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Log into HMIS with your username and password. In the upper right corner of the 

screen, click on your initials. 

 

Next, click the “Workgroup” drop-down and select “2020 Coordinated Entry” then 

click the “Organization” drop-down and select “Coordinated Entry Region #” (Your 

CE Region # as the Organization) NOTE: Since this tool is being created in the 

HMIS training environment the Organization selected is “My Fake Organization”. 

 

Select “Apply” 
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You are now logged into the 2020 Coordinated Entry Workgroup and your 

Coordinated Entry Region # Organization in HMIS. 

You must be logged into the correct Workgroup and Organization to access 

Coordinated Entry in HMIS.  If the Workgroup OR Organization are incorrect you 

will be unable to complete CE data entry in the system. 

From the Client’s Dashboard, select the three dots to the left of the existing CE 

Enrollment and select “Update/Annual Assessment” 

 

HUD Program Enrollment Screen 

Review the information and select “No Changes”. 
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Type of Assessment Screen 

Select “New During Program Enrollment/Update Assessment” 



 

Page 4   
Revision Date: 9/11/2024 
 

HOW TO GUIDE                                                                                                                                                                         
CHAT (COLLABORATIVE HOUSING ASSESSMENT TOOL) COMPLETING A 90 

DAY REASSESSMENT 

 

Universal Data Assessment 

Review the information and make any necessary changes/updates to the record then 

select “Save” 
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Current Living Situation Assessment 

Select the client’s “Current Living Situation” from the drop-down menu then select 

“Save”. 
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The 5 CHAT assessments now launch within the workflow.   

 

Complete ALL 5 CHAT assessments as instructed below. 
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PHASE 1 – INTRODUCTION AND CONSENT 

Read the 8 bullet points and explanation of each to your client as displayed in the 

screenshot below. 

 

 

 

 

 

Read Item #1 and #2 along with the listed available answers for each question then 

enter the client’s response by selecting the appropriate radio button.  Next, select SAVE 

in the bottom right corner of the screen.  
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PHASE 2 – TRIAGE/CRISIS NEEDS ASSESSMENT 

NOTE:  Required data entry fields are indicated by a RED *.  Click the drop-down for 

available responses to each data field.  (The date fields will default to the current date) 

• Assessment Location 

• Assessment Contact type 

• What is your household type 

• Enrollment 

 

Current Living Situation Information section – Click the drop--down for available 

“Current Living Situation” options (be sure to scroll down to view ALL the 

available options in the drop-down list) and select the client’s response.  

 

Select “Record Contact”.  Click the drop-down for available “Contact Service” 

options and select “CE-Case Management”. 
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Read the next question to the client, provide the available answers by clicking the drop-

down, then select the client’s answer.  

“Are you currently leaving or attempting to leave a situation where you feel 

unsafe or are in a dangerous, traumatic, or life-threatening situation?  This could 

include domestic violence, dating violence, sexual assault, stalking, or being 

pressured to engage in activities that put you in danger.”  If the client answers 

“Yes” the “Lethality Assessment” section will display on the screen.   

 

 

Read through each of the lethality questions, click the drop-down for each answer 

option and select the client’s answers. 

NOTE:  5 questions initially display in the Lethality Assessment section.  Based 

upon the client’s answers, additional questions may appear during this phase. 
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If the client answers “Yes” to question 3, an additional question 3a will display. Click the 

drop-down for each answer option and select the client’s answer. 

 

If the client answers “Yes” to question 5, an additional question, 5a will display.  Click 

the drop-down for each answer option and select the client’s answer. 
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Please move slowly through the Lethality Assessment and remaining section as the 

questions may trigger current/past trauma for the client.  Active listening, empathy, 

patience, and checking with the client to ask if they need to take a break are helpful 

when talking about current/past trauma. 

 

 

If the client is actively fleeing a dangerous situation and is not comfortable continuing 

the CHAT, please SAVE the assessment by selecting SAVE in the bottom right corner of 

the screen then Pause the intake workflow. 

 

 Ask the client if they would like to be immediately connected/referred to the victim 

services provider in your area for safety planning and additional survivor resources.  

This could include safety planning, assistance with filing a Protective Order, obtaining 

shelter in a DV project, filing a police report, or other DV related assistance/support. 
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The CHAT and CE Intake Workflow can be completed later once the client is safe and 

ready to move forward with the CE intake completion.  To resume the CE Intake 

workflow, go to the client’s dashboard screen and select “Paused Workflows” in the 

left-hand menu. 

 

Next, click the 3 dots to the left of the paused workflow and select “Resume” 

 

The intake workflow will resume where you originally paused the workflow. 
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Phase 3 – Contact Information 

This assessment is in the form of a case note template.  Read each of the 9 questions 

in this assessment to the client.  Position your cursor inside the text box and click at the 

end of each question to add the client’s answer. 

Upon completion of the 9 questions, select SAVE in the bottom right corner. 

 

Phase 4 – Housing Problem Solving  

The Housing Problem Solving assessment is a conversational tool to assist you and the 

client in identifying current and past client strengths and support systems.  This phase 

provides the opportunity to explore possible alternative housing solutions with the client. 

Move through the 8 questions/talking points in the “Explore the Situation” section of 

this assessment.  This assessment is in the form of a case note template.  Read each of 

the 8 questions in this assessment to the client.  Position your cursor inside the text box 

and click at the end of each question to add the client’s answer. 
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Next, scroll down the page and complete the “Brainstorm Possible Solutions” 

section.  Move through the 7 questions/talking points in the section.  This portion of the 

assessment is also in the form of a case note template.  Read each of the 7 talking 

points to the client.  Position your cursor inside the text box and click at the end of each 

question/talking point to add the client’s answer. 

 

Next, complete the “Next Steps” section at the bottom of this page.  Read the 4 

options to the client. Select the client’s response by clicking on the appropriate radio 

button then select SAVE in the bottom right corner. 
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NOTE:  If the client selects option 2, 3, or 4 in the “Next Steps” section, you will 

select SAVE in the bottom right corner of the screen.  On the next screen you will 

see “Complete Housing Needs Assessment” – select NO for the clients who 

chose option 2, 3, or 4 on the previous assessment.  You will need to exit the 

client from the CE enrollment upon finishing the CE intake workflow. 

 

After selecting “NO” for “Complete Housing Needs Assessment” for those clients 

who select option 2, 3, or 4 on the “Housing Problem Solving” assessment “Next 

Steps” section – click the “Finish” button to finish the intake workflow.   

Immediately EXIT the client from the CE enrollment by following the normal steps 

to exit an enrollment. 

If the client selected option 1 on the “Housing Problem Solving” assessment “Next 

Steps” section, select SAVE in the bottom right corner 
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Phase 5 – Complete Housing Needs Assessment 

NOTE: The Housing Needs Assessment is the scored portion of the CHAT 

If the client selected option 1 on the “Housing Problem Solving” assessment, select 

“Yes” to complete the Housing Needs Assessment. 

 

Select the appropriate choice from each drop-down menu for the following: 

• Enrollment 

• Assessment Contact Type (Phone, Virtual, or In Person) 

• Assessment Location  

 

Question 1:  Where has your household slept most often during the last two 

weeks? 

Provide the 4 answer options to the client. Select the appropriate radio button to 

record the client’s selection. 

Question 2:  Please select the option that best describes your household’s 

experience of homelessness.  

Provide the 4 answer options to the client. Select the appropriate radio button to 

record the client’s selection. 
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Question 3:  Have you or someone in your household ever been enrolled in a 

housing program for people who are unhoused? 

Provide the 3 answer options to the client.  Select the appropriate radio button to 

record the client’s selection. 

Question 4:  Do you or someone in your household have any past or current 

involvement with the criminal justice system that could impact your housing or 

make it difficult to rent a place to live?  SELECT ALL THAT APPLY 

Provide the 6 answer options to the client (Be sure to scroll down through the 

answer options as all options are not immediately visible on the screen) 

Select the appropriate radio buttons to record the client’s selections. 

Question 5:  Have you or someone in your household ever stayed or lived 

somewhere where your/their name was on the lease, or had a mortgage in 

your/their name? 

Provide the 2 answer options to the client.  Select the appropriate radio button to 

record the client’s selection. 

Question 6:  Have you or someone in your household been evicted (by court 

order) from a housing unit in the last three years? 

Provide the 5 answer options to the client.  Select the appropriate radio button to 

record the client’s selection. 

Question 7:  Do you or someone in your household owe any money to a prior 

landlord and/or a utility company?   

Provide the 3 answer options to the client. Select the appropriate radio button to 

record the client’s selection.  If the client answers “YES”, enter the amount if 

known, in the text box.   

 Question 8:  Do you or someone in your household have income?  It could be 

earned income from a job, benefits from government like SSI, food stamps, WIC, 

or other types of income like child support or a regular gift from someone. 

Provide the 2 answer options to the client.  Select the appropriate radio button to 

record the client’s selection.  If the client answers “YES”, enter the description 

and any additional information in the text box.   

Question 9:  Many people who are experiencing housing instability meet their 

needs in different ways, and we want to explore whether there are any ways we 



 

Page 19   
Revision Date: 9/11/2024 
 

HOW TO GUIDE                                                                                                                                                                         
CHAT (COLLABORATIVE HOUSING ASSESSMENT TOOL) COMPLETING A 90 

DAY REASSESSMENT 

can help you meet your needs in a way that is safer.  Do any of the situations 

below currently apply to you or someone in your household?  As a reminder, you 

have the right to say that you do not want to answer any of these questions. 

a. Provide services/work for someone who provides me food, shelter, hygiene 

items, or safety, but don’t receive money for that work 

b. Have panhandled for money in order to buy what is needed 

c. A significant other/partner/family member or other person is meeting my 

basic needs in a way that doesn’t feel safe to me 

d. Have exchanged sex for basic needs such as food, shelter, hygiene items, 

or safety 

e. Currently struggling to meet basic needs 

 

Provide the 3 answer options to the client.  Select the appropriate radio button to 

record the client’s selection.   

Question 10:  Do any of the following descriptions apply to you or your 

household?  SELECT ALL THAT APPLY 

Provide the 6 answer options to the client (Be sure to scroll down through the 

answer options as all options are not immediately visible on the screen) 

Select the appropriate radio buttons to record the client’s selections. 

Question 11: (For Heads of Households age 24 and younger only) Have you or 

someone in your household been involved with either the child welfare system or 

the juvenile justice system? 

Provide the 5 answer options to the client. Select the appropriate radio button to 

record the client’s selection.   

Question 12:  In the past 12 months, how many times have you or someone in 

your household visited the hospital due to their own health needs? 

Provide the 3 answer options to the client.  Select the appropriate radio button to 

record the client’s selection.   

Question 13:  Do any of the following descriptions currently apply to you or 

someone in your household?  SELECT ALL THAT APPLY 

Provide the 4 answer options to the client.  Select the appropriate radio buttons 

to record the client’s selections.  (Be sure to scroll down through the answer 

options as all options are not immediately visible on the screen) 
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Question 14:  Mental Health & Substance Use:  Do any of these descriptions 

apply to you or someone in your household?  When we say mental health, we are 

referring to conditions such as depression, anxiety, PTSD, schizophrenia, bipolar, 

or other mental health related challenges.  SELECT ALL THAT APPLY 

 Provide the 5 answers options to the client.  Select the appropriate radio buttons 

to record the client’s selections. 

The client’s score will appear in the Total Score field at the bottom of the page.   

 

Next, select SAVE in the bottom right corner of the screen. 

Phase 5 – Housing Preferences 

Read the 4 bullet points and explanations to the client.   

 

Collect and enter the client’s responses to the 6 questions in their respective text boxes.  This is 
meant to be conversational and intended to assist housing providers with the client’s housing 
preferences/needs.  Once the fields are completed, select SAVE. 
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Select “Finish” at the end of the workflow to update the client’s record. 

 

 

Please email the HMISHelpDesk@ihcda.IN.gov  with any questions. 

mailto:HMISHelpDesk@ihcda.IN.gov

