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NH-HMIS 
Agency Administrator Training

Community Services Council of 
New Hampshire
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Agency Admin Roles
 Agency Administration

 Agency News Flash
 Update Provider Information
 Managing Beds
 Resetting User Passwords
 Banning a Client

 Agency Data Quality
 User adherence to policies
 Data Quality Assurance

 Agency System Maintenance
 OS System Updates
 Virus Definitions Updates
 Computer Physical Security

 Agency Security Officer
 Form and Agreement Usage
 Adherence to Confidentiality

 Agency Reporting
 Clients Served Report 
 User Audit Reports
 Daily Bed Report
 HUD Annual Progress Report
 Outstanding Referrals
 Service Transactions Report
 Client Needs Report
 Custom Report Writer
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Vocabulary
 Aggregate Data – Information that does not contain any client identifiable 

information

 APR – HUD’s Annual Progress Report

 Client – A citizen seeking services you provide NH-HMIS – New Hampshire’s 
Homeless Management Information System

 CoC – Continuum of Care is a geographical organization of community service 
providers

 Consumer – A client or citizen seeking services you may provide

 End User – An agency employee that enters data into the NH-HMIS system

 Entry – Entering a client into a program (intake)

 PPI – Any information that identifies either directly or indirectly, a specific 
individual, can be manipulated to identify an individual, or can be linked with 
other information to identify an individual
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Vocabulary (cont)
 Exit – Exiting a client from a program

 NH-HMIS – New Hampshire’s Homeless Management Information 
System

 Participating Agency – Provider that participates in the NH-
HMIS system

 Provider – A provider of community services

 ROI – Release of Information

 Taxonomy – Standardized Terminology and Definitions for 
Human Services

 Unique Client ID – A unique code developed for a specific client

 CHO – Covered Homeless Organization, Any organization that 
records, uses or processes PPI on homeless clients for HMIS
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Agenda
 System Overview

 User Accounts
 ClientPoint
 ResourcePoint
 ShelterPoint

 Agency Administration
 Update Agency News Flash
 Add/Change Provider 

Information
 Resetting User Passwords
 Managing Bed Facilities
 Reporting

 Data Quality
 Adherence to Policies
 Data Quality Assurance

 System Maintenance
 Operating System
 Virus Definitions

 Security
 Form Usage Audit
 Confidentiality
 Physical Security
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System Overview 

 HMIS User Accounts
 User Roles in Your Agency

 Client Point
 Client Profile
 Assessments
 Case Plans
 Services

 Resource Point
 Community Service Locator

 Shelter Point
 Shelter Bed Management
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User Accounts
Additional Permissions of Agency Administrator

These are permissions that an Agency Administrator has that a Case Manager does not have

User InformationReportsAdministration

Change Provider InfoAdminAdministration

Add, Change User InfoAdminAdministration

Add, Delete, Change BedsBed ManagementShelterPoint

Update Provider InfoI&RResourcePoint

Enter InfractionClient ProfileClientPoint

DeleteClient ProfileClientPoint

Permiss ionSubServicePoint  Module
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Client Point

 Add/Find Client
 Create or Select

 Anonymous Client
 Create

 Households
 Create

 Add To
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Client Point

 Program
 Enter

 Exit

 ROI
 Enter

 Caseworker
 Assign
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Client Point

 Assessments
 Navigation
 Sub-Assessments
 Back Date Mode

 Case Plans
 Create Goal
 Add Notes
 Add Action Step
 Add Needs/Services
 Edit/Delete a Goal
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Client Point

 Service Transactions
 Add Service /Need

 Enter Services Provided

 Enter Referrals/Make Referral

 Cancel Referral

 View/Edit Past Needs/Services
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Demonstration
 Add/Search for a Client
 Creating an Anonymous Client
 Adding Household Members
 Release of Information
 Program Entry
 Assign a Case Worker
 Taking Assessments
 Case Plans
 Service Transactions



2/9/2005 13

Demonstration
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Resource Point

 What is I & R

 Searching for a Resource
 By Service Code

 By Location (City, State, County, Zip)

 Updating Provider Information

 Taxonomy
 Service Code Lookup
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Demonstration

 ResourcePoint Service Search
 Using Name

 Using Location

 Using other Information

 Taxonomy Service Code Lookup

 Updating Provider Resource Information
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Demonstration
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Shelter Point
 What is ShelterPoint
 Reserve Bed

 ShelterPoint Tab
 Select Bedlist
 Add Reservation

 Check in Client
 ShelterPoint Tab
 Select Bedlist
 Click on Empty Bed

 Check Out Client
 Bulk Checkout

 Click Transmit Today’s Checkout List
 Click the Check Box next to each Departing Client, and complete 

additional information
 Click Check Out button

 Individual Checkout
 Click the Client Name you Wish to Check Out

 Confirmation
 Click the Client Name to Confirm Individually
 Click Update Confirmation List to Confirm a list of Clients
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Demonstration

 Reserving a Bed Using E-Mail 
Notification

 Checking In (Assign) a Bed

 Checking Out a Client

 Next Day Confirmation List

 Using the Overflow Bed(s)
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Demonstration
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Agency Administration

 Update Agency News Flash

 Add/Change Provider Information

 Reset User Password

 Manage Agency Bed Lists

 Reporting



2/9/2005 21

Update Agency News Flash
 Admin Tab
 Agency News Administration
 Add News

 Enter Headline
 Enter News Story
 Enter URL to link to story

 Update Order
 Save News
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Add/Change 
Provider Information

 Admin Tab

 Admin Providers

 Select your Provider

 Update Provider Information
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Update Provider Info 
Demonstration

 Login Agency Admin

 Admin Providers

 Provider Field Walkthrough

 Save Provider Information
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Resetting User Passwords

 Admin Tab

 Users

 Select User
 Generate New Password button

 Record the Temporary Password
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Managing Bed Facilities

 Admin Tab
 Admin Providers
 Select Provider

 Scroll to Bedlists
 Select Bedlist or “Add Bedlist”
 Select Facility
 Select/Change Floor
 Select/Change Room
 Select/Change Bed
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Bed Management 
Demonstration

 Admin Users

 Admin Providers

 Add Location

 Add Floor

 Add Room

 Add Bed
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Reports
 User Information

 Reports Tab
 User Information
 Select Provider
 Enter Date Range
 Select the Action to Audit
 Click on Build Report

 Client Served
 Reports Tab
 Clients Served
 Select Provider
 Select which Services or Lookup a Specific Service
 Enter Served Date Range
 Service Before Date Range
 Click on Build Report
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Reports

 Daily Bed Report
 Reports Tab
 Daily Bed Report
 Select Provider
 Enter Date Range
 Select Filter
 Select Sort By
 Click Build Report
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Reports
 Annual Progress Report

 Reports Tab
 HUD-40118 APR (New 2004 version)
 Select the Provider
 Enter the Operating Year Date Range
 Click the Build Report button

 Outstanding Referrals
 Reports Tab
 Outstanding Referrals
 Select Provider
 Select Referrals you made, or Referrals made to you
 Enter the referral Date Range
 Select how you want the report sorted by referral data
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Reports

 Service Transactions
 Reports Tab
 Service Transactions Report
 Select Provider
 Check one or more report services or Report on Specific 

Taxonomy Code
 Enter Need Data Range to Report Documented Needs
 Enter Service Provided Date Range
 Select a Specific Need Outcome
 Click on Build Report or Enter Filename/Password and click 

Download Report
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Reports

 Needs Report
 Reports Tab
 Select Needs Report
 Select Provider
 Lookup a Service Code to report only on that code, 

otherwise leave this blank
 Enter Report Date Range
 Click Build Report button

 Custom Reports
 Choose Tables
 Choose Fields
 Apply Filters
 Specify Options
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Data Quality

 Adherence to Policies
 User Audit

 Client Consent on File

 Data Quality Assurance
 Manual Counts for a Period

 HMIS Report Counts for same Period
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System Maintenance

 Operating System Updates
 Automatic Updates

 E-Mail Notification

 Application Updates

 Virus Definition Updates

 NO System Password Storage

 Personal Firewall
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Agency Security

 Forms Usage
 Random periodic selection of client and 

verification of forms on file (Consent on 
file)

 Data Collection Notice Posted at Intake

 User Agreements on File (Signed after 
training)

 HMIS Form Revision Monitoring
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Agency Security

 Responding to Client Confidentiality 
Complaints
 Formal Grievance Procedures

 Monitor Users for Confidentiality 
Compliance

 Escalate/Report Breaches of Confidentiality

 Assure HMIS Users attend User 
Confidentiality Training
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Agency Security

 Physical Security
 PC Hardware Password Protection

 PC Hardware Secure Physical Location

 PC Screen not Viewable by Casual 
Bystanders

 NO Stored Passwords
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Summary
 System Overview

 User Accounts
 ClientPoint
 ResourcePoint
 ShelterPoint

 Agency Administration
 Agency News Flash
 Provider Information
 User Passwords
 Bed Management
 Reports

 Data Quality
 Adherence to Policies
 Data Quality Assurance

 System Maintenance
 Operating System
 Applications
 Virus Definitions

 Security
 Form Usage Audit
 Confidentiality
 Physical Security
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Where to Get More 
Information

 Other training sessions

 NH-HMIS Agency Admin Guide

 HMIS Administration (HMIS@cscnh.org)

 NH-HMIS.ORG (under construction)


