
Coordinated Entry HMIS Guide 
An effective coordinated entry process evaluates and connects those most in need in the community with 
the most appropriate available resources for their situation as swiftly as possible–the process should be 
low barrier, housing first oriented, person-centered, and inclusive. 
 
In the coordinated entry process clients are assessed by a standardized survey at the point of entry and 
are prioritized accordingly.  We use HMIS as part of this process.  The system is used to store assessment 
data, run reports, and make referrals.  This guide will explain the Coordinated Entry referral process in 
regards to HMIS. 

Making a Coordinated Entry Referral in HMIS 
[Emergency Shelters & Outreach Teams] 

1. Perform a typical HMIS Entry.  Include an ROI, Entry Assessment, and any Household members if 
needed. 

a. Clients on the RRH waitlist MUST have an open Entry in the Entry/Exit tab 
2. In the Assessment Tab find the “Coordinated Entry for Singles and Households (2016)” 

assessment and click submit. 
 

 
 

3. Fill out the top of the assessment with client location, contact info. disability and homeless 
history. These questions are important to determine program eligibility. 

4. Select the appropriate Scoring Tool and fill out the survey with the client’s answers. 
a. Single individuals = VI-SPDAT 2.0 
b. Families with children under 18 = VI-F-SPADT 2.0 
c. Unaccompanied Youth (18-24) = TAY-VI-SPDAT 

 

 
 
 
 



5. Answer if the client is looking for housing = ‘Yes - meet HUD homeless definition’ or ‘Yes - Do 
not meet HUD homeless Definition’. This indicates that the client needs assistance for housing, 
and whether or not they are currently homeless and eligible for CoC programs, or looking for 
other non-CoC housing. We also recommend that you only answer Yes if this client can be 
reached again. If the assessment location is not a shelter, please record client’s contact 
information in the comments section in order for housing providers to contact them.  

6. Answer if they are RRH eligible. If a client scores between a 4-7 on the survey tool,they are 
automatically added to the RRH referral list.  However if your client scored higher than 8 and 
does not have a disability OR if you think they would do well in RRH instead of needing PSH you 
can also answer ‘Yes’ to add them to the referral list.  Contact HAWNY if clarification is needed. 

Receiving a Coordinated Entry Referral through HMIS 

Permanent Supportive Housing Providers 
➔ Your referral will come from Skylar Diamond at Matt Urban or Tracey Johnson from Erie County 
➔ To see where your client stands in the waitlist, please run “Coordinated Entry - High VI Score”* 

in ReportWriter 
 
RRH Providers 
➔ Families & Households 

◆ Run the "Coordinated entry waitlist for families-RRH"* report in ReportWriter 
➔ Singles 

◆ Your referral comes from Thanh at RSI.  Or you can run the “Coordinated Entry Waitlist 
for Singles RRH"* report in ReportWriter 
 

Youth Providers 
➔ Run the "Coordinated entry waitlist for youth RRH-TAY-SPDAT"* & "Coordinated Entry Waitlist 

for Youth RRH"* reports in ReportWriter 
 
* Note: Due to visibility and sharing agreements not everyone will be able to see every client on each 
report. If you want to verify a client is on a coordinated entry list or would like the list for referral 
purposes please contact HAWNY. 
 
Once a referral is received and accepted, in the client’s “Coordinated Entry for Singles and Households 
(2016)” assessment change the “Looking for Housing” question from ‘Yes’ to "Referred to 
agency/pending for housing" and later should be changed to “Housed” when applied. You should also 
add the date the referral was received as “Referral Date”.  
 
 
 
 
 
 
 
 
 
 
 
 



How to use ReportWriter 
 
ReportWriter is a customizable reporting tool.  You can find it in the Reports section of HMIS under 
Custom Reports. 
 

 
 
 
The reports are organized alphabetically.  To run each report, click the magnifying glass icon.  A client list 
should populate based on the data entered in HMIS.   
 
If you need guidance on how to run these reports please contact HAWNY. 
 

 
 
 


