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HMIS Data Privacy & 
Confidentiality



Privacy & Confidentiality 101

• User ID and Password are for your use only and must not be shared 
with anyone

• You may only view, obtain, disclose, or use the database 
information necessary to perform your job.

• Log off when you leave
• Input quality data



Personal Protected Information (PPI)

• Any information about a client used to identify them 
specifically:
• Name
• SSN
• Date of Birth
• Phone #



Personal Protected Information (PPI)

• Allowable HMIS Uses and Disclosures of PPI:
• To provide or coordinate services to an individual with a proper 

sharing agreement in place
• To carry out admin functions, including but not limited to legal, audit, 

personnel, oversight, and/or management functions
• To create de-identified information
• Never send client PPI in an email



CES in HMIS



• HMIS & Coordinated Entry
• CES Project in HMIS

• Each LHC will have one CES project in HMIS
• Current users should continue to enter project level data into existing provider 

along with CES
• Access to CES Project in HMIS

• Each LHC will designate users to access their CES Project
• Enter CES Assessment within 3 Business Days of Client Intake

• Can be completed on paper forms if computer access not available

CE Project Setup in HMIS



• Client data is shared across the LHC 
• HMIS is an “Open System” where everything is shared (unless client 

requested to have the information locked)
• All HMIS confidentiality procedures are to be followed for CES, just 

like all other HMIS projects

Data Sharing Across LHCs



HMIS Walkthrough



• HMIS Coordinated Entry Workflow Manual
• Step by step instructions on CE data entry in HMIS

• Remember these CE HMIS data entry steps:
• Use Enter Data As (EDA) to switch to CE provider

• SM_Coordinated Entry: SSO (1630)

• Initial SSM & Entry Date Assessment
• This step will add the client to the BNL and allow the LHC to prioritize for housing

• Interim Review Assessment
• ONLY needed if there is significant change in the client situation

• Exit Assessment
• Exiting from the CES Project will remove the client from the BNL

HMIS CE Workflow: Review



Access the Project

SM_Coordinated Entry: SSO (1630)



Find the Client



Find the Client



Adding a New Client



Adding a Household



Adding a Household



Complete the SSM



Complete the SSM



Complete the SSM



Complete the HUD Entry Elements



Complete the HUD Data Elements



Complete the HUD Data Elements



Complete the HUD Data Elements



Complete the Custom CES Questions



Complete the Custom CES Questions



Exiting the Client



Critical Documents 
Storage



Critical Documents Storage 

• Critical Documents Upload
• Not a requirement
• Intended to have access to documents necessary to verify 

homelessness, disability status, income, etc
• Serves as a way to backup important documents
• Can be viewed across providers to reduce redundancy
• Can upload as many documents as needed
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Critical Documents



HMIS Demo



User Practice



• Practice Session 
• 10 minutes for all users to log in
• All users create a new dummy client by using a name with last name 

“TEST”
• Use Enter Data As (EDA) to switch to CE provider: 

• SM_Coordinated Entry: SSO (1630)
• Initial SSM & Entry Date Assessment

HMIS CE Workflow: User Practice


