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Guidebook Introduction

The Homel essness Data Exchange (HDX) is an online tool designed to alow Homeless
Continuums of Care to submit datato the U.S. Department of Housing and Urban Devel opment
(HUD) for:

e The Annua Housing Inventory Count (HIC);

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

e The Annua Homeless Assessment Report (AHAR); and

e Quarterly Homeless Counts through the Homel essness Pul se Project.

These reports are based primarily on data collected and maintained in Homeless M anagement
Information Systems (HMIS). This guidebook provides guidance on submitting datain the HDX
for the annual Housing Inventory Count. An additional guidebook will be available for the
Homeless Point-in-Time Count (PIT).

The Housing Inventory Count (HIC)

Program Types

The Housing Inventory Count collects information about beds and unitsin each Continuum of
Care, categorized by five Program Types. In addition, VA-funded beds that are dedicated for
homel ess persons should be included in the Housing Inventory Count. Instructions on which VA
programs should be included and how each should be identified are described under each Program

Type.

e Emergency Shelter: Total number of emergency shelter beds and units that are
designated to serve people who are homeless and are recognized as part of the formal
homeless system. VA Domiciliary Care for Homeless Veterans (DCHV) Programs
should be listed in the Housing Inventory Count as emergency shelter with the prefix
“VADOM.”

e Transitional Housing: Total number of transitional housing beds and units that are
designated to serve people who are homeless and are recognized as part of the formal
homeless system. Existing SHP-TH programs that use a*“ Transition in Place” model and
Rapid Re-Housing Demonstration (RRHD) projects funded under the 2008 NOFA should
be categorized as transitional housing. VA Grant & Per Diem (GPD) Programs should be
included in the transitional housing category with the prefix “GPD”.

e HPRP Homeless Assistance (Rapid Re-Housing): Total number of HPRP Homeless
Assistance beds and units. CoCs should count the number of actual beds and units
occupied on the night the annual inventory was done. Only HPRP Homeless Assistance
beds and units can be reported in this section.

When counting HPRP beds for the 2011 Housing Inventory Count, CoCs may only
count beds/units that meet all of the following conditions:

= HPRP participant isin conventional housing (own apartment, house, etc,) on the night
of the annual housing inventory; and
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=  HPRP participant is receiving rapid re-housing assistance under HPRP (financial
assistance and/or housing relocation & stabilization services); and

=  HPRP participant housing status at HPRP program entry = literally homeless. HPRP
prevention clients should not be counted.

e SafeHaven: Tota number of Safe Haven beds and units that satisfy HUD’ s standards, as
identified and defined in the 2009 NOFA.

e Permanent Supportive Housing: Total number of permanent supportive housing beds
and units that are designated to serve people who are homeless and are recognized as part
of the formal homeless system. HUD-VASH vouchers should be listed in the Housing
Inventory Count as permanent supportive housing with the prefix “VASH.”

Unmet Need

The Housing Inventory Count also includes atable that CoCs should use to complete information
about unmet need.

HUD'’ s standardized methodology for cal culating unmet need uses point-in-time data and local
provider expertise to calculate an initial estimate of unmet need. Because the estimates from the
standardized methodology may not reflect all that is known about the homeless population in
your community, HUD recommends that key community stakeholders discuss the initial
estimates to determine if adjustments are necessary to reflect other local information. HUD
wants to ensure that Continuums have been thoughtful about assessing unmet need and in
making plans to meet this need. HUD has devel oped guidance to assist CoCs in completing the
unmet need calculation, which can be found at http://www.hudhre.info/. However, communities
may choose to continue using their own procedures to determine unmet need.



http://www.hudhre.info/

|. Home Page

Users should access the HDX Home Page at the following URL Address:
http://www.hudhdx.info/

A. Home Page Contents

Menu bar includes links to the Home Page and Login Page

Left hand side — Provides an overview of HDX and the Reporting Modules
Connect with HUD (top right hand side of page)

Resources available on the right hand side

* Duedates box onright side

» AHAR Registration - New user AHAR registration

 AHAR Local Reports— Link to local AHAR Reports

* Linksto HDX TA resourcesfor HIC, PIT, AHAR, and Pulse

Connect wilh HUD
ol f [

Bt lfo raciin en Espaiio

= ;
11.8. Department of Housing and Urban Development = . ”Em .t

Secretary Shaun Donovan

Welcome to the Homelessness Data Exchange website

AHAR DEADLINES

II.  Registration and L ogin Process

The registration and login process applies to all HDX modules, including the Housing Inventory
Count (HIC), the Point-in-Time Count (PIT), the Annual Homel ess Assessment Report (AHAR),
and the Homel essness Pul se Project.

A. Create User Accounts

HDX user accounts areinitiated by users on HMIS.info and assigned rights to each module by
the primary contact for each CoC. The CoC primary contact is the person listed in your most
recent CoC Homeless Assistance Application (Exhibit 1) or the person identified during the
HUD updating process. To create a user account follow the Create User Accounts at
HMIS.INFO directions listed below:

Create User Accountsat HMIS.info
HMIS.info and HDX login and passwords are identical. Users, who already have aHMIS.info
login, do not need to re-register!



http://www.hudhdx.info/

If you do not have a HM I S.info account, go to http://hmis.info/SignUp.aspx to register.
Complete the form to create an account.

A HUD Sponsored Site

HMIS.INFO

Homeless Management Information Systems

Heome sources Communities Seoftware Job Beard Events

—
Create an Account Create an account to take full advantage of HMIS.info.

General Information

“Your Email: [ |
Crour emall address will 2150 Serve as your USermarme.)

* First Name:

*LastMName:

|
|
Address: [
City: [
State: ]

*FPhone | | e}ﬁ;| |

Phone: |
{rnobile, etc)

Fa: | |

| ext| |

Once you have created an account you can login to HDX. Follow the procedures listed below to
login.

B. Loginto HDX
Tologin to the HDX, please follow the following steps:
1. Gotothe HDX Website at www.hudhdx.info/Default.aspx
2. ClickonLogintab
3. Loginto HDX using your HMIS.info username and password

HUD.GOV o
U.S. Department of Housing and Urban Development ° « h I“I *b
Secretary Shaun Donovan EVQR r!!ﬁ@g

'3}: e L
Usernarme (Email Address)
Passward

Your login to HOX is the same ag your HMIS info account.

Fargot your password?

Create an Account

C. Add Users

Before any data can be entered the CoC primary contact will need to identify user rights to each
HDX module. Your CoC may decide that multiple people should be involved with inputting


http://hmis.info/SignUp.aspx
http://www.hudhdx.info/Default.aspx

and/or reviewing data. CoC primary contacts should follow the steps below to assign data user
rights to users.

To add users, the CoC primary contact should:
1. Click onthe HDX Admintab. The HDX Admin tab isonly visible to the CoC primary
contact.

U S. De;mtmmt of Housing and UI%an Development °

Secretary Shaun Donovan Tl d\fi ”

Homelessness Data Exchange

S

Dashboard  Reportinststus

2. Next, click on the “Add User” button

e B e v i [
HDX Admin

:

Housing Inventery PIT Counts
C— m T —— M T — m ]
Tracy 'Alanna =
Lauren Durony
st Eprae
Moy Mckviley
Lousse Momctib

4
E
E

SO0 T [
mEWman
£ Eim = E
b e Bl e Al
mEAEmAaaa
k. F N i |

i B0 e e |
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B
R R e |
M B R
il 5 - e |
DRIy X

(e

3. Add users by completing the new user’s email address, first name and last name. The
system will notify you if the user isregistered at HMIS.info. If the new user has not
registered, please ask them to register at HMIS.info.

D. Assign Rights

The CoC primary contact assigns rights to each HDX modul e to appropriate persons by checking
the appropriate boxes. The different HDX rights are:



e Individualswith “Read” access rights can see screens the screens, but cannot enter or
edit data;

e Individualswith “Write" access rights can enter and edit data, but cannot submit data;

e Individualswith “ Submit” access rights have authority to approve and submit data.

HDX Admin
CoC Housing Inventery PIT Counts AHAR PULSE

e T BT —

Tracy UAnnG - = 1= Tl 1= = [ad =) = i = = ad
Lmes Dudeny [l =4 | ) [~ = = v =] =4 & =] { mi i Brrmerw
At Epner el F =3 & 1 13 (o) F e (o F 1= & oo
oty MeLvikey [ 15 r o 15 = « F = = [ r 153 Bt
Lonige Rolbechid o = =) (s) o] F ol P F - R o4 & e
Sl AN - [ r - [ r e 7 3 = [ r s Seme
| Add User | save |

contract Depaniment
Brivacy Staberent Tochrecal Supoord

The CoC primary contact may aso remove users by clicking on the remove link as seen below:

HDX Admin
CoC Housing Inventory PIT Counts AHAR PULSE
[
Tracy DAlanno ® [ [ - [ [ - " [ - " [ o
Lauren Durton ol = r [al =4 r [l = ~ o 2 r
Justin Epner sl F ~ @ & =4 © = ~ [« & ~
Molly McEviley [l = r [l = r [l 2 ¥ [l 2 r
Louise Fathschild el = r2 el F 12 el M ~ e I 17
Matt hite [l 2 r [l =4 r [l ¥ ~ [l 2 r

II1. Navigation Bars

A. Primary Navigation Bar

The primary navigation bar allows the user to move between HDX modules and functions. To
access each module or function, click on the desired tab as shown below.

U.S. Department of Housing and Urban Development

Secretary Shaun Donovan ™

Homelessness Data Exchange =




1. M essages

The Messages tab under the primary navigation bar is common to all modules. Users can view
all messages sent and received for al modules or may choose to view only messages sent and
received by individual modules by sorting the modules using the drop down menu on the | eft.

Development]

Homelessness Date Exchange A& 101 - Tast CoC >

Messages

All Messages

Show Messages For Al Modules

Mmm
ey Stetan Burgertist Durtis, Seten B, Stave T Trucy  ANAR Excharn s

Calogory Stn el “Reeporting « n Aeview™ . T,

mmmﬁu fest

1200 Stotan s Strtan Rarmygartoes AR Eacharge umn B
1zarzmm Epres, Louren Durdu, Nichole A0 A Sk - M ot Skcid - B - TEO §

47 S0 Baamgurtne mnmamm AR Riihieg wonery "ES-PEF i she 1o (AN) ke . et Salted - i P - Qs ey
oty g 0N Baomgerner Hu-\.ml-\l.nn-rm " iy ke AB-101 1 AR) ot Mk St . it St Sman Bty
oM. . . L Justin Epner, Leuren Dusion, Miehole ... . AA—IG‘.IMN! Merked s ot Selected - Mot Saertes - TEO - -

The Reports tab under the primary navigation bar is also common to all modules. Users can
access reports for the HIC, PIT, AHAR or Pulse using this tab.

Homelessness Data Exchange

HIC Reports

f

B.  Secondary Navigation Bar

The secondary navigation bar allows the user to move between tabs within each module. To
move between tabs, click on the tab desired.

Secretary Shaun Donovan

Homelessness Data Exchange AA101 - Test CoG

Housing Inventory Counts (HIC) )
Inventory List for AA-101 - Test CoC

Click on an organization or program to view/edit inventory details




V. HDX Dashboard

A. Dashboard Overview
Click on Dashboard link as shown below to access the Dashboard.

HUD.GOV

U.S. Department of Housing and Urban Development * IH"H .
Secretary Shaun Donovan :"'»4‘_.”._...-?-"‘:'
.jr _b_. 401 NEW WG SRR 2101 - Test CoC =
]_|T _~ Hume HIC PIT AHAR PULSE Messages Reports HDX Admin

Dashboard Reporting Status ~ CoC Overview

The four boxes show dashboard information for the four reporting modules available in the
HDX. The HDX Dashboard organizes all reporting categories into summaries on asingle
screen. Clicking the “View HIC” link will take authorized users to the main page of the HIC
module. Each box shows the status of data so communities can track data entry progress.

Important HDX Dashboard features:
» Showswhen each report is due
» Aggregates data
* Includes the date data was most recently updated and who updated it
» Displaysoverdl utilization (HIC)
» Shows whether the data has been * Submitted” is“In Progress’ or is*“ Complete’.

Report Due: 5312011 Report Due: 5312011

Housing Inventory Counts Point-in-Time Counts

Errars: 32 Errars: 1
Status: In P Status: In P
EHES LN e Warnings: 1 EHES LN I Warnings: 1
Date of Inventory Count: 9/14/2011 Sheltered Populations (most recent count)
Total Organizations: 39 Date of Count: 1/27/2011
Total Programs: 82 Total Persons: 1224
Taotal Year-Round Beds: 2780 Total Househaolds: 821

Tatal Sheltered PIT: 745
Utilization Rate: 27%
Updated By: Tracy D'Alanno
Updated On: 2/24/2011

Unsheltered Populations (most recent count)
Date of Count: 1/27/2011
Total Persons: 576

i HIC Tatal Households: 495
Wiew PIT
Final Draft Due: 01/18/11 Repaort Due: 08/11/2010
2 PULSE
AHAR! Errors: 340 Status: In Proaress Errors: 13
Usability Errors: 15 ' g Warnings: 10
{CO) AA-101 Ahar Site All Persons Quarterly Count All Clients {most recent count)
ES-FAM ES-IMD TH-F AR TH-IND Repaorting Quarter. 2010 Quarter 4
0% 48% 100% 7% Total Persons: 7113
PSH-FAM  PSH-IND Summary Total Households: 482
96% 95% 100% Mew Clients During Quarter (most recent count)
(CO) AA-101 Ahar Site “eterans Reporting Quarter. 2010 Quarter 4
ES-FAM ES-IMD TH-FAM TH-IMD Total Persons: 471
0% 0% ¥ 100% 0% Tatal Households: 105
PSH-F AR PSH-IND Summary Updated By: Stefan Baumgartner
0% 44% 0% Updated On: 2/4/2011
Wiew PULSE



V. TheHousing Inventory Count Module (HIC)

A. HIC Overview

The Housing Inventory Count section of the HDX includes six tabs on the secondary navigation
bar. The purpose and use of each tab is described in more detail in the proceeding sections. The
Six tabs are:

U_UI_)Z/\& Home Dashboard HIC PIT AHAR PULSE Messages FReports HOM Admin

Housing Inventory Counts (HIC) | Organizations & Programs  Inventorylist = Inventory Details  UnmetHeed  Reporting Status  Import Data |

e Organizations and Programs— Allows the user to search inventory and provides alink
to adding or editing organizations and programs.

e Inventory List —Provides acomprehensive list of every program and their associated
details within the Continuum of Care.

e Inventory Details— Data entry page for recording program details.

e Unmet Need — Separate tab for recording the communities unmet need.

e Reporting Status— Provides user with access to reports, validation errors and warnings,
messages and notes. Includes submit data button for datareview.

e Import Data — Provides the user with the ability to import XML or CSV data or to copy
HIC data from the previous year.

B. Importing HIC Data
There are two ways to import HIC Datain the HDX. They are:

1. Copy previousyearsHIC data from Dashboard
Users may copy their previous year's

HIC data from the HIC summary box on Report Due: 5/31/2011

Housing Inventory Counts

the HDX Dashboard. Status: Mo 2011 Data Errs: -
e First click “Copy data from Warnings: -
2010 link in HIC box of
dashboard. Please note that once Date of Inventory Count: -
you have (E!iCde “Copy D_ata Total Organizations: 0
Ijz(;;npsg;-ro , this feature will Total Programs: 0
e After copying the 2010 data, if Total Year-Round Beds: -
you need to delete the date, you Tatal Sheltered PITY: -
can ONLY do so in the Import Utilization Rate: -
Data screen under the HIC Updated By: -
Module.

Llpdated Cn:

e After clicking on the copy data

Copy data from 2010

link, al Organizations and
Programs are replicated from the
previous year and are uploaded as current inventory. Y ou can edit or delete these
individually, and you can add entirely new Organizations/Programs, but all this must be
done within the HIC section.

“ie HIC



2.

Copy or import data from the Import Tab

Users may aso upload datato the HIC Module by clicking on the Import Data Tab as seen
To do this, users should:

Enter the date the HIC was conducted.

Search and upload file.

below.

Homelessness Data Exchange s Rt e g It i

Housing Inventory Counts (HIC)

Organizations & Programs Inventory List Inventory Details Unmet Heed Reporting Status Import Data

Import Data to AA-108 - AA-108

Upload XML File BILLEGEes 88T Duplicate Previous Year

C.

Date of the Housing Inventory Counts: ' @

Site Information File: | Browse..
Agency Program File: | Browse..
Bed Inventory File; | Browse..

Organizations and Programs

The Organizations and Programs tab provides you with an overview of all organizations and
programs with housing inventory in your CoC. Functions available under the Organizations and
Programs tab are as follows:

Search for organizations and programs using the multiple search functions
Filter by year or active/closed status

To view just organizations - click on the Organization View button

To view both organizations and programs — click on Program View button
To sort organizations and programs click on header of each column

Housing Inventory Counts (HIC)

s Inuentorylist  InventoryDetails  UnmetHeed  Reporting Status  lmport Data

Organization and Program Summary for AA-101 - Test CoC

Chooge Crganization or Program Yiew to include or exclude Programs. Click on the name to edit
Click "l Organization or Program® to add an organization or program. The IDs are from your HMIS system (if supplied)

amedD Status vear
Y IR | seerch | show an | © Organization View ® Program View [l e ik e e
o 0 e D Frog
2011 Active 138
2011 Active 0
2011 Active 0
2011 Active 0
2011 Active 548
central Housing Aliance, Inc. Soattered Ste Soattered Ste 201 Active 0
Communit Hesthink Community Heathink Mirandia's House Mirend's House 2011 Active 0
Communty Heattink, Inc.  Community Healihink, Inc Qrehard Sireet - SURAENCS | oy cpyard Strest - Substance Abuse Shefler 201 Active 0
Bbuse Shelter
Community Heathink,Inc.  Community Healthink, Inc ATARE ATARP 2011 Active 68
[a——— [a—— At
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1. Creating a New Organization
To add anew organization and/or program:
e First click on Organizations & Programs Tab

. t click on “ Add Organization or Program” button on the right side of the screen

Organization and Program Summary for AA-101 - Tes

Choose Organization or Prograrm view to include or exclude Programs. Click on the name to edit
Click "Add Organization or Program” to add an organization or program. The IDs are from your HMIS system (if supplied)

MNamedD Status Year

active x| | Any =] € Organization Wigw g |

e Fill in organization name - When you start typing, applicable organizations already in
existence will populate in adropdown list.

Enter Program Name
Click |
Y ou cannot save an organization without also adding a program. Thisisintentional, since you
are requined to provide both the organization and program. Y ou can add a program to an existing
organization.

Add Organization or Program

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

Organizatipn Name

>

Frogram Mame

Motes Status
& Artive
 Closed
Help

Closing a program removes it from this vear's inventory.

Do notclose seasonal programs or programs that are available for part of the
yEar.

Use notes section to document dates far programs that permanently or
tempaorarily closed for part of the year.

2. Editing Organizations or Programs
Clicking on the name of the program from the Organizations and Programs Tab opens a new
page where you can edit the organization or program and provide notes. Use the notes section to
record the date the organi zation opened or closed, or to document inventory fluctuations due to
construction or rehab.

To edit an organization or program please follow these steps:
e Click on Organizations & Programs Tab
e Click on program name
e Edit organization or program name, or update status. Closing a program removesit
from the current year’ sinventory, but it will not deleteit from the HDX (in case it
needs to be re-opened in the future).
e Enter any applicable notes

e Click



Edit Program "Abby's House Shelter"
Update the details of this program and click SAVE.

Crganization Name
Abby's House
Program Mame
Abby's House Shelter
Motes Status

® Artive
 Closed

[save

Thereis also a Status button that allows you to document whether or not a Y EAR-ROUND
program is active or closed for thisinventory year. This button should not be used for seasonal
shelters or voucher programs.

D. Inventory List

The inventory list tab has multiple functions. It provides a complete list of your CoCs inventory
and includes much of the same information that was previously on the eHIC spreadsheet
submitted through esnaps. This section will cover search functions, entering date of HIC count,
viewing columns and sorting inventory, exporting spreadsheet reports, and deleting or
duplicating rows.

e S :
[FIE | Home Dschboxd HC PIT AHAR PULSE Mesesoes Rendrts HOXAdmin

Housing Inventory Counts (HIC)  Srosststons & Froorsms oventory List  eontory Oetalls UnmeiBosd  Beporioo Stetws bmeort Data

Inventory List for AA-101 - Test CoC

ants SA42011 granae pals &

201 =] gram | Amy

011 £5 21410 N T MA N 1 4 7 17 8 8 0% BE% 1" <%
i1 TH 140N F W e E 1 12 &2 62 <y

011 P FHO N He HA  Yes 2 B 5 o 100 % = Y

1. Multiple Search Functions
Search functions are available on the | eft, above the list of organizations and programs. The
different ways to search on this page are:

e Search by organization or program name

e Search by HIC Year. Includesthe ability to search for al years entered.

e Search Program Type:

= Emergency Shelter (ES)
= Transitional Housing (TH)
= Homelessness Prevention Rapid ReHousing (HPRP)



= SafeHaven (SH)
=  Permanent Supportive Housing (PSH)
= Any—All program types

e To search by additional search options, click on the Show more search options link

Inventory List for AA-101 - Test CoC

Click on an organization or program to viewedit inventory details

Date of the Housing Inventory Counts: 9/14/2011 change bate  Choose Column:

e search options

s
Search vear | 2011 x| Program [any x|

Additional drop down search options allow you to search by:
e Geocode;

Inventory Type;

Target Populations A and B; and

McKinney-Vento Funding.

Click on the Hide search options link to return to Inventory List page

Click on an organization or program to viesyedit inventory details.

Date of the HDusing Inventury Counts: 9/14/2011 change Date Choose Columns

Search vear | 2011 x| Program | any x|

Geocode

Inventary Type Any =

Target Population A Ay =
Target Population B Any i

Meckinney-vento Funded | Any =]

Search Inventory m Hide search options

2. Dateof Housing Inventory Count

HIC counts are based on bed and unit inventory data collected during the last ten days of January
of every year. Prior to entering and editing data, the user must enter the date the HIC count was
conducted for that year. To set the date of your housing inventory count:

e Click on Set Datelink

Inventory List for CO-812 - CoC for dalanno
Chck on an organizat ar progr tew/edit ir rory dedail

P pacoen in gy

Drmomogonc urcher cordrmcd welh e L1 %, Dot o4 Henssirg aved b nrvmlopmt
Piberucy Sinbestird Techi Samerst

e Use calendar function to select the date your annua Housing Inventory Count (HIC) was
conducted.
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Date of the Housing Inventory Counts for CO-912 - CoC

Please Select the Date of the Housing Inventory Cournts

Date of the Housing Inventory Counts: | Gl sove |
Eack to inwentory list

A

e Click

e Click on Back to inventory list link to return to the Inventory List page

SelectAll SelectMone
3. Choose Columns I~ stared  oh e
. ) T Row # 7 1S Beds for HH with Childran
To select which columnsyou would liketo seeonthe | me 17 WS Beds for it without Chicren
. . ¥ Frogram Type ¥ % of WIS Beds for HH with Children
l nventory L I ﬂ W Grganization Mame ¥ % of HMIS Beds for HH without Children
¥ Program Mame ¥ Total Seasonal Beds
. ) ) ¥ Geacode ¥ humber of Seasonal Beds Available in HMIS
e First click on the Choose Columns link (see W veory e W ailabiiy Start Dt
¥ Bed Type FAvailabmtyEnd Date
SCl’%nShOt bd OW), and v Target Population & I overfiow Beds
H v Target Population B ¥ Himis Overflow Beds
e Then check the columns you would liketosee |, 0o o oo
(&e s:r%nshot a ri ght) ¥ vear-Raund Beds for HH with Children ¥ Total Beds
¥ “fear-Round Units for HH with Childrer IZ Lt ization Feate
¥ ‘ear-Round Beds for HH without Children T~ Last Update On
¥ vear-Round Beds

Inventory List for AA-101 - Test CoC

Click on an organization or program to viewsedit inventory details.

Date of the Housing Inventory Counts: 9/14/2011 Change Date Show more search options

Search ear| 2011 7] Program | Any x| AR ed BT

Abby's
2011 ES Abby's House  House 251410 C
Shetter

Woucher

SMF+HC HIY Yes 20 20
heds

4. Excel Spreadsheet Reports
To export your housing inventory into an excel spreadsheet, click on the Export to Excel button.

Housing Inventory Counts (HIC)  Organizations & Programs  Inventory List  Inventory Details ~ UnmetHeed  Reporting Status  Import Data

Inventory List for AA-101 - Test CoC

Click on an organization or program to view‘edit inventary details

Date of the Housing INVentory Counts: 9/14/2011 Change Date  Chooss Clumn  Show mare s2areh optian
Search R BRI L A PRl scarch tnventory | show all | Export to Excel | Add Organization or Program

% of HMIS % of HMIS Seasonal

Abby'sHouse  House 251410 © SMFHHC HIY  Yes 20 0 0 100% 135 T5% = '&‘
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A pop up will appear asking if you want to open the file in Excel or Save thefile.
Click OK and your Housing Inventory Data will download in Excel.
= You can then save the file on your computer.
= Downloaded datawill be based on the columns and program types you had open at the
time of export.

5. Add Organization or Program

Y ou may also access the Add Organization or Program page by clicking on the Add
Organization or Program button.

Inventory List for AA-101 - Test CoC

Click on an arganization or prograrm to view/edit inventary details

Date of the Housing Inventory Counts: /14/2011 Change Date  Cheose Columns  Show mare se.

Shom more sech opiions
Search ‘vear | 2011 = Program | Any J | |

"
201165  AbbvsHouse House 261410 C VOURHEN  ShFaC HY  ves x x 2 100% s0
Sheter

T 15 0 mw @AY

6. Sort Inventory by Columns
Y ou may sort your housing inventory by clicking on each column heading.

Inventory List for AA-101 - Test CoC

Click on an organization r program (o siew/ecit inventory defals

Diate of the Hausing Invertary Counts: 9/14/2011 change ate  Chonse Columns — Show more search aptons

Searth Vaar | 201 x| Program Ay ]

7. Deleting or Duplicating Inventory Rows

Y ou may delete or duplicate arow on the Inventory List page by clicking on the duplicate or
trash button at the end of each row. These functions are also available on the Inventory Details
page and will be explained in more detail under the Inventory Details section.

Youcher

ES  Abby'sHouse House 251410 C peds SMPHHC HY  Yes pill bl 20 100% 50 15 0 % ) fh
Sheker
Ahby's

ES  Abby'sHouse House 251410 N YF NA - Mo 10 9 7 17 i} i 0% G6% 17 0g) fb
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E. Inventory Details

All program updates and edits are completed on the Inventory Details page. The Inventory
Details page shows al the housing inventory details previously reported in HDX.

This page alows the CoC to update and edit program details including:

e Editing existing inventory

e Adding new inventory to existing programs
e Moving inventory from one program to another
[ J

Creating a new program

1. Accessing the Inventory Details Page

e You may access the Inventory Details page by clicking on the Inventory Detailstab in the

secondary navigation bar.
e You may also accessthe Inv
you would like to edit or update

TT ele ata Exchange Mowwiesing datafor AA-101 -
J_l_i E tﬁ'\_ Harme Dashboard PIT :

Housing Inventory Counts (HIC)

Inventory List for AA-101 - Test CoC

Click on an organization or program to viewsedit inventory details.

Date of the Housing Inventory Counts: $/14/2011 change Date

Inventory List

Choose Columns

ory Details page by clicking on the name of the Program

oz ‘

Messages Reports HOX Admin

Inventory Details Unmet Heed Reporting Status

Show more search options

Search

v

Abby's House
] =R i

-

%2011 ES Abby's House

2. Choose Organization and Program

vear[2011 x| Program |Any | [EEEERCTGEA

show Al

Facility-based

=M

A& Yes 20 12 123

Once on the Inventory Details page, you can select the organization and program you wish to

edit or update.

e To select aspecific organization, click on organization drop-down menu to choose the

organization you wish to edit.

Housing Inventory Counts (HIC)  InventoryList  Inventory Details

Program Inventory Details

Import |

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

or izati Program
St Francis Center =] | Anchor!

Inter-Faith Community Services |
\memauh Hnspnaury Network of Greater Denver

Lefierean Cemevmr Mental Health M
Jeﬂevsnn Centerfor Mertal Health (Hotel \/nu:hers Dmy)

Add new program  Year

=l oo =]

12 0 %

Jefferson Center for Mental HealthiHotel Youcher:
Mema\ Hea\ih Center of Denver (MHCD)

MME H| h Ministries ind =]

Northeast Den sing Center Inc.
Pars «Pa«hwy\

Road Calle d‘STRAT
Sacred Heart House of Den

Safe Shelter of St VYﬂmVﬂHE‘y — ﬂ
Safehou:
Sefehause Pragre
Salvation Aty
St Franci
Beds in htafs
IS B
Bocks 1 M Bets for
HHHHHHH | e | Househo
wih Chic Feusshede | winou
Chiiren
Q 0 12 12 0 12

Parent Pathways Inc{Calarado Coalition for the Homeless) — prigry © Under Development

=

[ sve |

MNotes

18



e To select the program, click on program drop-down menu and year to choose the
program you wish to edit.

Program Inventory Details

Select an Organization, Program, and Yesr to view Housing Inventory. Click ary row in the table to view or edit the details of that record below.

Organization Program Add new prograrm  Yea
ACCESS Housing || Louiss's Houss =[BT

119932 2ma PSH 083 M k| A Mo 100 gﬁ %
=

120608 2ma 44

e HDX alows usersto create multiple rows within each program to record inventory
details unique to multiple populations served or housing inventory types. Make sureto
click on the row you wish to edit. Y ou will be able to edit inventory details for the
highlighted row you chose.

Pragram Inventory Details

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

Organization Program Add new prograrn  Year

Catholic Charities j Samaritan House j 2011 j
128176 2011 ES 050072 © HC A Yes s0 35 0% gﬁ %
1251 1 E 5] o 1 ET Mg 100 g 98 % = B
128178 2011 ES 080072 c SM A Ho 50 50 100 % = ’h
TS g E 00 T ] I o 00

Row # 128178 - Catholic Charities - Samaritan House - 2011 Inventory Record Saved Help JEE

Program Type ES: Emergency Shelter | Motes

Geo Code 080072 | [(AURCRA)

Inventory Type & Current Inventary © Mew Inventary © Under Development

Bed Type & Facility-hased beds © voucher beds © Other beds

Target Population A SM: Single males =

Target Population B MNA: Mot Applicable j

HUD MeKinney-wenta

funded? ©ves ®No

All'Year-Round Bed/Units Seasonal Beds Cwerflow Beds
Househalds with Children Houzeholds withaut Children
Beds for Unit= for HMIS Beds Beds for HMIS Berl= Tatal HMIS Seasonal Beds | | Seasanal Beds Tatal HMIS
Households | [ Households for Households for Seaszonal Seazonal Start Date Endl Date Crverflow Dverflow
wwibh hitetvan | st chitrran | | Hane ahaids it e wahlds [ Rarts Rl Rarla




3. Update and Edit Inventory Details

The inventory details to be completed or updated are located in the |eft center of the box as
shown below.

128176 2011 ES 050072 © HC &, Yes a0 35 70 % = %
128177 2011 ES 030072 G St VET Mo 100 93 98 % =) f‘%
128178 2011 ES 050072 © S &, Mo a0 50 100 % (= %
128173 2011 ES 080072 c M A, Mo 100 75 75 % = "%
Row # 128177 - Catholic Charities - Samaritan House - 2011 Heln
Program Type ES: Emergency Shelter =l Motes
Geo Code 080072 | (AURCORA)
Inventary Type & Current Inventory © Mew Inventory C Under Development
Bed Type ® Facility-hased beds © Youcher beds € Other beds
Target Population A S Single males j
Target Population 5 YET: Veterans anly =l
HUD Mekinney-wento
& [0
funded? WS (20l
All Year-Round Bed/Units Seasonal Beds Overflow Beds
Houzehalds with Children Househalds without Children
Beds far Unit= for HMIS Beds Becls far HMIS Beds Tatal HMIS Seazonal Beds || Seazonal Beds Tatal HMIS
Households || Houzehalds far Houzehalds far Seazonal Seasonal Start Date Enci Date Creerflome Creerflowe
with Childdren | |with Children | | Househaolds snithout Houzehalds Beds Beds Beds Beds
swith Chiilcdren Children sweithoLt
Children
100 100
Point-in-Time Homeless Count on 1/27/2011: m Print Errars
Change Date
Assign inventony to different prograrm

Below are the different fields on the Inventory Details tab and a brief description of how to
update and compl ete each one:

Note: A program may

a. Program Type not be recorded as
Select one of the following program types from drop down | both Emergency
menu: Shelter and

e ES. Emergency Shelter Transitional Housing.

e TH: Transitional Housing A separate program

e HPRP: Homelessness Prevention and Rapid Re- must be recorded for

Housing Program

. SH: SafeHaven each Program Type.

e PSH: Permanent Supportive Housing

b. Geocode

Enter the six-digit HUD-assigned Geocode corresponding to the jurisdiction in which the
program is physically located. For the principa program service site, record the Geocode
associated with the geographic location of the site. Scattered-site housing programs should
record the Geocode where the majority of beds are located as of the inventory update. An
updated list of Geocodes can be found at

http://www.hudhre.info/documents/FY 2010 PPRNAmts.pdf
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c. Inventory Type

Select the appropriate Inventory Type. Determineif the bed
inventory is current (C), new (N), or under development (U). One

Don't forget to

program may have multiple records, one for current, one for new, and update beds that
one for under development. Instructions on how to add or split were new or
program inventory is included below under Add Inventory to an under
Existing Program. development last

ear!
e Current Inventory (C) - Beds or vouchers that were available y

for occupancy on or before January 31, 2010.
e New Inventory (N) - Beds or vouchers that became available
for occupancy between February 1, 2010 and January 31, 2011.
e Under Development (U) - Beds that are fully funded but were
not available for occupancy as of January 31, 2011.

d. Bed Type (Recorded Under Emergency Shelter Program Type Only)

Identify the appropriate Bed Type for the program. Consistent with the revised HMIS Data
Standards (published March 2010), CoCs must indicate the bed type for each program in the
HIC. There are three bed types to select from:

e Facility-based beds (including cots or mats): Beds (including cots or mats) are located in
aresidential homeless assistance facility (dedicated for use by persons who are
homeless).

e Voucher beds. Beds are located in a hotel or motel and made available by the homeless
assistance program through vouchers or other forms of payment.

e Other beds: Beds are located in achurch, or other facility not dedicated for use by
persons who are homeless.

e. Target Population A (optional)

Identify the target population served by each program. The target population represents
approximately 75 percent of the clients served by the program. Programs that do not target
specific populations or that have opted not to track Target Population A information may leave
the Target Population A column blank. Listed below are the target populations and their
definitions located in the drop-down menu.

Completing
e SM - Single Maes Target
e SF - Single Females .
e SMF - Single Males and Females .POpu.IatlonA
e CO - Couplesonly, no Children IS optl_onal, but
e HC - Households with Children highly
e SMHC - Single Males and Households with encouraged.
Children
e SFHC - Single Females and Households with Children
e SMF+HC - Single Males and Females plus Households with Children
e YM - Unaccompanied Males under 18 yearsold
e YF - Unaccompanied Females under 18 years old
e YMF - Unaccompanied Males and Females under 18 years old



f. Target Population B

Identify the subpopulation served by each program. Programs that do not target specific
subpopul ations should select NA for not applicable. Listed below are the available responses
from the drop-down menu:

DV - Domestic violence victims only
VET - Veteransonly

HIV - HIV/AIDS populations only
NA — Not applicable

g. HUD McKinney-Vento

For each program, identify whether or not the program receives any funds from HUD
McKinney-Vento:

e HUD McKinney Vento programsinclude: Emergency Shelter Grant (ESG), Shelter plus
Care (S+C), Section 8 Moderate Rehabilitation Single-Room Occupancy (SRO),
Supportive Housing Program (SHP).

e HPRP Programs are not funded under McKinney-Vento, so CoCs will not be able to
choose this option for those programs.

4. Recording Year-Round Bed/Units

CoCs should record all the dedicated homeless beds and units available for homeless persons on
the date of the annual count (whether new, current or under devel opment), regardl ess of whether
the program participates in the HMIS or receives HUD funding. For HPRP Homeless Assistance
Programs, the number of beds and units will equal the actual number of persons occupying the
beds and units in the program on the night of the count. Y ear-Round beds/units are available on
ayear-round basis. Y ear-round beds are entered in the white boxes under each appropriate
household type as shown bel ow:

All Year -Round Bed/Units

Households with Children Househalds wwithout Children Chronic Beds

Beds for Lmit= for HMIS Bed= Beds for HMIS Beds Total Mumber
Households | | Households for Houzehalds far of Chronic
weithr Chiilddren | |wvith Children | | Households: withiowt Houzehalds Beds
sweithr Children Children weithiowt
Children
20 =) 20 ]

Bed and unitsare categorized under Household Types asfollows:
e Householdswithout children. Beds and units are intended for households with adults
only. This includes households composed of unaccompanied adults and multiple adults.
e Householdswith children. Beds and units are intended for households with at least one
adult and one child, or households with only children, which includes unaccompani ed
children and households with multiple children only (e.g., juvenile parent and child).

Note: Where beds are not designated exclusively for a particular type of household, then record the
household type according to how the bed(s) were used on the night of the annual Housing Inventory
Count. If the facility is not at full capacity on the night of the count extrapolate the distribution based on
the pro rata distribution of those who are served on the night of the count. Persons 18 and over are
considered adults and persons under 18 are children.




a. Householdswith Children

Bedsfor Householdswith Children: Identify the
total number of beds the program hasin its inventory
for households with children. This household type
includes beds for persons in households with (at
least) one adult and one child, or households with an
unaccompanied children only, or households with
multiple children only (e.g., juvenile parent and
child).

Unitsfor Householdswith Children: Identify the
total number of units the program hasin itsinventory
for households with children. This household type
includes units for persons in households with (at
least) one adult and one child, or households with an
unaccompanied children only, or households with
multiple children only (e.g., juvenile parent and
child).

HMIS Bedsfor Households with Children:
Identify the number of HM | S beds for households
with children that are participating in the HMIS. If
an agency isonly reporting datafor clients staying in

HMIS Participating Beds
For any residential homeless
program, abed is considered a
“participating HMIS bed” if the
program makes a reasonabl e effort
to record all universal data
elementson all clientsserved in
that bed and discloses that
information through agreed upon
means to the HMIS Lead Agency
at least once annually. If a
program is only reporting data for
clients staying in aportion of its
beds, then only that portion of the
beds must be counted as
participating in HMIS.

aportion of its beds, then only that portion of the beds should be counted as participating
in HMIS (*"HMIS Bed”). If data on clients served isn't recorded in HMIS (per the
definition of “participating bed”) for any bed, then enter “0”.

All Year -Round Bed1nits

Householdzs weithout Children

| Households wyith Children

Beds for
Householdz
wyith Children

Units for
Househaolds
wvith Children

HMIS Becds
for
Household=s
wvith Children

Beds for
Househaolds
svithiout
Children

125

HMIS Beds
for
Householdz
s ithiot
Children

125

Makesureto click the | button after entering beds and units.

b. Householdswithout Children

e Bedsfor Householdswithout Children: Identify the total number of beds the program
hasin itsinventory for households without children.

e HMISBedsfor Households without Children: Identify the number of HM 1S beds for
households without children that are participating in the HMIS. If an agency isonly
reporting data for clients staying in aportion of its beds, then only that portion of the beds
should be counted as

participating in HMIS (“HMIS All Year -Round Bed/Units

Bed”). If dataon clients Househioldz with Children Houzeholds without Children
served isn’'t recorded in HMIS Beds for Units for HMIS Beds Beds for HMIS Beds
el Houzeholds | | Households for Houzehalds for
(per the definition of wiith Children | [with Children | | Househalds without || Households
u“ P ; gl with Children Childdren wyithiowt
bzgrtl ﬁl pating beg ) for any Chidren
, then enter “0”.
124 1245
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Make sureto click the | button after entering beds and units.

5. Chronically Homeless Beds. {Per manent Supportive Housing Only}

Each CoC needs to report the number of beds that are readily available and designated for
chronically homeless personsin families in addition to chronically homeless adults (18 or older)
in permanent supportive housing, according to the following definition:

e Chronically Homeless Person or Family: An unaccompanied homeless individual (18 or
older) with a disabling condition or afamily with at least one adult member (18 or older)
who has a disabling condition who has either been continuously homeless for a year or
more OR has had at least four (4) episodes of homelessness in the past three (3) years.
The term homeless means a person sleeping in a place not meant for human habitation
(e.g., living on the streets), in an emergency homeless shelter, or in a Safe Haven as
defined by HUD. Disabling condition is defined as "a diagnosable substance use
disorder, serious mental illness, developmental disability, or chronic physical illness or
disability, including the co-occurrence of two or more of these conditions.” Persons under
the age of 18 are not counted as chronically homeless individuals.

e Record the number of Chronic beds as shown below. Chronic beds box only appears
when completing inventory for Permanent Support Housing.

All Year -Round Bed/Units

Houzseholds wwith Children Houzseholds swithout Children | Chronic Beds
Beds for Units far HMIS Beds Beds for HMIS Beds Total Mumber
Houzehalds || Households for Households for of Chronic
wwith Children | [with Children | | Househalds withiout Households Beds
with Chilldren Children withioLt
Children
G G 1

Note: Annua changes in the number of Chronically Homeless (CH) beds can result from either (a)
developing new CH beds; or (b) designating existing beds from a program’ s current bed inventory as
CH beds. Programs that shift beds from current inventory will not increase the overall bed count.
Programs that add new CH beds will increase their overall bed inventories. To distinguish between
these changes and accurately record the change in CH beds for an existing program, follow these
procedures:

(a) New CH bedsfor an existing program. If the program added new CH beds to itsinventory
that did not exist previoudly, it will have two entries. The first entry will reflect the program’s

inventory that was reported in the previous year’ s HIC. The Inventory Type code for this entry
should be “C” (or “Current Inventory”). The second entry should report the new CH beds and
the Inventory Type code should be “N” (or “New Inventory”) as shown below.



126183 2011 F=H

128184 2011 PSH

0E0235 ©

080238

WET

+ %
%

Frogram Type

Geo Code
Inventary Type
Target Population A

Target Population &

HUD hMcKinney-vento
funded?

all
Houzeholds with Children

Row # 128184 - Chronic Beds - New Chronic Beds - 2011

PSH: Permanent Supportive Housing j

0802358 | (CEMTEMMIAL)

 Current Inventory ® New Inventory © Under Development

SF: Single females
MA: Not Applicable hd|

®ves C Mo

Year-Round BedUnits
Houzeholdz without Children  Chronic Beds

Beds for Units far
Househalds | | Househaolds
with Chilelren | [with Children

HMIS Beds

Househalds
wvith Children

Beds for HMIS Beds Total Mumber
far Householdz far of Chronic
withoLt Households Bz
Children without
Children

25 25 25

Point-in-Time Homeless Count on 1/27/2011:

Change Date

ASsign inventory to different prograrm

-

ey Chronic:
Beds

PSH  Chronic Beds

Blesnr Chronic:

PSH  Chi Bk
ronic Becds Beds

=)

080238 C M WET Yes

080238 M SF M Yes

the additional New (N) 25 CH beds.

=

Inventory Record Saved Help

Motes

Print Errors

100 %

100 %

Example: In the example shown above, the total bed inventory increased from the
previous year, from 50 beds with 25 CH bedsto 75 beds with 50 CH beds. The first row
shows the current inventory of 50 beds, 25 of which were chronic. The second row shows

e First entry: The entry will have an Inventory Type code equal to “C” (or Current Inventory),
the number of beds for households without children will equal 50, and the number of CH
beds will be equal to 25.

e Second entry: The entry will have an Inventory Type code equal to “N” (or New Inventory),
the number of beds for households without children will be equal to 25, and the number of
CH bedswill be equal to 25.

(b) Re-designation of existing beds as CH beds. If the program designated existing beds from its
current bed inventory as CH beds, the program must report the change to its current inventory to
account for theincrease in CH beds. To do this, two entries must be reported for this program. The
first entry will record the number of beds remaining for that program after subtracting the number
of bedsthat were re-designated as CH beds. The second entry should have the Inventory Type code
equal to “N” (or New Inventory) and the CH bed count should reflect the number of beds that were
reprogrammed as CH beds. The current inventory will also include the number of CH beds that
existed in 2010. The Inventory Type code for the first entry should be equal to “C” (or “Current

Inventory”).
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128151 2011 PEH 050235 [ SM M Yes 15 = rtr
128182 2011 PEH 050235 M SM M Yes 5 =] %
Row # 128182 - Chronic Beds - New Chronic Beds - 2011 Imventory Record Saved Help
Program Type PSH: Permanent Supportive Housing x| Motes
Frogram added 5 new chronic beds from
Geo Code 080238 | (CEMTEMNIAL) existing inventory of 20 heds Total 20 bed
number did not change, but 5 existing heds
Inventory Type © Current Irventory ® 1ew Inventory  Under Development were set aside for persons who are chronically
) : homeless.
Target Population A Sh: Single males =l
Target Population B MNA: Not Applicable j
HUD Mckinney-Yento -
funded? @ ves C N

All Year -Round Bed/Units

Households with Children

Households without Children Chronic Beds

Beds for Units far HMIS Beds
Houzehalds | | Households far
with Children | |with Children | [ Households
with Children

Beds far
Houzehalds
wvithout
Children

]

HMIS Beds Total Mumber

far of Chronic
Houzehalds Beds
weithout
Children
5] ]

Point-in-Time Homeless Count on 1/27/2011: -

Change Date

Asgsign inventory to different prograrm

Example: A program in 2010 had 20 Permanent Supportive Housing Beds for indivjduals, and

individuals as CH beds, which resultsin 5 “new” beds for chronically homeless persogs. To

# 10 of these beds were dedicated as CH beds. In 2011, the program reprogrammed 5 beds for

report these changes, the program must report two entries:

e First entry: The entry will have an Inventory Type code equal to “C” (or Current Inventory),
the number of beds for households without children will equal 15 (or 20 minus 5), and the
number of CH beds will be equal to 10.

e Second entry: The entry will have an Inventory Type code equal to “N” (or New Inventory),
the number of beds for households without children will be equal to 5, and the number of GH
beds will be equal to 5.

e Usethe notes box to record any explanations that you might want to remember for next year.

The total 2011 bed inventory did not change since 2010—it is still equal to 20 beds (15 in the current
inventory and 5 in the new inventory), and some of the beds have been reprogrammed as CH beds.

v Chironic:
PSH  ChronicBeds D2l penags ¢
Existing
Inventary
v Chironic:
Bleds from
Existing
Inventary

PSH  Chronic Beds 030238 M

i1} 10 15 15

6. Seasonal Beds— (Recorded Under Emergency Shelter Program Type Only)
Seasonal beds are available on a planned basis, with set start and end dates, during an anticipated

period of higher demand.

100 %

100 %
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All Year -Round BedUnits Seasonal Beds Overflow Beds

Houzehalds with Children Houzehalds without Children
Beds far Units far HMIS Beds Beds for HMIS Beds Tatal HMIS Seazonal Beds || Seazonal Beds Tuaital HMIS
Houzehaldzs || Households far Houzehaolds fiot Seazonal Seazonsl Start Date Encl Date Crotflony O flo
with Chilelren | |with Children | | Households sithout Houzehaolds Bedsz Bedsz Beds Beds
with Chilelran Chileiren sithout

Chileiren

50 25 || 1aronfF]||  sneonfFE]

Total Number of Seasonal Beds: Enter the total number of seasonal beds available for
each ES program.

Total Number of HM IS Seasonal Beds. ldentify the total number of HM | S seasonal
beds for each Emergency Shelter Program that are available and participating in the
HMIS (see definition of “participating in HMIS” on page 21).

Availability Start Date: Identify and enter the date at which the seasonal beds became
available. If you do not recall the exact date provide your best estimate of when the beds
became available.

Availability End Date: Identify the date at which the seasonal beds became or are
expected to become unavailable. If you do not recall the exact date provide your best
estimate of when the beds will become unavailable. The HDX will automatically
calculate utilization rates based on beds available at the time of the point-in-time count
and will aso pro rate the total number of beds based on the number of days the seasonal
beds are available for reporting purposes.

Make sureto click the | button after entering beds and units.

7. Overflow Beds

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. CoCs should report the
number of overflow beds actually used on the night of the annual inventory count as the number
of overflow beds operated by the facility. Consistent with the revised HMIS Data Standards
(published March 2010), CoCs must also report the number of overflow beds participating in
HMIS (see definition of “participating in HMIS” on page 21).

All Year -Round Bed/Units Seasonal Beds Overflow Beds
Households with Children Houzeholds without Children
Bedz for Units far HMIS Beds Beds for HMIS Beds Tatal HMIS Seazonal Beds || Seasonal Beds Tatal HMIS
Houzeholds | | Households for Houzeholds for Seazonal Seazanal Start Date End Date Creerflow: Crogrflowe
weith Chiiledren | [weith Children | | Households without Houzeholds Bedz Bedsz Bedsz Bz
weith Children Chilclren sweithout
Children
150 100 50 50 || 1onezoiofF]|| snezo1 100 100

Total Number of Overflow Beds: Enter the total number of overflow and voucher beds
available for each program on the date of the annual bed count.

Total Number of HM 1S Overflow Beds. Identify the total number of HM 1S overflow
beds for each ES program participating in the HMIS and contributing required data about
clients served in those beds.

Makesureto click the | button after entering beds and units.
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8. Add New Inventory to an Existing Program
CoCs may add rows within a program’ s inventory to separately identify:
e New bedg/units;
e Under Development beds/units,
e Different Target Populations (A and B);
e Multiple Bed Types (facility, voucher, other); or
e Year-Round, Seasonal and Overflow Beds.

Organization Program Add nes prograrm  Year

Abby's House j Abby's House Shelter j 2m j

128185 2011 ES 080552 © SM hA, ‘Yes 125 =+ '%
Organization Program Add new program  Year
Abby's House j Abby's House Shelter j 2011 j
128185 2011 ES 080552 c = &, ‘Yes 125 =
128186 2011 ES 080552 + %

To add inventory to an existing program:
e Click the Add Inventory button to create a blank row
e Click on the row you wish to edit. You will be able to edit inventory details for the
highlighted row you chose.

Makesureto click the | button after updating and entering data.

9. Duplicating Rows

= |If most details of the program are the same, click on the duplicate symbol at the end
of the row you would like to copy (see screenshot below).

=  Remember, you must then edit the inventory for that row. The system will not allow
you to submit “identical” programs or inventory rows.

Make sureto click the | button after updating and entering data.
Organization Program Add nes program  Year
Abby's House j Abby's House Shelter j 2011 j
128185 2011 ES 050552 C Sk MA Yes 125 '%
128187 2011 ES 050552 C Sk A Yes 125 =] '%



10. Add New Program from Inventory Details Page

Y ou can a'so add a new program to the organization from the inventory details page. To add a

new program to an organization, please follow the steps below:

e Click on the Add New Program Link, which will take you to the Add Organization or

Program Page.

Pragram Inventory Details

3elect an Organization, Program, and Year to view Housing Inventary. Click amy row in the table to view or edit the details of that record below.

Organization Pregram Add new program |¥ear
Abby's House j Abby's House Shelter x| 2011 j

Target Target McKinney Utilization

128187 2011 Es na0s52 o N i, ves 125 =%
* Row # 128185 - Abby's House - Abby's House Shelter - 2011 Help m
Program Type ES: Emergency Sheltar | Motes
Geo Code 050852 | (FORT COLLINS)

Inventory Type © current Inventory © New Inventory © Under Develapment
Bed Type  Facility-based heds © voucher beds © Cther beds

e Typeinthe Name of the New Program

Add Organization or Program "Abby's House"

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

Organization Mame

Abby's House

Program Mame

TIOTE Status

® Active
 Closed

o Click on the R button to return to Inventory Details Page

Program Inventory Details

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

Organization Program Add new prograrm  Year
Abby's House j Adld MNew Program j 20m j

Target Target McKinney Liilization

e Remember to add inventory details for the new program and [ save |

Add Inventory
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11. HIC Sheltered Point-in-Time (PIT) Count

To determine inventory program utilization rates all CoCs should enter the total number of
homel ess persons served by each program on the night of the Point-in-Time (PIT) count. Prior
to entering the number of persons served on the night of the Point-in-Time count, you must enter
the date the Point-in-Time count was conducted. To enter sheltered PIT counts, follow these
steps:

e Click on the Set Date link in the blue box at the bottom of the Inventory Details box and
you will be re-directed to the PIT Module.

Program Type ES: Emergency Shelter =l Motes
Geo Code 089001 | (ADAMS COUNTY)
Inventory Type ® Current Inventary © Mew Inventary © Under Development
Bed Type & Facility-hased heds € voucher beds © Other beds
Target Population A HC: Households with children j
Target Population B —Select— =
HUD Mockinney-wento
funded? @ ves O o
All Year-Round Bed/Units Seasonal Beds Owverflow Beds
Househalds with Children Househalds without Children
Beds for Units for HMIS Beds Beds for HMIS Bed= Total HMIS Seazonal Beds | | Seazonal Beds Total HMIS
Househalds | | Households far Househalds far Seasonal Seaszonal Start Date Endl Drate Overflaosy Overflowe
wweith Children | |weith Children | | Househalds svithot Househalds Beds Beds Beds Beds
sweith Childlren Children svithout
Children
20 g 20 0 0 0 0 14
Point-in-Time Homeless Count (Mo Date) : - Fri
rint Errors
Set Date m

e InthePIT module, enter the date your CoC conducted their Point-in-Time (PIT) count of
homel ess persons.

e |If your CoC conglucted the PIT count on a date outside of the last ten days of January,
indicate whether or not you received aHUD waliver.

e Click onthe button to return to Inventory Details Page.

—_—— —_ e LR I R I I DL T L B L L e B T R R LR R ITR]

Point-in-Time (PI PIT Counts ~ Reporting Status

PIT Counts
Date ofy{T Count Populations in this Count
| | & Sheltered and Unsheltered Count m

Received HUD Waiver? ' Sheltered-Only Caunt Hide Error Messanss
Cves CNo © Nat applicable  Unsheltered-Only Count Brint Errors

Hormeless Populations || Hormeless Subpopulations || Motes

Persons in Households with at Sheltered Unsheltered

least one Adult and one Child Emergency Transitional

Murmber of Househaolds 0
Mumber of Persons {Adults and o
Children’



e Enter the number of unduplicated persons provided housing or shelter on the night of the
PIT count for each program.

Point-in-Time Homeless Count on 1/272011:

Change Date

e Theinventory utilization rate will be calculated automatic
section to document reasons for high or low utilization rates,
want to remember about the specific program.

ly. Y ou may use the notes
to note special issues you

o

128189 2011 ES 059001 C HC Yes 34 40 118% [ %
Row # 128189 - ACCESS Housing - Emergency Shelter - 2011 Inventory Record Saved Help
Program Type ES: Emergency Shelter | Motes
Utilization rate is high due to larger families
Geo Code 089001 | (ADAMS COUNTY) served on the night of the PIT count.
Inventary Type @ Current Inventory © New Inventary © Under Development
Bed Type & Facility-hased heds © Youcher beds © Other beds
Target Population A HC: Households with children j
Target Population B —Select— I
HUD Mekinney-ento
funded? ®Yes € No
All Year -Round Bed/Units Seasonal Beds Owverflow Beds
Houzehalds with Children Households without Children
Beds for Units for HMIS Beds Beds for HMIS Bedls Tatal HMIS Seazonsl Beds || Sessonal Beds Total HMIS
Households | | Households for Houszehalds for Seasonal Seazonal Start Date Enl Diate: Crver o Crverflom
wiith Chilcdren | [with Children | | Households swiithiout Houzehaolcs Bedz Beds Bedlz Beds
wwvith Children Children swithiout
Chilcren
20 g 20 0 0 1] 0 14

Point-in-Time Homeless Count on 1.27/2011: Eri
rint Errors

Change Date

Special Issues

e Thetotal number of sheltered persons counted on the HIC minus persons counted in PSH and
HPRP should equal the total number of sheltered persons counted onthe PIT (ES + TH+ SH).
CoCswill be required to enter anote of explanation in the PIT module if the numbers do not
match. An error message will appear prompting users to enter an explanatory note.

e TheHousing Inventory Count (HIC) does not include a sub-category for households with only
children. CoCs should report personsin “households with only children” in the “households with
dependent children” category. For example, unaccompanied youth beds should now be entered
under the Households with Children category and not under the Households without Children
category.

F. Unmet Need Section

Y ou may use the HUD Unmet Need Formulato calculate your unmet need. This can be found at
on HUD’ s HRE website (see the resource box). Note that HUD does not require CoCs to
calculate the unmet need for HPRP Homel ess Assistance (Rapid Re-Housing) programs. To
complete the table, please follow the following steps:



Bedsfor Householdswith Children: For each program type, enter the total unmet need for
beds for households with children. Do not enter negative values; if there is no unmet need for

beds househol ds with children, enter zero.

Unitsfor Householdswith Children: For each program type, enter the total unmet need for
units for households with children. Do not enter negative values; if there is no unmet need for

units for households with children, enter zero.

Bedsfor Households without Children: For each program
type, enter the total unmet need for beds for households
without children. Do not enter negative values; if thereisno
unmet need for beds for households without children, enter
zero.

Bedsfor Householdswith only Children: This category
includes only persons under age 18, including unaccompanied
children, adolescent parents and their children, adolescent
siblings, or other household configurations composed only of
children. For each program type, enter the total unmet need
for beds for households with only children. Do not enter
negative values; if there is no unmet need for beds for
households without children, enter zero.

Resour ce Box
Questions about the
HIC should be
submitted to the Virtual
Help Desk on the
Homel essness Resource
Exchange (HRE) at
www.hudhre.info.
Select HDX asthe
program/system and
HIC asthetopic and
subtopic.

Total Seasonal Beds. Enter the total unmet need for seasonal beds. Do not enter negative

values; if thereis no unmet need for seasonal beds, enter zero.

Overflow Beds: Enter the total unmet need for overflow beds. Do not enter negative values;

if thereis no unmet need for overflow beds, enter zero.

- |

'"‘[;. un h‘i ﬁ;i‘_? Data Exchange NEw viEiing data fr A4-10 - A4-108
Home Dashhoard HIC PIT AHAR PULSE Messages Reports HDX Admin

Unmet Heed | Reporting Status Import Data

Housing Inventory Counts {HIC)
Unmet Need for AA-108 - AA-108

Organizations & Programs Inventory List Inventory Details

Year: 2011 Ll Diate of the Housing Inventory Counts: 1/25/2011 Change

All Year-Round Beds/Units

Beds for Units for
Households with  Househaolds with Beds for Beds for Units for
at Least One at Least One Households Households with  Households with
Adult and One  Adult and One  without Children Only Children Only Children
Child Child

Total
Year-Round
Beds

Emergency Shelter

Transitiohal Heusing

Safe Haven

Permanent Suppertive Housing

Data Saved [CIES

Seasonal Overflow
Beds Beds
Total Seasonal
Beds Owerflow Beds
i] i]
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G. Reporting Status Page

The reporting status page allows users to access and view:

e The current status of data entry and data submittal function;
The date the HIC was conducted;
Thirteen pre-programmed reports,
When your HIC Datawas last updated and by whom;
Datavalidation errors and warnings; and
HDX Messages.

To access the Reporting Status page, click on the Reporting Status Link.

s Data Exchange L e B

Home Dasthoars HC PIT AHAR PULSE Messames Hepors HOXAdmn

Housing Inventory Counts (HIC)  organ &Programs  InuentoryList  InventoryDetails  Unmet Heed Import Data

Reporting Status for AA-108 - AA-108

Year:| 2011 =]
Current Status In Progress Submit Data
Date of the Housing
Inventory Counts. 1/26/2011 Change
Reports + 13 Reports
Last Update On 10201
Last Update By Tracy D'Alanno
Validation Errors + 66 Validation Errors - Please fixin order to submit data  Print
Validation Warnings + 5 Validation Warnings  Print
Messages + Mo Messages

Current Status. Informs the user and the data reviewer the status of data entry on four levels:

Not Started — User has not initiated data entry;

In Progress — User has started entering data;

Submitted - User has submitted data; and

Complete — Data reviewer has marked the submitted data complete.

Submit Data Button: Click on Submit Data Button to submit data by
deadline as published each year by HUD.

Reporting Status for AA-102 - AA-102

Year: | 2011 x|

Current Status I Progress




Reports: Users may export and print up to thirteen canned HIC reportsin PDF or Excel
Format. Click on plus (+) sign next to Reports to expand and access reporting options.

Current Status In Progress

Date of the Housing

st Bounts 1/27/2011 Change

13 Reports
HMIS Total Coverage Summary B (=]

HMIS Coverage Summary ES Il =]

HMIS Coverage Summary TH (MAA - no inventory)
HIIS Coverage Summary HPRP (N/A - no inventory)
HIIS Coverage Summary SH N/ - no inventory)
HIIS Coverage Summary PSH (N/A - no inventory)
Unmet Need B8 [

Spreadsheet Report ES

Spreadsheet Report TH (N/A - no inventory)
Spreadshest Report HPRP (N - no inventary)
Spreadsheet Report SH (N/A - no inventory)
Spreadshest Report PSH (N4 - no inventony)

Motes Report B (=]

Reports -

Validation Errors. Errorsare data quality issues that MUST be fixed before submission.
Review and fix all errors. Data cannot be submitted until all validation errors are cleared.

1%alidation Error - Please fix in order to submit data  Print

Walidation Errors -
The Unmet Meed chart must be completed prior to

TRt (] T subimitting final data.

Fix This

Validation Warnings: Warnings are potential data quality issues that require resolutions or an
explanation prior to submission. Users should use the Notes sections to explain validation
warnings.

0 *alidation Warnings

WValidation Warnings -

Mo records to display.

Messages. Users may use the message function to send gquestions to the HDX helpdesk. HDX
staff will respond to questions within two business days. Automatic messages for changesin
submittal status will also be documented under the Message function. Click on the plus (+) sign
next to messages to expand and access message functions.

Mo Messages

-

Messages - Mo records to display.

Create Mew Message




