory Count: 1723/2019 Sheltered Populations {most recent count)
Total Organizations: 42 Date of Count: 1/23/2019
Total Projects: 65 Total Persons: 0
Total Bads: 1436 Total Households: 0

Total FIT Gountl: 73
Utilization Rate: 5%
Updated By: Rian Watt
Updsted On: 2M112/2019
View HIC

Unsheltered Populations {most recent count)
Date of Count: 1/23/2019
Totsl Persons: 0
Total Households: 0

4.3 Begin a New Count

To enter 2020 PIT count data, click on the blue New Count button in the top left corner of the
screen.
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Homelessness Data Exchange CEECC—

Point-in-Time (PIT) hil Homeless Populations ~ Additional Homeless Populations ~ Youth Populations  Veteran Populations Motes  Reporting Status

Summary of PIT Counts for AA-100 - Test CoC

s of Rep

eltered TH Total Perse eltered SH Total Perso 1sheltered Total Perso
215 222 Submitted %
138 77 Confirmed
202 335 Confirmed
138 748 Confirmed
Confirmed
153 324 Confirmed
147 766 Confirmed
227 905 Canfirmed
74 832 Confirmed
170 725 Confirmed

210

215

102

195

184

cocooaaaaao o
E

184

4.4 PIT Count Date and Populations

Prior to entering PIT count population and subpopulation data, CoCs must provide some
background information on their count. To enter the date that the CoC conducted the PIT
count, click on the calendar icon to the left of the data entry field to select the day, month, and
year the PIT count was conducted. The PIT count date and the HIC count date MUST be the
same. Once a new count is created, the CoC can begin to enter information about their 2020
PIT count.

Point-in-Time (PIT) PIT Counts  Homeless Populations  Additional Homeless Populations  Youth Populations  Veteran Populations  Methodology  Notes  Reporting Status

Note: Youth Populations and Vieteran Populations data is a subset of the All Homeless Populations data. Veterans and

PIT Counts Youth Populations and Veteran Populations data should be included in the All Homeless Populations data section.
Date of PIT Count Type of Count Conducted This Year
© Sheltered and Unsheltered Count I Hide Error Messages  Print Errorsfl 577
© Sheltered-Only Count
Received HUD Waiver?

©Yes © No © Not applicable

If the PIT count was not conducted during the last ten days in January, indicate whether the
CoC requested and received a waiver from HUD that authorized them to conduct the count
outside the HUD-designated time period.

CoCs must indicate the type of PIT count that was conducted in 2020: a sheltered and
unsheltered count or a sheltered-only count.

To Hide Errors or Print Errors, click on the links located in the top right-hand corner of the page.

4.5 Navigating the PIT Count Module

The PIT count module includes eight links on the secondary navigation bar, which direct to
distinct tabs. Each of the tabs is described in detail in the following sections.
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Homelessness Data Exchange

PIT

Point-in-Time (PIT) PITCounts Homeless Populations  Additional Homeless Populations ~ Youth Populations ~ Veteran Populations  Methodology ~ Notes  Reporting Status

The PIT count module consists of five components:

e Homeless Populations — Total number of persons and households counted in
households with children, households without children, and households with only
children, including demographic characteristics and chronically homeless status.

e Additional Homeless Populations — Number of adults experiencing homelessness who
have experienced serious mental illness, substance use disorders, HIV/AIDS, and
domestic violence.

e Youth Populations — Total number of youth and youth households, including
unaccompanied youth and parenting youth, and their demographic characteristics and
chronically homeless status.

e \Veteran Populations —Total number of veterans, veteran households, people in veteran
households, demographic characteristics of veterans, and chronic status of veterans.

e Methodology — Reporting on the methodologies that were used to conduct the CoC’s
sheltered and unsheltered PIT counts.

Click on links in the gray navigation bar to access the different PIT count population tables.

4.6 Entering Homeless Population Data

The second link in the PIT count module, Homeless Populations, is for reporting data on all

people included in the CoC’s sheltered and unsheltered count, broken down by household
types.

Homslessness Data Exchange CERCCTR—

wevsivpne wne

Point-in-Time (PIT)  PTCo All Homelsss Fopulations)|  Additional Homeless Populations ~ Youth Populations  Veferan i Notes  Reporfing Status
PI T C t Note: Youth Populstions and Veeteran Populstions data is a subset of the All Homedess Populstions data. Veterans and
Youth Pepulstions and Veteran Fopuistions data sheuld be included in the All Hemeless Populstions data section.
ounts
Date of PIT Count Type of Count Conducted This Year
[ i | ® Sheltered and Unsheltered Count Hide Error Messages  Print Emrors [0

Sheltered-Only Count

I Houszholds with at lzast one Adult & one Child l Households with only Children | Households without Children | Totals I
-

Persons in Households with at least one
Adult and one Child Emergency Transitional

Total Number of Households 0

Total Mumber of Persons (Adults & Children) 1] ) o o
Number of Persons (under age 18) o

As in prior years, CoCs must collect and report information on the following three household
types. Each household type is reported on a separate tab.
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¢ Households with at least one adult and one child — This category includes households
with at least one adult, aged 18 and older, and one child under age 18.

e Households with only children — This category includes persons under age 18, including
unaccompanied children, adolescent parents and their children, minor siblings, or other
household configurations composed only of children.

e Households without children — This category includes single adults, adult couples with
no children, and groups of adults.

Additionally, CoCs must collect and report on the age, gender, race, ethnicity, and chronic
homelessness status of persons included under each household category. The total number of
people reported for each demographic characteristic must equal the total number of persons
reported in the household category overall. This is also true for demographic data within the
sheltered (emergency, transitional, and Safe Haven) and unsheltered subcategories. For
example, if 100 total unsheltered people are reported under Households without Children, then
the total count of unsheltered people reported under Gender (male, female, transgender, and
gender non-conforming) should equal 100. The PIT count does not allow for missing data. CoCs
must use a statistically reliable method for estimating the demographic characteristics of
people for whom data are missing to ensure a complete count. CoCs should consult the PIT
Count Methodology Guide for additional guidance.

Make sure to click the blue “Save” button in either the top or bottom right corner of the screen
to ensure that the data are saved in the HDX.

4.7 Entering Additional Homeless Population Data

Within the third link in the PIT count module, Additional Homeless Populations, CoCs should
enter data on the number of sheltered and unsheltered persons counted in each of the
following categories:

Additional Homeless Populations
e Adults with a Serious Mental lliness
e Adults with a Substance Use Disorder
e Adults with HIV/AIDS
e Adult Survivors of Domestic Violence (optional)
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Point-in-Time (PIT} PIT Counts Al Homeless Populaﬁonsl Additional Homelass Populationsl Youth Populations  Veteran Populations  Methodology Motes  Reporting Status

PIT Counts
Date of PIT Count Type of Count Conducted This Year
112312019 Sheltered and Unsheltered Count Show Error Messages  Print Errors | BT

Additionzl Homelzss Populations

Sheitered Unsheltered
Additional Homeless Populations N
Emergency Transitional Safe Haven?
Adults with a Serious Mental lliness 1]
Adults with a Substance Use Disorder 1]
Adults with HMNIAIDS 1]
Adult Survivors of Domestic Violence (optional) 0

Only adults should be included in the counts for this table. Make sure to click the blue “Save”
button in either the top or bottom right corner of the screen to ensure that the data are saved

in HDX.

HUD is requiring that data reported on survivors of domestic violence should be limited to
reporting on those who are currently experiencing homelessness because they are fleeing
domestic violence, dating violence, sexual assault, or stalking, as opposed to reporting on
survivors who have ever experienced these circumstances.
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4.8 Entering Youth Population Data

The fourth link in the PIT count module is for reporting on Youth Populations. CoCs should
enter their data on the total number of youth households, including the number of parenting
youth households and the number of unaccompanied youth households.

e Unaccompanied youth are persons under age 25 who are not presenting or sleeping in
the same place as their parent or legal guardian and are not a parent presenting with or
sleeping in the same place as their own child(ren).

e Parenting youth are youth who identify as the parent or legal guardian of one or more
children who are present with or sleeping in the same place as that youth parent, where
there is no person over age 24 in the household.

Point-in-Time (PIT)  PIICounts All Homeless Populations ~Additional Homeless Populannnsl Youth Populations I Veteran Populations. Motes  Reporting Status
PITC t Note: Youth Populations and Vetersn Populstions dsts is s subset of the All Homesess Populstions Gsta. Vatersns snd
ounts Youth Populstions end Vieteran Popuistons dets should be includd in the All Homeless Populaions dsta secton.
Date of PIT Count Type of Count Conducted This Year
/2372019 Sheltered and Unsheltered Count Show Eror Messages  Print Emors [0
Unaccompanizd Youth Houszholds | Parenting Youth Households I
Sheltered Unsheltered Total
Emergency Transitional Safe Haven?
Total Number of unaccompanied youth o
houssholds
Total number of unaccompanied youth (1] (1] 1] 1] (1]
Number of unaccompanied children i)
{under age 18)
Number of unaccompanied youth 0
(age 18 to 24)
Sheltered Unsheltered Total

Gender (unaccompanied youth)

Emergency Transitional Safe Haven?
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CoCs are now required to report the number of children of parenting youth families where the
parent is under 18 separate from the children of parenting youth families where the parent is
aged 18 to 24.

Unaccompanied Youth Households I Parenting Youth Households I
Sheltered Unsheltered
Emergency Transitional
Total number of parenting youth households 2 31 3 36
Total number of persons in parenting youth 7 65 9 a1
househaolds
Total Parenting Youth (youth parents only) 2 31 3 36
Total Children in Parenting Youth Households 5 34 6 45
I Number of parenting youth (under age 18) I 0 0 0 0
Children in households with parenting youth
under age 18 (children under age 18 with 0 0 0 0
parents under 18)
| Number of parenting youth (age 18 to 24) | 2 31 3 36
Children in households with parenting youth
age 18 to 24 (children under age 18 with 5 34 6 45
parents age 18 to 24)

Parenting youth and unaccompanied youth data are a subset of data in entered in the
Households with Children, Households without Children, and Households with Only Children
tables. Please refer to Notice CPD-18-080: 2019 HIC and PIT Data Collection for CoC and ESG
Programs (page 26) for additional guidance on how to correctly categorize youth from each of
the household categories.

CoCs must report on the gender, race, ethnicity, and chronic homeless status of parenting
youth (excluding children of parenting youth) and unaccompanied youth in their respective
tables. Just as with the overall homelessness data described in 4.6, the total number of people
reported for each demographic characteristic must equal the total number of parenting youth
and unaccompanied youth overall. This is also true within the subcategories of sheltered
(emergency, transitional, and Safe Haven) and unsheltered youth. For example, if 50 total
unsheltered unaccompanied youth are reported, then the total count of unsheltered
unaccompanied youth reported under Gender (male, female, transgender, and gender non-
conforming) should equal 50. The PIT count does not allow for missing data. CoCs must use a
statistically reliable method for estimating the demographic characteristics of people for whom
data are missing to ensure a complete count. CoCs should consult the PIT Count Methodology
Guide for additional guidance.

4.9 Entering Veteran Population Data

The fifth link in the PIT count module is for reporting on Veteran Populations. CoCs should enter
data on the number of veterans, veteran households, persons in veteran households,
demographic characteristics of veterans, and chronic homeless status of veterans enumerated
during the PIT count.
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CoCs must collect and report information on the following two veteran household types. Each
household type is reported on a separate tab.

e Persons in households with at least one adult and one child - This category includes
households with at least one adult, age 18 and older, and one child under age 18.

e Persons in households without children - This category includes single adults, adult
couples with no children, and groups of adults.

CoCs must also report on the gender, race, ethnicity, and chronic homelessness status of
veterans (excluding non-veteran adults and children in veteran households). The total number
of veterans reported for each demographic characteristic must equal the total number of
veterans overall. This is also true within the subcategories of sheltered (emergency,
transitional, and Safe Haven) and unsheltered veterans. For example, if 100 total unsheltered
veterans are reported, then the total count of unsheltered veterans reported under Gender
(male, female, transgender, and gender non-conforming) should equal 100. The PIT count does
not allow for missing data. CoCs must use a statistically reliable method for estimating the
demographic characteristics of people for whom data are missing to ensure a complete count.
CoCs should consult the PIT Count Methodology Guide for additional guidance.

J ;
UL Home Dashboard HIC PIT AHAR SysPM Messages Reports HDX
Point-in-Time (PlT:. PIT Counts  All Homeless Populations  Additional Homeless Populations  Youth Populatien Veteran Populations | Methodology Motes  Reporting Status
J
Mote: Youth Populstions and Veteran Populstions dstais
PIT Counts ‘outh Populations and Weteran Populations dats should b
Date of PIT Count Type of Count Conducted This Year
112372019 Sheltered and Unsheltered Count Show Error Messages  Print Errors [
etzran Househelds with at lazst one Adult & one Child Weteran Households without Children Vieteran Totals
Persons in Households with at least one Sheltered Unsheltered Total
Adult and one Child Emergency Transitional
Total Mumber of Households 0
Total Mumber of Persons 0
Total Mumber of Yeterans 0
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4.10 Completing the PIT Count Methodology Tab

Point-in-Time {PlT} PIT Counts  All Homeless Populations — Additional Homeless Populations  Youth Populations — Veteran Populationsj Methodology | Motes  Reporfing Status

PIT Counts
Date of PIT Count Type of Count Conducted This Year
112312019 Sheltered and Unsheltered Count Show Error Messages  Print Errors [

Sheltersd Population |  Sheltersd Subpopulations | Unsheltersd Population | Unsheltered Subopulations

The PIT Methodology Tab includes 4 sub-tabs. Tab 1 and Tab 2 focus on identifying the
methodology the CoC used to conduct a count of sheltered homeless persons. Tab 3 and Tab 4
focus on identifying the methodology that the CoC used to conduct a count of unsheltered
homeless persons.

Accuracy of the data reported in the sheltered and unsheltered PIT count is vital. Data reported
must be based on actual counts or statistically reliable estimation methods. CoCs may use one
or more data sources to gather information and conduct counts of sheltered and unsheltered
homeless persons.

Section Description

Data sources and methodologies utilized to collect
information on the total number of people sleeping in
emergency shelters, transitional housing, and Safe
Havens.

Tab 1: Sheltered Population

Data sources and methodologies utilized by the CoC to
collect demographic information about populations within
the CoC’s sheltered population, including: people with
chronic patterns of homelessness, veterans experiencing
homelessness, and homeless youth.

Data sources and methodologies utilized to collect

e B U ELREGTT EN G - information on the total number of people sleeping on the
streets and places not meant for human habitation.

Data sources and methodologies utilized by the CoC to
collect demographic information about populations within
the CoC'’s unsheltered population, including: people with
chronic patterns of homelessness, veterans experiencing
homelessness, and homeless youth.

Tab 2: Sheltered
Subpopulations

Tab 4: Unsheltered
Subpopulations

4.10.a Tab 1 and Tab 2: Sheltered Population, Sheltered Subpopulations

The sheltered PIT count assists communities and HUD in understanding the total number and
characteristics of people staying in emergency shelter, Safe Havens, and transitional housing.
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Sheltered Population Questions

Questions within this tab only relate to the data sources and methods used to determine the
total count of people in emergency shelter, Safe Havens, and transitional housing projects on
the night of the count.

PIT Counts
Date of PIT Count Type of Count Conducted This Year
112312019 Sheltered and Unsheltered Count Show Error Messages  Print Emors 250
Sheltered Population |  Sheltered Subpopulations | § Unsheltersd Population | Unsheltered Subopulations

1. What data source(s) was used to produce the total number of people included in the sheltered population (staying in an
emergency shelter, Safe Haven, or transitional housing) on the night of the count? Please indicate the percentage of the
PIT count derived from each of the sources. (If a source was not used, please enter zero).

HMIS Data
Provider-level surveys
Client-level surveys
Observation

Ciher
Total 0%

Sheltered Subpopulations Questions

Questions within this tab only relate to the data sources and methods used to determine the
demographic and subpopulation characteristics of people in emergency shelter, Safe Havens,
and transitional housing projects on the night of the count. Some responses will result in an
expansion of the question to include additional sub-questions.

Sheltered Population I Sheltered Subpopulations I Unsheltered Population l Unsheltered Subopulations \

4. What data source(s) was used to produce the demographic and subpopulation data included in the sheltered population
(staying in an emergency shelter, Safe Haven, or transitional housing) on the night of the count? (select all that were used)

r HMIS Data
Provider-level surveys
Client-level surveys
Observation

= Other (specify):

5. Was the CoC able to collect information about the demographic and subpopulation characteristics of all sheltered people or
only some?

o All sheltered people
© A subset of sheltered people

5a. How did the CoC select the subset of people?
o Sheltered people were selected randomly

» Sheltered people were not selected randomly, but an effort was made to select a sample of people that “represented” all
sheltered people in emergency shelters, safe havens, and transitional housing providers in the CoC

o Sheltered people were were not selected randomly, and the selection was driven by convenience or expediency (e.g.,
people that were willing to provide information)

o Other (specify):
5b. Did the CoC adjust the information in some way (e.g., statistical adjustment or extrapolation) to account for all
sheltered people?
@ Yes
o No
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4.10.b Tab 3 and Tab 4: Unsheltered Population, Unsheltered Subpopulations

The unsheltered PIT count assists communities and HUD in understanding the total number and
characteristics of people sleeping in places not meant for human habitation, including the
streets, encampments, vehicles, and abandoned buildings.

Unsheltered Population Questions

Questions within this tab only relate to the data sources and methods used to determine the
total count of people who were unsheltered on the night of the count. Some responses will
result in an expansion of the question to include additional sub-questions.

PIT Counts
Date of PIT Count Type of Count Conducted This Year
112372019 Sheltered and Unsheltered Count Show Error Messages  Print Errors B2
Sheltered Population | Sheltered Subpopulations I Unzhslersd Pcpula;icn Unsheltered Subopulations I

7. What approach(es) was used to count the total number of people included in the unsheltered population during the PIT
count. (select all that were used)

“Might of the count™ - complete census
“Night of the counf” - known locations
“Might of the counf® - random sample
Senvice-based count

HMIS

Unsheltered Subpopulations Questions

Questions within this tab only relate to the data sources and methods used to determine the
demographic and subpopulation characteristics of people who were unsheltered on the night
of the count.

Sheltered Population Sheltered Subpopulations Unsheltered Population I Unsheltered Subopulations I

9. What approach(es) was used to collect demographic and subpopulation data about unsheltered people included in the
unsheltered population during the PIT count? (select all that were used)

Surveys/interviews of people identified as unsheltered on the night of the PIT count
= Surveys/interviews of people identified as unsheltered on the night of the count, but completed at a later date

Surveys/interviews of people identified within 7 days following the night of the PIT count night who may have been
unsheltered on the night of the PIT count (e.g., “service-based” surveys at locations where people who are homeless go for
assistance)

HMIS data from street outreach and/or other providers
m Other (Please Specify):
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4.11 PIT Reporting Status Overview

This example, from 2018, is still reflective of this page’s functionality:
Point-in-Time (PIT) PIT Counts  All Homeless Populations  Additional Homeless Populations ~ Youth Populations ~ Veteran Populations ~ Methodology  Notes § Reporting Status

Reporting Status for AA-101 - Test CoC 1

Date of Count: 01/29/2018

Click on the + sign to expand the selection to better see available reports and a list of all validation errors and warnings.

In Progress - Please fix errors to
submit

Submit Data

e Point-in-Time Summary [l [5]

e Point-in-Time Summary Youth Populations [l []
e Point-in-Time Methodology [l []

e Point-in-Time Summary Veterans [l [%]

e Point-in-Time Subpopulations Summary [l []

e Notes Report [l []

2/26/2018

Tracy D'Alanno

4 Validation Errors - Please fix in order to submit data Perint

Please indicate how you selected the areas for canvassing
Please indicate whether you adjusted the information in some way Fix This
Please indicate how you selected the subset of providers Fix This
Please indicate whether you adjusted the information in some way Fix This

5 Validation Warnings Print

No Messages
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On the PIT Count Reporting Status tab, HDX users with appropriate privileges can:
e Submit their CoC’s 2020 PIT count data (Note: HIC data must be submitted separately,
on the HIC Reporting Status page);
e Access a PIT count summary report in PDF or Excel Format;
e See when and by whom the CoC’s PIT count data was last updated;
e View prior year Reporting Status pages to see when and by whom the CoC’s PIT count
data was submitted for prior years;
e Review validation errors that must be fixed in order to submit data:
o Click on the + sign to expand the validation errors
o Click on the Fix This link to be automatically redirected to the error
e Review validation warnings; and
o Click on the + sign to expand the validation errors
o Click on the Fix This link to be automatically redirected to the error
e Access messages related to the CoC’s PIT count data.

4.12 Addressing Validation Warnings and Errors

The HDX contains validation errors and validation warnings to assist CoCs in identifying and
addressing any inconsistencies in their PIT count data.
e Validation errors represent impossibilities within a CoC’s data. For example, if a CoC
reports more households in emergency shelter than people in emergency shelter.
e Validation warnings represent issues that are possible, but require an explanation. For
example, if a CoC reports data that result in an average household size for households
without children that is greater than 3 people.

These errors and warnings will appear once data are saved in the HDX, and will be displayed on
each sub-tab. During data entry, a CoC can hide their warnings by clicking on the “Hide Error
Messages” or by clicking on the X at the top right corner of each yellow flag.

Mote: Youth Populstions and Veteran f
PIT Counts “fouth Populations and Weieran Populs|
Date of PIT Count Type of Count Conducted This Year
1/26/2018 w" e validation Warning | X J Hide Error Messages | Print Errors  [EET
_!.j The PIT and HIC count dat= should be the zame.

Please fic or lzave a note of explan on the PIT

Hotes Tab

Housghold:s with at lzast one Adult & one Child Households with enly Children Houzehelds without Children Totals

The validation errors and warnings can also be viewed on the Reporting Status tab. CoCs will
not be able to submit their data until all validation errors are addressed. CoCs can submit data
with validation warnings; however, an explanation about the warning must be provided in the
Notes field (explained below). The images below, from 2018, are still reflective of these pages’
functionality:
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Point-in-Time (PIT) BT Counts

AllH il i Additional H il i Youth Populations  Veteran Populations  Methodol Notes | Reporting Status

Reporting Status for AA-101 - Test CoC 1

Date of Count: | 01/29/2018 [~ |

Click on the + sign to expand the selection to better see available reports and a list of all validation errors and warnings.

Current Status In Progress - Please fix errors to submit Submit Data
* Point-in-Time Summary B ]
* Point-in-Time Summary Youth Populations [l [s]
+ Point-in-Time Methodology B (5]

Reports -
* Point-in-Time Summary Veterans B 5
* Point-in-Time Subpopulations Summary [ (]
* Notes Report JH [=]

Last Update On 2/26/2018

Last Update By Tracy D'Alanno

Submitted On

Submitted By

4 Validation Errors - Please fix in order to submit data  Print

= Validation Errors

Please indicate how you selected the areas for canvassing
Please indicate whether you adjusted the information in some way
Please indicate how you selected the subset of providers

Please indicate whether you adjusted the information in some way

Fix This
Fix This
Fix This

Fix This

= Validation Warnings

5 Validation Warmngs Print

There is more than a 100% increase in the number of unshetered persons.
compared to last year. Please provide an explanation for this warning on the
Notes tab before submitting this count

There is more than a 100% increase in the number of persons in transitional
housing compared to last year. Please provide an explanation for this warning on
the Notes tab before submitting this count

There is more than a 100% increase in the total number of sheltered persons
compared to last year. Please provide an explanation for this warning on the

Motes tab before submil‘tina this count

Fix This

Fix This

Fix This

4.13 Entering Explanations/Additional Information on the Data

A Notes section has been added at the bottom of the page after each table. In addition, the
seventh tab in the PIT count module includes a whole page for additional Notes. CoCs should
enter any information that they think might be relevant to help HUD staff better understand
the submitted data. This space should also be used to explain any validation warnings that
remain on each of the associated tables at the time that data are submitted.
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PIT Counts
Date of PIT Count Type of Count Conducted This Year
112012018 Sheltered and Unsheltered Count Hide Error Messages  Print Errors [0
Notes

Notes

Please use the Notes section to explain Validation Warning messages that appear. This section may also be used to explain other data that

you have entered.

J i Validation Error X
! There are warnings on this PIT count. Please
enter an explanation in the notes-field.

4.14 Submitting the PIT Count Data to HUD

PIT count data MUST be submitted to HUD by 8:00 p.m. eastern time, Thursday, April 30, 2020.
To submit PIT count data, click on the Reporting Status tab on the gray toolbar within the PIT
count Module.

Point-in-Time (PIT) PIT Counts  Homeless Populations  Homeless Subpopulations ~ Youth Populations ~ Veteran Populations ~ Methodology  Notes || Reporting Status

If the CoC has any validation errors or unexplained warnings, the Submit Data button will be
light gray and deactivated. It will only be possible to click this button once all of the CoCs errors
have been corrected and there are notes to explain any warnings. Once the CoC’s PIT count
data are error-free, the Submit Data button in the top right corner of the table will be blue.
Click it to submit PIT count data to HUD.

Click on the + sign to expand the selection to better see available reports and a list of all validation errors and wamings.

Curen ta inProgrss

e Point-in-Time Summary i

* Point-in-Time Summary Youth Populations [
e Point-in-Time Methodology [l |

e Point-in-Time Summary Veterans ||l

* Point-in-Time Subpopulations Summary [l [3]

* Notes Report |}

Reports
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Submitting the HIC and the PIT count data in HDX is a TWO PART SUBMISSION process. CoCs
must submit both the data entered into the PIT count module and the data entered into the
HIC module in the HDX by the submission deadline in order for the CoC’s submission to be
considered complete.

A reminder message will appear when a CoC submits PIT count data if the HIC data has not yet
been submitted.

Please remember that you must also submit the HIC in order to meet the submission deadline.
To submit the HIC, click on the reparting status link in the HIC module and click the submit button.

Questions

If you have any questions about the HIC, PIT or SPM data submissions process, please visit the
Ask a Question page on the HUD Exchange. Under “My question is related to”: select “HDX
Homelessness Data Exchange (including PIT, HIC, AHAR, and Sys PM).”

Remember

Only the person with submit rights for the PIT module can submit the
data to HUD. Please make sure to review who has submit rights
before the deadline, as extensions will not be granted for problems
with submission privileges.
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