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HMIS Web User Training                                                                                         Part 3

Housing Management

In this portion of the training you will be:

· Reviewing Housing Management Fields and Screens

· Adding Houses 

· Searching for Houses

· Adding Pre-Lease Inspections

· Approving a Housing Unit

· Reviewing Waiting List/Applicant Fields

· Creating Applications

· Reviewing Personnel Fields

· Adding Non-CG People

· Occupying Housing Units

· Entering Inspections

· Reviewing Claim Information Fields

· Adding a Damage claim

· Claim Member Fields

· Linking a Member to a Claim

· Creating an Appeal

· Vacating Housing Units

· Running Reports

· Screen Printing in HMIS
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Worksheets are provided for each portion of the training.

Housing Management Fields

· Review the screens and the field definitions as they are discussed in class.  

Housing Unit:
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Notes

	

	

	

	

	

	


Lessor:
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Notes

	

	

	

	

	

	

	

	

	


Amenities: 
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Maintenance History:

Maintenance History Tab is located on the “House Detail” page of HMIS.  Use of this tab is mandatory, although most useful for those smaller housing sites without in-house Facility Engineering staffs.  The tab lists serial numbers, and purchase/replacement dates for various items.  The tab will act as a basic tracking and budget management tool for the cyclic high cost appliances, systems, flooring and paint-outs.  We do not intend for this tab to replace the maintenance assessment form in COMDTPUB 11101.21.
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ERA DATABASE LINK: 


 The ERA Database allows AHO's oversight of environmental health hazard inspections and maintenance scheduling.  The goal is to have all CG owned housing be free of environmental health hazards such as lead based paint and asbestos by the year 2013 through divestiture and backlogged abatement projects.  An aggressive O&M plan has to be enforced.  This database is our tool to assure these plans are being implemented and we are providing safe housing for our families.  A link is now available to the Environmental Risk Assessment (ERA) database.  Use of this database is mandatory.

From the HMIS Main Menu, select Housing Unit Management, then select ERA Complex / Unit Information.  This will take you to the ERA Housing Information screen that will provide a description of the ERA Application and provide you with a USERNAME and PASSWORD to access the application after the link has been selected.
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Provides a Link to the USCG Family Housing Intranet Application where the
user can select from a list of Family Housing Complexes and get ERA
Abatement Information on that complex and the units within it.

ERA Housing Link
Use the USERNAME and PASSWORD provided below to gain access to the application after the link is
selected
USERNAME:
cehousing
PASSWORD:
hauser

Return to Housing Uit Management Menu






TRAINING EXERCISES:
Adding Government Owned Houses

· Government Owned Housing Unit has three screens: housing unit, amenities, and maintenance history.

· Both the housing unit and amenities screens must be completed before you will be allowed to save.

· Each of you will add 3 owned housing units.

· Use the data provided on Housing Information Worksheet (see page 22-23) to add your housing units.

· Information that is not provided, use your imagination.

· After adding your housing unit click save.

Adding Government Leased Houses

· Government Leased Housing Unit has three screens: housing unit, lessor and amenities.

· All must be completed before you will be allowed to save.

· Each of you will add 2 Leased housing units.

· Use the data provided on Housing Information Worksheet (see page 22-23) to add your housing units.

· Information that is not provided, use your imagination.

· After adding your housing unit click save.

Adding Government ISSA Houses

· Government ISSA Housing unit has three screens: housing unit, lessor and amenities.

· All must be completed before you will be allowed to save.

· Each of you will add 1 ISSA housing unit.

· Use the data provided on Housing Information Worksheet (see page 22-23) to add your housing units.

· Information that is not provided, use your imagination.

After adding your housing unit click save.

Searching for Housing Units

· Click on the drop down menu to select a Search choice.

· Click on Address.

· Click Search.

The results of this search will give you all of the houses that have been created during training.

A better way to search for is the wild card and the matching field.  Use these tips as your instructor moves you through searching.

Using Matching
· Click on the drop down menu to select a Search choice.

· Click on Address.

· Enter 1234 YOURNAME as you entered in class.

· Click search.

Other examples are:

	Search Choice
	What You Can Input in Matching:

	City
	Reston

	Last Name of Occupant
	Smith

	Zip Code
	00001


Using Wild Cards

· Practice using the various wild cards to find your Housing Units.

	
	Expression
	Entry Description
	Result

	%
	%Vegas
	Retrieves a listing of housing units with 'Vegas' in its city.
	Las Vegas

	
	Fair%
	Retrieves a listing of housing unit with cities beginning with 'Fair'
	Fairfax

	
	Lee%u%
	Retrieves a listing of housing units with cities beginning with 'Lee', but also having 'u' in its name.
	Leesburg

	
	Allen%t%o
	Retrieves a listing of housing units with cities beginning with 'Allen', but also having a 't' and an 'o' in their name.
	Allentown

	_
	_g
	Retrieves a listing of housing units with cities that have the letter 'g' in the name.
	Great Falls

	[ -]
	[a-c]
	Retrieves a listing of housing units with cities that have at least one of the letters 'a-c'.
	Ashburn

	[aaa]
	[abc]
	Retrieves a listing of housing units with cities that have at lease one of the letters in the set 'abc'.
	Charlotte

	^
	[^a-d]
	Retrieves a listing of housing units with cities that do not have any of the letters 'a-d' in it.
	New York

	
	[^uvwxyz]
	Retrieves a listing of housing units with cities that do not have any of the letters in the set 'uvwxyz'.
	Atlanta


Adding Pre-Lease Inspections

· Typically an inspection cannot be performed on a housing unit in HMIS until it is approved.



· The exception to this is the PRE-LEASE INSPECTION.

· Follow along with the instructor to complete pre-lease inspections on your two leased housing units.

The following fields are found on the inspection screen:

· Type of inspection.

· Date of the Inspection.

· Time of the inspection (24 Hour Clock).

· Name of the inspector (full name not initials).

· Appropriate inspection remarks.
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Approving A Housing Unit

(AHA ONLY)

· Housing Units must be approved in HMIS before they can be occupied.

· Only AHO/LHCO should approved a Housing Unit.

· An HU# should be entered just prior to approval.

· Once approved a housing unit becomes part of the inventory.

· Use these steps to approve a Housing Unit.

Review all data entry.

If correct, enter Hu#.

Click Approve.

Applicant/Waiting List fields

· Follow along on the screen as the following fields are discussed.


	WL Priority
	Indicates the priority (if any) that the member has on the waiting list.

	 
	Flag & Command Quarters

Key & essential personnel

Deploying Personnel
	Special Needs

Normal 

Other Services

	WL Class
	Indicates the Class of Housing the Member is on a waiting list for.  This is selected by clicking on the down arrow and selecting either: Owned, Leased or ISSA; or Both Owned and Leased.

	WL Type
	Indicates the Type of housing the applicant qualifies for.  Is selected by clicking on the down arrow and selecting either: Family or Unaccompanied.

	WL Qtrs Designation
	Same as Housing Qtrs Designation, an entry is selected here if the applicant will be occupying Owned Designated Quarters.

	 WL OPFAC
	Is the OPFAC of the LHA who maintains the waiting list and manages the housing units.

	Need Date
	Date Housing is Needed as it appears on the Housing Application.

	Control Date
	Date of receipt of the Housing Application or if member has not arrived yet, a date that is no more than 35 days prior to anticipated arrival date.

	Exemption 
	Indicates if applicant, although not qualified for housing, has been granted an exemption.  Selections are made as follows:  Individual: if the applicant has been granted an exemption waiving eligibility requirements for leased housing.

Blanket: if the applicant is among a specific paygrade that has been granted a blanket waiver for eligibility requirements for leased housing.

	Expiration Date
	 If an exemption was selected, enter the date the exemption expires.

	Conv. Move


	Indicates that this application is for a convenience rather than PCS Move, click the down arrow and select the reason for the convenience move.

	Special Needs
	Clicked only if special needs requires special housing needs, such as wheelchair access, etc, otherwise leave blank; text box provides space for explanation.  ONLY items related to housing should be entered here.  Examples of housing related special needs are: wheelchair accesses; ground level only; etc.

	On Hold
	Clicked to indicate that a member has been placed ON HOLD on the waiting list rather than being removed.

	Remove Code
	Code to describe why a person is removed from a waiting list.

	Remove Remarks
	Remarks section to explain why a person is removed from the waiting list.



	Sched In Date
	Date housing officer anticipates a house will be available for member.

	Sched Out Date
	Date Member anticipates move out.

	Est. Arrival Date
	Date Member anticipates arrival at new duty station.

	Sched In Address
	Address of anticipated housing unit.   NOTE:  This may or may not be the actual housing unit assigned.

	Keys Issued
	Number and type of keys provided to occupant.

	New Duty Station
	Duty station where the member will be reporting to.

	New Duty Station Phone Number
	Phone Number of new unit.

	Home Phone
	Members Home Phone Number.

	Work Phone
	Member’s Work Phone Number.

	DOD File Date
	Date Member applied for housing with DOD.

	On Promotion List
	Indicates the applicant is on list for promotion.

	Civilian Hsg Waiver
	In the event that Housing becomes mandatory the member request a waiver to live on the economy.  This is from the housing application. 

	Spouse Resides with Member
	From PDS.

	Spouse – pregnant
	Click if appropriate and enter anticipated delivery date.

	Smoker
	Used for Barracks only.

	Pets
	Click if applicant has pets.

	Pets/Description
	Enter descriptions of pets.

	Weapons/
Descriptions
	Check the box if applicable and enter the descriptions of weapons.


Creating an Applicant

· You will be provided a list of personnel to use for this next exercise.

· The personnel are extracted from the training database therefore the personnel information MAY or MAY NOT be current.

· Use the steps below to create applications for owned and leased units.

	NOTE
	This step is required before a person can be assigned.  A member can live in one house and have only one additional application.  This allows for those persons still in housing in one duty station to submit an application for housing in another duty location.

	Procedure
	Follow the steps listed to below to create an application. 

	Step
	Action

	1
	Select Personnel/Applicant from the Menu.

	2
	Click Search for Personnel. 

	
	Search for the Person (from the list provided) by Last Name.

	3
	Click to the Link for the Person.

	
	The Personnel Information Screen will appear.

	
	Ensure this is the correct Person, if it is not -perform another search.

	4
	Click on the ‘Application/Waiting List Information Tab’.

	5
	Enter the data as provided in the Waiting List/Application Related Data entry Worksheet.

	6
	The application page MUST match the House that the member is being placed in.  Rules are as follows:

The Waiting List OPFAC must match the LHO OPFAC of the Housing Unit .

The Housing Class must match.

The Housing Type must match.

Bedroom number of Application must equal the bedroom number if the housing unit is a family; otherwise it should be one.

	7
	Click Save.


Adding a DOD Applicant

· If you have a NON-Coast Guard applicant, you must first add that person to HMIS.

· The application is then created identical to a Coast Guard members’ application.

Personnel Fields 

· Before a person can be occupied in any Housing Unit, they must be in HMIS.

· HMIS contains only Active Duty Coast Guard personnel.

· Non-Coast Guard personnel may be found within HMIS if previously entered.

· Before a housing unit can be occupied, an application must be created.

· Before an application is created you must understand the personnel fields.

· Review the screen and the field definitions as they are discussed in class.

· Do not add any Personnel.  

	SSN
	Social Security number 

	Last Name
	Last name of the person

	First Name
	First name of the person

	MI
	Middle Initial

	Suffix
	Additional info such as Jr., Sr., III

	Sex
	Gender; male or female

	DOB
	Member's date of birth

	Marital Status
	Marital Status of the member

	Spouse in Service
	Checked if Spouse in Service

	#of Dependents
	Number of dependents

	Rank
	The member’s rank

	Pay Grade
	The member’s paygrade

	BAH Code
	Code used to describe BAH status

	Amount
	Amount of BAH entitled to [NOTE: this is not downloaded]

	Unit
	Coast Guard Unit assigned to; IF non-Coast Guard – enter unit of the LHA managing the housing units

	Report Date
	Date reported to Unit

	Rotation Date
	Date anticipated to rotate

	Service Code
	Service Code; users may not select Coast Guard 

	Extend Date
	Date an extension was approved to remain at current duty station
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Coast Guard personnel data in HMIS is updated daily by OSC from the Electronic Data Warehouse.  Data that is incorrect should be handled 
              by PERSRU.  [HMIS Training database is not real-time].

Occupying a Housing Unit

· Use your Assignments, Inspections, & Terminations Data Entry Worksheet (see page 24-26) to occupy your housing units.

	Procedure
	Follow the steps listed to below to Occupy a Housing Unit.

	1. Search for the House.

2. Click on the Link to the House.

3. Select Options.

4. Select Bedroom Occupant.


NOTE:  If house is Unaccompanied, first select the Bedroom number

that you want to occupy.

5. Select Applicant Search.

6. Click on search.

7. You will get a list of Applicants.  From this list, select the Applicant that you are placing in the housing unit.

8. Once selected, the applicant information will be tranferred to the Housing Unit Occupant Screen.

9. Enter the In Date.

	10. Click SAVE.


CAUTION:  Once you click SAVE, you cannot change the IN DATE.

Make sure this date is CORRECT before clicking SAVE.


Entering Occupant Inspections


· Five type of inspections may be entered for an OCCUPIED housing unit.

· The Check-in and Checkout Inspections must be entered before an Occupant can be vacated.  

· Inspection information should be entered as quickly as possible after completed to maintain integrity and validity of HMIS data.

· The six types of inspections are:

· Check In

· Annual 

· Pre-Check Out

· Check Out

· For Cause

· Other

· You must enter the "Fire Evaluation" inspections in HMIS as "OTHER" under Type of Inspection.  Inspection Remarks section shall include evaluation score.
· You must enter ERA inspections and any findings in the ERA housing database.  You may access the ERA database through HMIS (see page 6).  

· Complete Inspections for the housing units that you just occupied.

Claim Information Fields

· Claim and recoupment data is captured in HMIS for owned, leased, ISSA and UPH housing.

· Review the screen and the field definitions as they are discussed in class.

· Do not add any Claims.

	Field Definitions
	The following is a listing of the fields and their definitions.  Note – the definition is adjusted according to Class of Housing.

	Claim Date
	Owned 
	The date it was discovered that there was a damage claim again the member.

	
	Leased
	The date on the letter from the lessor indicating they were submitting a damage claim.

	Received Date
	Owned
	Date a claim was discovered.

	
	Leased
	The date on the letter from the lessor.

	Claim Amount
	Owned
	Amount determined by the LHO that would be required to repair damages.

	
	Leased
	Amount requested by the Lessor.

	Reason for Claim
	Typical reasons why damages occur.  Click on the drop down box and select the appropriate reason.

	Claim Remarks
	Remarks pertaining to the damage claim.

	Settlement Date
	The date that all payment issues have been settled; i.e., lessor has been paid for leased housing.  Date all paperwork has been submitted for payment.

	Settlement Amount
	Leased
	The amount determined to be appropriate for payment to the lessor and as provided in the LHCO’s final decision.

	
	Owned 
	The amount determined to be appropriate for payment by the member for damages. 

	Settlement days
	System generated amount of processing days from the date received to the settlement date.

	SF30 to FINCEN
	Date that all payment processing paperwork is submitted to the FINCEN.

	Damage Remarks
	Remarks pertaining to the damage claim.

	Reopen Date
	Date that this claim is reopened (after being closed).

	Approval Date
	Date that this claim was determined to be a valid claim; Critical field - must be approved to count on reports.  AHO staffs approve Leased & ISSA housing claims; LHO or AHO staffs approve Owned Housing Claims.


Adding a Damage Claim

· The following instructions are to add a damage claim.

	1. Search for the House.

2. Click on the Link to the House.

3. Select Options.

4. Select Claims.

	You will be prompted as illustrated below, Click on New Claim.
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	5. Enter the information as discussed.

6. Click Save.


Claim Member Fields

· To link a claim with a member, a claim member must be created.

· Follow along as the following fields are discussed:

	Purpose
	This section describes the screen and the fields for Claim Member.

	Field Definitions
	The following is a listing of the fields that appear above.  



	Liability Amount
	The amount that the member is liable to pay for damages.



	Demand Date
	The date of the letter sent to the member stating the amount of the damages and the members obligation to pay.

	Payment Type
	The method of payment for the member.

	Payment Status
	Status of the member’s payment.

	Member Settlement Date
	The date that all payment paperwork has been submitted and the member has either paid or is paying by allotment.

	Member Settle Amount
	The Final Amount that the member pays the government.


Adding a Claim Member to a Claim

· Use the following instructions to link a claim member to a claim.


	Procedures


	Follow the steps listed to below to add a Claim Member and link the member to a damage claim:

	1. Search for the House.

2. Click on the Link to the House.

3. Select Options.

4. Select Claims.

5. Click on the Link to the Damage Claim.

6. Click on members.

A message will appear indicating THERE ARE NO MEMBERS ASSOCIATED WITH THE CLAIM.

7. Click New member.

A claim member search screen appears.  

8. Click on Last Name, enter the last name of the person responsible for this claim.

9. Select either: 

· Search by Housing History if the person is in HMIS History or

· Search by All Housing if the person is not in HMIS History.

10. Click Search.

11. Enter the following information:

· Liability Amount

· Demand Date

· Payment Type

· Payment Status

· Member Settlement Date

· Member Settle Amount

12. Click Save to save the record.



Adding a Tenant Appeal
· Use the following instructions to create a tenant appeal.


	1. Search for the House.

2. Click on the Link to the House.

3. Select Options.

4. Select Claims.

5. Click on the Link to the Damage Claim.

6. Click on the Recoupment Tab.

       Tenant Appeal Information Screen appears, Click New Appeal.

	7. Enter the following information:

	· the date of the members appeal, 

· select the member from the drop down box, 

· enter in the amount that is finally settled for the member to pay.

	8. Click Save.


Vacating a Housing Unit

· Use the following instructions and Assignments, Inspections and Terminations Data Entry Worksheet (see page 24-26) to vacate housing units.

·  Prior to vacating a housing unit, all inspections must be complete.

	Procedure
	Follow the steps listed to below to vacate a housing unit:

	1. Search for the House.

2. Click on the Link to the House.

3. Select Options.

4. Select Bedroom Occupant.


NOTE:  If house is Unaccompanied, first select the Bedroom number that 
           you want to vacate.

5. Enter the Out Date - the date the member actually moves out of housing; this cannot be in the future.

	6. Enter the Reason why the Housing Unit MAY remain vacant.  Select from the reasons below, which include choices, appropriate for Owned, Leased and Barracks.  These choices are critical to management of vacancy - make sure you select the appropriate reason.

	
	· Male Unaccompanied Bed/Bedroom Vacant

· Female Unaccompanied Bed/Bedroom Vacant

· Awaiting PCS Member

· Reserved for member already on board

· Lease being Canceled

· No eligible applicants

· Damage Assessment or Renovation 

· Major repairs or renovations 

· Inadequate
	· Reserved for Key/Essential Personnel

· Diverted to UPH

· Diverted to Other Use [Enter remarks to explain]

· Awaiting entry approval

· New lease

· Change of occupancy maintenance

	7. Select the reason why the member is moving out:

	
	· Lease Discontinued

· PCS

· Service Separation

· Death of Member

· Loss of Dependents

· Member Request
	· Convenience Move, Member Request

· Convenience Move, Government Request

· Eviction

· Phase Out

· Abandon

· Inadequate

	8. Enter the Out Date - NOTE it cannot be changed.

9. Click Vacate to clear the quarters or Cancel if you do not want to clear quarters.


Housing Information Worksheet

· All start dates need to be at least 2 years in the PAST.

· Put your last name in the address line.

· Put your last name in the City .

	1.  HU #:


1 owned family 3 br applicant


	address:  1234 YOURNAME Street example:  1234 PETERSEN Street, Your City:  JENNVILLE; State, Zip; County:  CD Code – 01; 

3 bedrooms, 2 baths, 6 total rooms, 1500 square feet

built in 1987; Government owned family house

Start Date:  Sept 1, 1987; Amenities:  Smoke Detector, Stove, Refrigerator, 2 assigned parking spaces, pets allowed – no more than two, Carbon Monoxide Detector, all carpeting

	2.  HU #:


1 owned family 3 br applicant

	address:  2341 YOURNAME Street; city:  YOURCITY, State, Zip, County:  CD Code – 01

3 bedrooms, 2 baths, 7 total rooms, 1500 square feet

built in 1992; Government owned family, duplex

Start Date:  Sept 1, 1992; Amenities:  Hardwired Smoke Detector, Stove, Refrigerator, 2 car detached garage, pets not allowed, Carbon Monoxide Detector, carpeting and tile

	3.  HU #:

4 owned unaccomp 1 br apps

	address:  3412 YOURNAME Street; city:  YOURCITY, State, Zip, County: CD Code – 01

4 bedrooms, 3 baths, 7 total rooms 1799 square feet

built in 1979;  Government owned unaccompanied house.
Start Date:  Sept 1, 1979; 

Amenities:  Hardwired Smoke Detector, Stove, Refrigerator, 2 car attached garage, plus two additional assigned parking spots, pets allowed: no pit bulls, Carbon Monoxide Detector, hot tub, and sauna.

	4.  HU #

1 ISSA family 3 br applicant
	address:  4123 YOURNAME Street, city:  YOURCITY, State, Zip, County, CD Code – 01;  Complex: Beal Air Force Base.

3 bedrooms, 2 baths, 6 total rooms 1500 square feet;  ISSA house, started April 6, 1999;  rent = $826;  Lessor name:  Beal Air Force Base; Lessor is owner;  
Correspondence address:  Commanding Officer

                                             Housing Officer 

                                             1342 West Division Dr.

                                              Beal AFB, NV 98654
Emergency POC: SGT Frank Miken, Tel. #:  617 123-1222 Amenities:  Hardwired Smoke Detector, Stove, Refrigerator, 


	5.  HU #:

1 leased family 3 br applicant

	address:  4123 YOURNAME Street, city:  YOURCITY, State, Zip, County, CD Code – 01;  Complex: Oakbrook Apts.

3 bedrooms, 2 baths, 6 total rooms 1500 square feet;  Government leased family apartment, started April 6, 1999;  rent = $800, utilities = $150;  Lessor name:  Oakbrook Mgmt; Lessor is agent for owner: Mr. Samuel Smith, tax id-code 11-999999, Power of attorney on file at AHO office, Payment: DIRECT DEPOSIT;  
Correspondence address:  1555 Pickle Street

                         Sandwich, MA 12345

Emergency POC:  Ms. Jack Inbox, Tel. #:  617 123-1222 Amenities:  Hardwired Smoke Detector, Stove, Refrigerator, 2 car garage, pets not allowed, Carbon Monoxide Detector. 



	6.  HU #:


3 leased unaccomp 1 br apps

	address:  4123-A YOURNAME Street; City:  YOURCITY, State, Zip, CD Code – 01; County.  
3 bedrooms  2.5 baths, 6 total rooms;1500 square feet

Government leased unaccompanied apartment; started August 6 1996, rent = $850, utilities = $100

Complex:  Shiny Brook; Lessor name:  Shiny Brook Corporation, TAX ID CODE 11-999999, Lessor is agent for owner: Mr. Horace Mann, Power of attorney on file at AHO office

Payment made to Mr. Horace Mann, DIRECT DEPOSIT 
Correspondence address:  1555 Olive Street

                          Pickle, MA 12345

Emergency POC:  Ms. C. Stuffing; Tel. #:  617 123-1229

Amenities:  Hardwired Smoke Detector, Stove, Refrigerator, 2 assigned parking spots, pets not allowed, Carbon Monoxide Detector


Assignments, Inspections, and Terminations Data Entry Worksheet

All dates should be at least 2 years in the past.

· Write down the Last Name and the Social Security Number of each member you use.
· You will need a total of 10 applications.
· For all occupants of owned housing, check the box for environmental disclosure.
	House 1

1 owned family 3 br applicant
	APPLICANT’s NAME & SSN:

In Date:  February 1, 1998                 Out Date:  March 2, 2000

Check In Inspection:  February 1, 1998 

Check Out Inspection:  March 1, 2000

	House 2

1 owned family 3 br applicant
	APPLICANT’s NAME & SSN: 

In Date:  January 18, 1998            Out Date:  May 16, 2000

Check In Inspection:  January 18, 1998

Check Out Inspection:  May 12, 2000

	House 3

4 owned unaccomp. 
1 br apps
	APPLICANT ONE NAME & SSN: 

In Date:  January 18, 1998                 Out Date:  June 27, 2000

Check In Inspection:  January 18, 1998

Check Out Inspection:  June 26, 2000

APPLICANT TWO NAME & SSN:   

In Date:  February 18, 1998                Out Date:  May 10, 2000

Check In Inspection:  January 18, 1998

Check Out Inspection:  May 9, 2000

APPLICANT THREE NAME & SSN:

In Date:  March 18, 1998                     Out Date:  July 10, 2000

Check In Inspection:  March 18, 1998

Check Out Inspection:  July 10, 2000

APPLICANT FOUR NAME & SSN:

In Date:  March 27, 1998                  Out Date:  June 15, 2000

Check In Inspection:  March 27, 1998

Check Out Inspection:  June 13, 2000


Assignments, Inspections, and Terminations Data Entry Worksheet con’t.

	House 4

1 ISSA family 3 br applicant.
	APPLICANT NAME & SSN

In Date:  1 June 1998           Out Date:  June 21, 2000

Check In Inspection:  1 June 1998

Check Out Inspection:  June 18, 2000



	House 5

1 leased family 3 br applicant.
	APPLICANT NAME & SSN

In Date:  1 June 1998           Out Date:  June 21, 2000

Check In Inspection:  1 June 1998

Check Out Inspection:  June 18, 2000



	House 6

3 leased unaccomp. 1 br. apps
	APPLICANT NAME & SSN: 

In Date:  May 1, 1998               Out Date:  September 20, 2000

Check In Inspection:  May 1, 1998

Check Out Inspection:  September 18, 2000

APPLICANT TWO NAME & SSN:

In Date:  June 1, 1998            Out Date:  August 18, 2000

Check In Inspection:  June 1, 1998

Check Out Inspection:  August 17, 2000

APPLICANT THREE NAME & SSN:

In Date:  June 1, 1998               Out Date:  July 13, 2000

Check In Inspection:  June 1, 1998

Check Out Inspection:  July 12, 2000




Reports & Report Tool Bar

	Description
	All reports are displayed on the screen with a Report Tool Bar with options to browse through the report, print the report, change printers, search for data, change the view size and export the report to an external file. 
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Report Toolbar Display Example
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	Clicking on the left or right arrow moves from page to page in the on screen report
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	The center ‘1 of 1+’ displays how many pages are in the report
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	Clicking on Printer prints the report to the default printer
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	Clicking on Printer setup sets up printer configuration, changing printer, etc

	[image: image15.png]Fle Edt View Favoites Iook

Help

J ] A ‘ Q Gi 3 ‘ K
bk ot S Rdieh  hme | sach  Fawis iy
| Ackdress [&] htp/hmis osc uscg mivHousingniHousngUni_MairMern osp =] @60 ||Lins »

HMIS Housing Unit Management Menu

Active House / Lease Information

Print Lease

r Modification

View Housing History.

ncel Lease

Return to Main Menu

&1 Done

[ [ [T Local intanet

NI






	Clicking on Lightning bolt refreshes report 
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	Clicking on Envelope sends the report to a file.
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	Clicking on the arrow next to the Zoom Control box , then  clicking the page %’s zooms the report in the screen window.
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	Typing in search criteria in the space provided and then clicking the binoculars finds the search criteria within the report
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	Displays total Records of the report are on the current screen.


Printing Screens from HMIS

To print a screen in HMIS you need to look at whether or not there are tabs on the screen.
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If the screen looks like this:[image: image21.png]



All you need to do is hit the print button in your browser and it will print out just the way it looks.

If the screen looks like this:
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You need to press the ALT and the print screen buttons on your keyboard simultaneously.  Then open up a Word document or a blank e-mail and then hit the paste button in the application.  The screen copy will be pasted in the document and you can just print it off from there.
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