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Units Screen Navigation and Unit Management  
HMIS Job Aid 

This job aid will walk through how to navigate and use the information displayed on the Units screen. 
 
It will demonstrate how projects that receive referrals through Coordinated Entry and Invite-Only projects will 
use the Unit screen to indicate they are ready to receive referral/s. 
 
It will walk through how direct entry projects can indicate unit/s are open and ready for a client or household 
to be enrolled.  
 

 
Log into HMIS and select the project. Once the user has selected the project, to navigate to the Units screen, 
select the Units button on the lefthand pane 
 

 
 
 
 
 
 
 
 
 
 

 Units Screen Navigation 
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On the Units screen, the project’s capacity will be displayed along the top.  
 
The Capacity section will show the project’s total units, the number of occupied units, and the number of vacant 
units, along with a visual bar showing occupancy vs. vacancy for each of the project’s unit types. 
 

 
 
Please note: Units are determined by a project’s contract, and for non-contracted projects, by agreement with 
OCS at the time of project start. Unit capacity is managed and maintained by DHS.  
 
 
The Units section will display the following information for each all of the project’s units: 
 

• Unit type (Households with Children, Households Without Children, bedroom-size units if applicable) 
• Unit ID (a system-generated ID for each unique unit) 
• Unit group (the grouping of each unit type) 
• The occupancy status of the unit 
• Client occupants (if applicable) 
• Referral status of the unit 
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The Column button at the top right of the Units grid will allow the user to choose to display client occupants of 
occupied units.  
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The Filter button at the top right of the Units grid will allow the user to filter the project’s Units grid by occupancy 
status (vacant or occupied) and by unit type.  
 

 
 
The Unit Groups listed on the right side of the unit screen display each of the unique unit types associated to the 
project. 
 

 
 
Select a unit type to display a filtered view of that unit type’s units, and other configuration information. This 
information is read-only for provider users. 
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By default, an unoccupied unit will have the status “Not Accepting referrals.”  
 
Projects must change the unit/s status to be ‘Accepting referrals” in order to work with clients in HMIS.  
 
Projects that receive referrals through Coordinated Entry must update a unit’s status to indicate to the DHS 
Homeless Resource Coordination team that they are ready to work with a new referral.  
 
Please note: similarly to the former process of requesting referrals when the project had vacancies, please 
only indicate that unit/s are available if you have the capacity to work with that number of new referrals.   
 
Invite-only projects must update the unit’s status for DHS staff to admin-assign a referral to the project. 
 
Direct entry projects must update their unit’s status to enroll a client directly.  
 

 
 
To change a unit’s status from “Not Accepting referrals” to “Accepting Referrals,” select the unoccupied unit in 
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”. 
 
 

 
 
 
 
 
 
 
 
 
 

  How to Mark a Unit “Accepting referrals” 
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Providers, especially direct entry users, may find they need to mark multiple units available at the same time to 
enroll several households at once.  
 
Note: If projects that accept referrals from Coordinated Entry find they have a large amount of simultaneous 
vacancies, they should mark a maximum of three units available (per week) and they should let the 
Homeless Resource Coordination team/OCS staff know.  As units begin to be assigned to households – 
please feel free to change additional units to accepting referrals. 
  
In order to mark units available en masse, users can select the checkbox that displays to the left of each vacant 
unit on the unit screen.   
  
  

                               
  
If the project has multiple unit types, users will need to select the unit group (the unit group displays all the units of 
the same type in the project) to be navigated to the View Unit Group screen.  
  
In the View Unit Group screen, select the associated checkboxes to the number of units to be made available.  To 
mark all unoccupied units available, select the checkbox to the left of the Unit Type column at the top of the grid.  
  
Once the user has selected the units to be made available, the Start Accepting Referrals button will display at the 
top of the screen; select the button to mark the units available. 
  
 
 
 
 
 
 

  How to Mark Multiple Units Available Simultaneously 
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 At the time a unit is marked accepting referrals, then direct entry projects can enroll a household into that unit. 
For CE and invite-only projects, this indicates to OCS staff that they can begin taking action to fill the vacancy with 
a referral. 
 

 
A vacant unit that is marked as Not Accepting Referrals shows the option to begin accepting referrals will not be 
filled or acted upon with a referral; it is essentially off-limits to DHS staff until the provider organization updates 
the unit’s status to Start Accepting Referrals. 
 

 
 

 
 
 
 
 
 
 
 

  Understanding a Unit’s Referral Status 
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Units that are marked Vacant with the status Referral In Progress do not display an Assigned referral when the 
provider user clicks the View Unit option in the right-hand menu of the row indicates that this a unit (previously 
marked to accept referrals) that OCS staff are working to match an eligible referral to the vacancy but a referral is 
not yet assigned. 
 

 
 

 
 
 
A vacant unit with a Referral in Progress that does display an Assigned referral when the provider user clicks the 
View Unit option in the right-hand menu of the row indicates that this a unit is now in the Provider Outcome Task 
and can be worked with by the assigned provider project staff.  
 
(For more information on provider tasks, the referral workflow, and assigned referrals please see the Referral 
Management job aid and the Dashboard job aid). 
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An occupied unit displaying a client’s name indicates the enrolled head of household occupying the unit. 
 
 
  

 
 

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/ 

 

For more information… 

mailto:dhs-servicedesk@alleghenycounty.us

