
 

Common Mistakes in Data Entry and How to Fix Them 
We wanted to create a simple guide that could assist HMIS users in their data entry and allow them to 
work more effectively when entering data into the system. Each point is supported by a direct quote 
from the HUD HMIS Data Dictionary. We hope you find this useful and if there are things you would like 

to see added, please contact us at AKHMIS@icalliances.org  and let us know. This is a working, 
dynamic document and can change as needed.  
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Universal Data Elements 
HMIS Universal Data Elements (UDEs) are elements required to be collected by all projects using the software 
as an HMIS. Projects funded by any one or more of the federal partners must collect the UDEs, as do projects 
that are not funded by any federal partner but are entering data as part of the CoC’s HMIS implementation. 
UDEs allow the HMIS to record unique, unduplicated client records, establish participation in a project within a 
date range, and identify clients who meet time criteria for chronic homelessness. The UDEs are listed below. 
  
Name 
Social Security Number 
Date of Birth 
Race 
Ethnicity 

Gender 
Veteran Status 
Disabling Condition 
Project Start Date 
Project Exit Date 

Destination 
Relationship to Head of Household 
Client Location 
Housing Move-in Date 
Living Situation 

 

Race and Ethnicity – What Answer is Used if A Client Doesn’t Respond? 
In a situation where a client says that he / she identifies as being Hispanic but not one of the five HUD-defined 
races, “Client doesn’t know” or “Client refused” should be selected for the race data element. Alternatively, if 
a client identifies with a race but does not state that he / she is Hispanic or Non-Hispanic, “Client doesn’t 
know” or “Client refused” should be selected for the ethnicity data element.  
 

Does a Client Have to Identify a Secondary Race? 
If a client only identifies with a single race category, you only need to complete the Primary Race field. You do 
not complete the Secondary Race field. “Client doesn’t know” or “Client refused” should not be used if at least 
one of the race fields is completed with a race category.  
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Approximate Date Started 
Under the Situation Prior to Project Entry section, please complete these data elements based on where the 
client slept the night before entering the project. The approximate date started data element can be difficult 
to answer, but this is a client’s self-report of when this episode of homelessness began. For example, if the 
client had been staying with a friend or family member for longer than 7 nights immediately before entering 
an Emergency Shelter, the approximate date started field would be the same date the client entered the 
Emergency Shelter. However, if immediately before entering the shelter, the client was on the streets, the 
approximate date started would include the time the client has been on the streets.  

 
 
 

When Helping a Client Think about the Approximate Date Started and the Number 
of Times Homeless in the Last Three Years, What Period of Time Constitutes a 
“Break” in a Client’s Homelessness? 
A break is considered at least 7 or more consecutive nights residing in a place that is considered a transitional 
or permanent housing situation. In HMIS, the options below are considered transitional or permanent housing 
situations: 
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A break is considered 90 days or longer in an institutional situation. In HMIS, the options below are considered 
an institutional situation: 

 
 

How do I Help a Client Answer the Number of Months Homeless in the Last Three 
Years Data Element? 
This question has stirred up some questions and difficulties over the last few months. We continue to abide by 
the HMIS Terminology Glossary, issued in January 2017, which states that you use the “one day in a month 
counts the whole month” strategy when counting months. 2  

 

 
If and when this guidance changes, we will update this guide and revise our training surrounding this.  
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If a Child in a Household is Receiving Income, Where is that Income Recorded? 
Per the HMIS Data Standards Manual, income received for a minor within a household should be recorded as 
part of the household income under the Head of Household. 3 

 

Housing Status and Category 3 Designation 
Category 3 under Housing Status defines clients who are “homeless only under other federal statutes”. Please 
be aware that CoC-funded homelessness assistance projects cannot serve clients who are listed as Category 3 
under the housing status data element. 4 
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What is the Residential Move-In Date Data Element and Do I Need to Answer It? 
Currently, if you are not a Rapid Rehousing (RRH) project, you do not need to complete this data element. If 
you are a Rapid Rehousing project, the residential move-in date field needs to be completed when the client 
or household moves into a permanent housing unit. 3 

 
 

Common Data Elements 
The HMIS Federal Partners have cooperatively developed these Common Data Elements. 1 

 

Income and Sources 
Non-Cash Benefits 
Health Insurance  
Physical Disability 
Developmental Disability 

Chronic Health Condition 
HIV / AIDS 
Mental Health Problem 
Substance Abuse 
Domestic Violence 

Contact 
Date of Engagement 
Bed Night Date 
Housing Assessment 
Disposition 
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What is the Housing Assessment Disposition? 
This data defines to what a client was referred, if they were entered into HMIS for the purposes of 
Coordinated Entry. 1 

 

 

 

HMIS Data Dictionary Explanation and History 
A Homeless Management Information System (HMIS) is the information system designated by a local 
Continuum of Care (CoC) to comply with the requirements of CoC Program interim rule 24 CFR 578. Here is the 
history of the HMIS Data Dictionary off of which this cheat sheet was developed: 

 The HMIS Data Standards were first published by HUD in 2004 as the HMIS Data and Technical 
Standards.  

 In March 2010, HUD updated the Data Standards, primarily to reflect data collection requirements for 
the Homelessness Prevention and Rapid Rehousing Program (HPRP).  

 HUD, in collaboration with its federal partners, updated the HMIS Data Standards again in 2014 with 
the release of the 2014 HMIS Data Dictionary and Data Manual.  

 The release of the 2017 HMIS Data Dictionary and Data Standards Manual are the documentation of 
requirements for the programming and use of all HMIS systems and comparable database systems, 
effective October 1st, 2017. 1 
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