
 

 

Creating Transitional Housing Applications using the HMIS. 

 

Introduction 

 

The HMIS system has the capability to generate a complete application form for clients 

who are on the HMIS system. The application form consists of a main form for the Head 

of Household and additional sheets for each dependant on the screen. The entire 

application is created automatically using the information that has been entered on the 

HMIS. Hence in order for the application to be accurate, it is important that all screens on 

the HMIS are updated with the latest information.  

 

This document walks you through the flow of how to go about creating the transitional 

housing application. The sections below are self explanatory and the document has many 

illustrative pictures. 

 

Step  Task Pages 

1.   Create the Transitional Housing Application and choosing to view or print 

the application. 

 

2-3 

2. Reviewing the application form for accuracy and a cross reference of 

areas of the application form with the associated screens to be used for 

accurate information.       
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3.  Other tasks to be completed before submitting the application 
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4.  Workflow to submit application to OSH 
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CREATING THE TRANSITIONAL HOUSING APPLICATION. 

 

Please follow the numbered steps listed below. The diagram below shows you the buttons 

to click on associated with each number 

1. Click on the Transitional housing icon on the vertical menu bar (main menu) 

2. Click on the Housing Referral icon on the horizontal menu bar (sub menu) 

3. The Housing Referral screen is then displayed on the screen.  

4. If there is no client loaded on the housing referral screen or if the client is not the 

correct one, click on the search icon to load your client.  

5. Click on the Create Application icon to create the application.  

6. Once the application is created, you will see the “Application Created” message  

appear.  Click OK. 

7. Click on VIEW/Print to view the application form. 
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When you choose to view the application form, the system displays the family 

composition on the case. You can choose to PRINT all the client applications at the same 

time. To VIEW you have to SELECT the client you want to see and then click VIEW 

 

1. Select check box next to the client to VIEW (OR) Select Multiple check boxes next to 

the clients to PRINT. 

 

2. Click on VIEW or PRINT.  
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REVIEW THE APPLICATION FOR ACCCURACY 

 

Once you have printed the application, you can review it for accuracy. The application 

form is created by extracting the information needed on the form from the screens on the 

HMIS system. Most of the screens used are found at the bottom of the Client master 

form. The other screens where information is taken from are displayed also.  

 

On the screen shot of the application below, the numbers pointing to the boxes refer to 

the specific screens that need to be reviewed and updated in order for the application to 

be generated correctly.  

 

NOTE: Unless listed on the numbers below, all other information on the application can 

be found on the Client Master Information screen.  

 

1.   Income Info                                   

2.   Client Savings                        (Refer 3
rd
 picture below) 

3.   Education 

4.   Employment 

5.   Other Dependant 

6.   Drug & Alcohol 

7.   Medication 

8.   Criminal Information 

9.   Other Housing Application  (Refer 2
nd
 picture below) 

10.  Utilities/Arrearages.            (Refer 2
nd
 picture below) 

 

The next 3 pictures display the areas of the system where the above screens can be found. 
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OTHER TASKS TO BE COMPLETED 

 

Once the application has been verified and completed, Case managers also need to 

complete the following tasks in order to have the electronic application completed for 

supervisors review. Refer to the screen shots below for the tasks to be completed 

 

(1) Enter the Social Summary for the Client 

 

 
 

 

 

 

 



(2)  Ensure that all the documentation and tasks on the checklist below has been collected 

or completed before submitting the application.  

 

Note: If any of the lines below are not applicable to the applicant, please click on the 

Inapplicable  button next to the completed date.  

 
 



(3) Complete the Life Skills Assessment 

 

 
 

 



WORKFLOW TO SUBMIT APPLICATION TO OSH 

 

Once all of these tasks have been completed, go back to the HOUSING REFERRAL 

SCREEN and press on the SUBMIT button. This causes the whole application to be 

forwarded to the Case Manager Supervisor’s inbox.  

 

 
 

The Case Manager Supervisor will then load up the application and review it. Once they 

are satisfied that the application has been properly filled out, they will click on the 

SUBMIT button and move the application to the OSH staff for further processing.  

 

 
 

 


