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Assigning Additional Units to a Household in
Family Shelter v2- HMIS Job Aid

This job aid will demonstrate how to assign additional units to a household that is being enrolled. Family shelter
programs that have the ability to change their configuration based on the size of the households enrolled will be
able to add additional units to larger household so the unit availability is correct in HMIS.

This job aid was updated in 2025 to reflect the new Units screen and unit management functionality. For more

information on the Units screen navigation and functionality, please see the Unit Screen and Unit
Management job aid.

Assigning Additional Units

Log into HMIS and select the Projects hyperlink on the upper right screen.

Select the family shelter project:

Projects

Search Projects

Displaying 14 of 14 recards = Filters |

Navigate to the Units screen and select a vacant unit.

In order to assign an additional unit to a larger household, the user must ensure that a unit in the project is open to
‘accepting a referral’ and must change a vacant unit’s status accordingly.
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Project = Close Green Grass Emergency Shelter > Units
Green Grass Emergency Units

Shelter

Project Type )

Emergency Shelter - Entry Exit Capacity

Organization Total Units: 5 Vacancies: 3

Blue Sky Organization

Project ID 31d87.. 1) Households without Children Total: 5 + Occupied: 2 + Vacant: 3

Organization ID 42049f.. [

@ Occupied  Vacant

Overview
Enroliments Manage Units
Assessments
Displaying 5 of 5 units m Columns (1) = Filter
Services
§ § Client ferral
Current Living Situations [J  unitType UnitID Unit Group Occupancy Occupants Referral Status.
Bed Nights Households without sooyss  Households without ccued Lars Urich Not Accepting
i rs Ulri
Children Children ccupie ars e Referrals
Referrals
CONFIGURATION O Households without 200783 Households without Vacant Accepting Referral
e Children Children ac ccepting Reterrals
Units
Households without 200784 Households without v A Referral
Inventory (] Children Children acant ccepting Referrals
Funders [ Householdsuithout Jogrgs  Households without Jacant Accenting Referral
n T
Children Children ac ccepting Reterrals
CoCs
HMIS Participation Households without Households without . Not Accepting
Children 200786 Chigren Occupied  Shiley jones Referrals

CE Participation

y

By default, an unoccupied unit will have the status “Not Accepting referrals.” Family shelter projects with the
ability to assign additional units to larger households must change the unit/s status to be ‘Accepting

referrals” in order to add an additional unit to an enrolled household.

Views Unit
Houssholds withouwt Households without
200720 Vacant + cransing Befarr
Children ! Children Start Accepuing Referrals
View Unit Group
H-:i.l..ss holds without 20078+ I:c-.usel'c ds without Vacant
Children Children Referrals "

To change a unit’s status from “Not Accepting referrals” to “Accepting Referrals,” select the unoccupied unitin
the grid. Click the three-dot symbol at the right of the row; a small menu will display. Select the option to “Start
Accepting referrals”.

Viesw Linit
Households with

M
2005921 Households with Children Vacant i
Children nd >trtAccepting Referrals

View Unit Group

L s mlmm Ll v il Blm v vaiie s

Navigate to the Enrollments screen and select the household who needs additional units assigned:
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Enrolliments

View enroliments by Search Clients
2 Households | & Clienss
Displaying 3 o7 3 records = Rikers() ¥ sort
Clients Relationship to HoH Status Enroliment Period Househald ID

Chilg 09/07/2023 -

@0
a2 (2
Self Hok) @ o 0340772023 - Ongaing
Self (HoH) 49 open 09/01/2023 - Orgaing. S
ac73beC
chiia D open 0340172023 - Ongeing
Self (Hok) 4 Open 0940112023 - Ongoing

Spause or partner 09/01/2023 - ]

chi D open 0310112023 - Ongaing

You will be navigated the household’s Enrollment Details screen. Select the pencil icon next to the Unit
Assignment.

Select the additional unit/s the household is occupying and click Save:

Unit Assignment X

Uniit Assignment
255 Shelter Family (ID: 33) X - ]

Mass Shelter Family {ID: 33) Assigned 1o Household

Mass Shelter Family (ID: 34) .

iy (ID: 167)

Unit Assignment X
Unit Assignment
Mass Shelter Family (ID: 1 58]{ X - l
Cancel Save

For more information...

For assistance, please contact the Allegheny County Service Desk at dhs-servicedesk@alleghenycounty.us or call
412-350-HELP (4357). Select Option 2 for the DHS Service Desk.

To access Service Desk Plus, go to: https://dhs-servicedesk.alleghenycounty.us/

9/2025 ASSIGNING ADDITIONAL UNITS FOR FAMILY SHELTERS — HMIS JOB AID 3 OF 3


mailto:dhs-servicedesk@alleghenycounty.us

