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Agenda

• SSO Grantee Reporting

• Coordinated Assessment Project workflow

• Prevention and Diverson workflow



SSO GRANTEE REPORTING



What are the SSO reporting needs?

SSO grantees are required to report back 
to the CoC using 3 main reports: 

1. By-Name List report (ART)

2. Services Transactions (Dashboard)

3. Annual Performance Report (Dashboard)



BY-NAME LIST (BNL) REPORT



BNL Report – How to Use Tab



BNL Report – How to Use Tab



BNL Report – Key



BNL Report – Key



BNL Report – Key



BNL Report- Personally Identifiable Info



BNL Report- Homeless Provider Info



BNL Report- Assessment Status



BNL Report- Case Conferencing



SERVICE TRANSACTIONS REPORT



Service Transactions Report



ANNUAL PERFORMANCE REPORT



APR Report



APR Report



APR Report



APR Report



APR Report



SSO-CE Projects in HMIS

Access Points
Emergency Services (shelter, DV) 
or street outreach

Diversion

Community-wide 
by-name list

Prevention and 
Diversion Screen

VI-SPDATSelf resolve

Prioritization meeting 
or case conferencing

Case 
Management

RRH

PSH



COORDINATED ASSESSMENT 
WORKFLOWS



4 Pre-HMIS Workflows: Pick a Path

SSO grantee conducts 
street outreach, shelter-in 

reach

Complete VI-SPDAT

SSO staff enter 
in CA project

Client in HMIS-
participating shelter >12-

14 days

Shelter completes 
VI-SPDAT in HMIS

Shelter completes referral 
to SSO project in HMIS

Non-HMIS shelter 
completes VI-SPDAT

Shelter sends VI-SPDAT 
and paper HMIS forms to 

SSO grantee

DV Shelter completes VI-
SPDAT

Shelter provides SSO 
grantee with DV clients for 

inclusion on BNL

1: SSO grantee 
workflow

See HMIS SSO workflow at 
this point

See HMIS SSO workflow at 
this point

See HMIS SSO workflow at 
this point

2: HMIS shelter 
workflow

3: Non-HMIS 
shelter workflow

4: DV shelter 
workflow

SSO staff enter 
in CA project

DV Shelter participates at 
case conferencing and 

refers to housing 

DV Shelter notifies SSO 
grantee of updates to BNL



HMIS Workflow

SSO grantee 
EDAs into 
RCAP

SSO grantee stays EDA’d
to accept referral if 
applicable

SSO grantee stays EDA’d
to complete the NCCEH 
Coordinated 
Assessment Form

SSO grantee stays EDA’d
into RCAP to complete a 
full entry including VI-
SPDAT if not already 
completed 

SSO grantee leaves EDA 
mode to run the By-
Name List in ART as 
often as needed and 
adds DV clients

SSO grantee attends case 
conferencing meeting to 
review BNL and discuss 
next steps

SSO grantee refers 
client to a Permanent 
Housing project (RRH 
or PSH) via HMIS

SSO grantee EDA’s into RCAP to 
update the NCCEH Coordinated 
Assessment Form

Permanent Housing (PH) 
project accepts the referral 
via HMIS

PH project 
completes full entry 

PH project enters Housing 
Move-In Date on Interim 
when client housed

PH project notifies SSO 
grantee of housed 
status

SSO grantee exits client from 
RCAP after 90 days missing or 
housed

3: Non-HMIS workflow continues here

2: HMIS workflow continues here

1: SSO outreach workflow continues here

**Clients served by DV agencies are not entered into RCAP, but may be entered into HMIS by a HMIS participating PH project. All clients 
served by DV agencies will  be included on the BNL for prioritization and case conferencing purposes. 



LET’S VISUALIZE THIS IN HMIS



Accepting HMIS shelter referral

-The SSO grantee must use Enter Data As (EDA) to access 
the Regional Coordinated Assessment Project (RCAP) 

-This is the only way to accept the HMIS-participating 
shelter referral



Access Coordinated Assessment Project

Click Enter Data As

Click the green circle to 
select the Coordinated 
Assessment Project –
will vary by region

Select EDA before 
entering client data!!

1

2



Backdate if not entering data same day

Click Back Date

Enter date 
Click Set Back 
Date Button



How Back Date Mode should look

Top ribbon is yellow when 
in Back Date mode

To exit Backdate mode



Monitor unaccepted referrals

1 Look at the Counts 
report on the Home 
screen dashboard to 
see number of 
unaccepted referrals

2

Click on the 
HMIS ID to 
access client 
record



View and accept shelter referral in 
service transaction

1
Click Service 
Transaction tab after 
accessing client record

Click here to 
view the 
shelter referral 

2



Click pencil to view the 
actual shelter referral

3

Open Referral Editing



4

Search for VI-
SPDAT score

5
Click + sign to add VI-SPDAT score to 
referral if not already included in referral

Add VI-SPDAT if needed



Review information, change 
Referral Outcome to 
Accepted, then click Save & 
Exit to leave referral screen

6

Update Referral Outcome



Complete RCAP entry after accepting 
the shelter referral

The SSO grantee will need to use Enter Data As and Back Date mode 
to complete a Release of Information (ROI), full entry into the 
Regional Coordinated Assessment Project (RCAP), VI-SPDAT (if not 
already completed), and NCCEH Coordinated Assessment Form.

*This is where the SSO Outreach and Non-HMIS workflows intersect 
with the HMIS

1: SSO outreach workflow continues here 3: Non-HMIS workflow continues here



Do 
not delete 

old/expired 
ROIs!

Release of Information (ROI) Tips

• Triggers security, visibility and sharing

• For every client served

• Must match project 
name at entry (level 5)

• Good for one year

Option to attach 
paper documentation 
to record in HMIS



Click on the ROI tab



Adding an ROI in ClientPoint



Enter an ROI for Client

Select all  HH 
members as 
appropriate

Enter agreed 
upon dates 

Confirm level 
5 provider



Add full entry for RCAP

1 Make sure ROI is 
present

2
Click this tab to access the 
Add Entry/Exit button

3 Click here to add 
RCAP entry



Make sure Type is HUD and 
Provider and Start Date are 
correct before clicking Save 
& Continue to access entry 
questions and VI-SPDAT

4

Pick Entry Type



5

Click each household 
member to answer 
their entry questions

6 Scroll to bottom of entry assessment to add a 
VI-SPDAT score if not already completed

Complete Entry Assessment UDEs



Start the NCCEH Coordinated 
Assessment Form

The SSO grantee must use Enter Data As and Back Date 
mode to start the NCCEH Coordinated Assessment Form. 

The SSO grantee will return to this form once the client 
has been referred to a Permanent Housing (PH) project 
or any other information needs to be updated. 



Complete the NCCEH Coordinated 
Assessment Form

1 Click Assessment tab 
to access the form

Find the correct form 
and click Submit2

Click Save to open up 
the form

3



4 Complete all known information

Add/Update Information



Run the By-Name List report to 
prepare for case conferencing

The SSO grantee must access ART in order to run the BNL 
report for review at the case conferencing meeting. 

The SSO grantee must manually add DV clients to the final 
BNL report to ensure they are also discussed and prioritized 
at the meeting.  



Access the By-Name List report in ART

1 Click the black 
triangle then scroll to 
Provider Specific

2 Click the black 
triangle then 
scroll down to 
NC-503 folder

3

Click magnifying 
glass next to the By-
Name List report

Click black triangle, 
then scroll down to 
By-Name List report

4



Permanent Housing referral post case 
conferencing

The SSO grantee will refer a client to a Rapid Re-Housing or 
Permanent Supportive Housing project (via HMIS if possible) 
depending upon outcome of case conferencing. Use EDA and 
Backdate mode (if needed) before making referral.

If the client disappears the SSO grantee exits client from the RCAP 
project after 90 days of no contact.



Permanent Housing referral via HMIS

1 Select the correct service code 

2 Select Add Terms

Select correct project from 
dropdown and click Add Provider

3



Make sure all data incl. VI-
SPDAT is present and accurate 
before clicking Save ALL

Check Referral Information



Update the NCCEH Coordinated 
Assessment Form

The SSO grantee will need to use Enter Data As and Back 
Date mode to update the NCCEH Coordinated 
Assessment Form to reflect referral to a Permanent 
Housing (PH) project. 



Update the NCCEH Coordinated 
Assessment Form

1 Click Assessment tab 
to access the form

Find the correct form 
and click Submit2

Click Save to open up 
the form

3



4 Complete and update all known 
information

Update/Add information



Next Steps

This part of workflow is completed by the 
Permanent Housing project that accepts the 
referral.



Exit from RCAP and remove from BNL

The SSO grantee will need to exit clients after 90+ days of 
being housed or 90+ days missing. PH projects will need to 
notify the SSO grantee when a client is housed. DV 
agencies can also notify the SSO grantee when it is time to 
remove DV clients from the BNL.



Add full exit for RCAP

Click the pencil next to Exit Date to 
exit client from the Regional 
Coordinated Assessment Project



Complete RCAP exit incl Housing 
Disposition Assessment 

1 Select appropriate 
destination from 
dropdown 

2 Select Save & Continue to 
access rest of exit assessment



*Review all of the 
exit information to 
ensure accuracy

Complete the whole Exit Assessment



Click Save & Exit once exit 
assessment is complete

Complete Housing Assessment 
Disposition



SERVICE TRANSACTIONS



Approved Service Codes 

The SSO grant allows specific services.  BoS 
has identified the service codes that 
should be used to identify these services



Service Transactions

Services transactions should be used whenever an assessment 
is completed or service is provided by SSO grantee



Add Service



Add dates, and Service Type

Auto-populates to 
your EDA mode

Add household members if 
needed



Check household members, then scroll 
down for more details

Service notes only visible 
within Service Transaction



Skip the next few options

These may not apply to your projects



• Optional, but helpful electronic record

Support Documentation

Add file and a brief 
description

• Add File Attachments under Support Documentation



Complete the Service Transaction with 
Need Information

Does this service require further action in or out of HMIS? 
• Make sure that if the Need Status is not “Closed” there is a plan to 

close it



Add Services (can use Multiple if 
needed)



Add dates, Service Code and Need Status

Auto-populates to 
your EDA mode

Add household members if 
needed

Confirm Service 
Type and Update 
Need Status

Confirm Service 
Type and Update 
Need Status



PREVENTION AND DIVERSION 
WORKFLOW



Workflow: Prevention and Diversion



Initial Assessment of Eligibility 
(via paper form)



Eligibility Categories

Next steps depend on results from Initial Assessment of 
eligibility



Eligibility Categories

• If person/household is not homeless or at risk 
of being homeless within 14 days refer them 
to another resource

• If person/household is fleeing a domestic 
violence situation refer them to a DV 
shelter/hotline



Eligibility Categories

• If person/household is literally homeless and 
has been unsheltered complete the VI-SPDAT 
and enter them into the Coordinated 
Assessment Project

• If person/household is newly literally 
homeless but sheltered or if they will become 
homeless within 14 days continue with 
Prevention and Diversion Screen



LET’S VISUALIZE THIS IN HMIS



Start Prevention and Diversion in HMIS

Click Enter Data As

Click the green circle 
to select the 
Prevention and 
Diversion Project

Select EDA before 
entering client data!!

1

2



Backdate if not entering data same day

Click Back Date

Enter date 
Click Set Back 
Date Button



Add ROI to ensure proper sharing & 
visibility 

Click to add a P&D release

Make sure information is 
accurate before saving



Entry/Exit tab in ClientPoint



Add P&D project entry



If Provider did not 
autopopulate, 
STOP

Select household 
members 
entering

Entry data: Household + Provider

Select HUD 
entry type + 
enter entry 
date



Confirm Prevention and Diversion 
Screen is selected

Yes



Complete Prevention and Diversion 
Screen Questions

Don’t forget other 
Household Members

Yes



Don’t forget to click “Save & Exit”



NEXT STEPS DEPEND ON 
RESULTS OF THE P&D SCREEN



Diversion NOT Possible

If diversion is not possible, person/household needs 
shelter and shelter is available do a warm handoff to 
shelter.  

Add service transaction for P&D screen and complete 
exit from P&D project.



Add Service for P&D Screen

Service notes only visible 
within Service Transaction



Complete Limited Exit from P&D 
Project 



Exiting clients in ClientPoint

Click the pencil located under Exit 
Date to exit the client



Enter Limited Exit Data
Include appropriate 
household members

Confirm 
Exit Date

Enter 
Exit 
Destination



Complete the Housing Assessment at 
Exit



Complete the Housing Assessment 
Disposition



Diversion NOT Possible

If diversion is not possible, person/household needs 
shelter and shelter is NOT available do a full entry into P&D 
project. 

Add service transaction for P&D screen and continue to 
work on plan for shelter



Select full assessment in Entry Edit 



Select Assessment



Complete Entry Assessment UDEs

Don’t forget other 
Household Members

Yes



Don’t forget to click “Save & Exit”



Add Service for P&D Screen

Service notes only visible 
within Service Transaction



Diversion NOT Possible Outcomes

-If shelter is found or they self-resolve do full exit from 
P&D project

-If they become unsheltered do full exit from P&D project, 
enter into CA project and complete VI-SPDAT



Complete Full Exit from P&D Project 



Exiting clients in ClientPoint

Click the pencil located under Exit 
Date to exit the client



Enter Full Exit Data
Include appropriate 
household members

Confirm 
Exit Date

Enter 
Exit 
Destination



Complete the whole Exit Assessment

Don’t forget other 
Household Members



Don’t forget to click “Save & Exit”



If unsheltered switch to Coordinated 
Assessment Project workflow



Diversion may be Possible

If diversion is possible, do a full entry into P&D project, 
add service transactions for P&D screen and prevention 
services and conduct mediation, secure resources etc to 
divert



Select full assessment in Entry Edit 



Complete Entry Assessment UDEs

Don’t forget other 
Household Members



Add Service for P&D Screen & Diversion

Auto-populates to 
your EDA mode

Add household members if 
needed



Diversion Outcomes

-If diversion is successful do full exit from P&D project
-If diversion fails, refer to shelter, do warm handoff to shelter or 
continue to work on shelter and/or self-resolution until sheltered. 
Then do full exit from P&D project
-If all diversion and shelter efforts fail and they become unsheltered 
do full exit from P&D project, enter into CA project and complete VI-
SPDAT and continue to work with clients for shelter/housing.



Complete Full Exit from P&D Project 

Click the pencil located under Exit 
Date to exit the client



Complete the whole Exit Assessment

Don’t forget other 
Household Members



If unsheltered switch to Coordinated 
Assessment Project workflow



SERVING SURVIVORS OF DV



New DV ROI

• Client’s choice what to share
• Safety planning for CE should happen before DV 

shelter refers to CE
• DV shelters refer to CE with electronic or paper 

BNL spreadsheet



RESOURCES



More HUD Guidance

• Training is NOT (unfortunately) eligible for SSO 
reimbursement.

• It IS eligible as match (it’s eligible under Admin, 
which is not in our budget)

• Assessment of eligibility IS eligible, even if you do it 
a lot (i.e. act as an access point and a lot of 
ineligible people call you)
• HUD plans to provide more guidance about 

what to do when you refer that ineligible 
person somewhere else



Other eligible cost questions?



Reimbursement form questions?
• Remember, first reimbursement requests are 

due November 30. 



QUESTION & ANSWER



Data security depends on all of us

Do not leave your computer logged in 
& unattended

Do not share passwords

Alert us when staff with access to 
HMIS leave your agency



919.755.4393 www.ncceh.org

ncceh.org/hmis
access local support for Balance of State, Wake, Durham, & Orange CoCs

919.410.6997 or hmis@ncceh.org
helpdesk for local support

North Carolina Coalition to End Homelessness
securing resources        encouraging public dialogue        advocating for public policy change

mailto:hmis@ncceh.org

