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Y CAPS Overview and Dashboard

The purpose of this guide is to introduce users to the new functionality accessible from the dashboard in the
Coordinated Assessment and Placement System (CAPS).

CAPS is a web-based platform that allows providers to centrally access the:

* Coordinated Assessment Survey
* NYC Supportive Housing Application
* Vacancy Control System

Depending on the role of the user and/or the agency accessing CAPS, some sections of the system may not be
available.
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The Coordinated Assessment Survey (CAS)
The Coordinated Assessment Survey is an automated tool used to assist individuals and families who are currently
homeless or at risk of becoming homeless determine potential eligibility for supportive housing and rental subsidies.
Providers working with the household completing the survey will also access prior supportive housing applications,
view homeless history, obtain identification, and income documentation needed to secure housing placement. Results
from the survey include instructions on next steps in pursuing the client’s housing choice.

The NYC Supportive Housing Application
The NYC Supportive Housing Application, formerly known as the HRA 2010e, is an electronic application that is
completed by a provider agency on behalf of the client to determine eligibility for supportive housing. The NYC
Supportive Housing Application determines eligibility for High Service Needs/Seriously Mentally Ill Housing, NY/NY
I/11/111, NYC 15/15 and ESSHI (Only housing categories targeting substance use disorders and serious mental lliness)
housing categories.

The Vacancy Control System
The vacancy control system will include a sizable portion of NYC’s supportive housing portfolio and will allow the easy
identification of units available for referral. Supportive housing providers are able to report the status of their units,
indicating anticipated unit availability and interview outcomes for available units.



Symbols and Icons

The User Profile indicates who is logged in, whether they work
a with a referral, placement, or provider agency, and when they
last logged in. It is also where users can log-out of the system.

The three red dots located in the Actions column opens
submenus that offer additional functions.

-

This icon allows users to contract or expand the left - This icon opens menus that allow users to pin, auto-size, filter
H navigational column on the screen. This function allows for - information, and hide columns.
expanded workspace in the main window.
These dots let users know that there are additional screens of
o o ) o +e0+ information to be displayed. Each dot represents an additional
A This icon alerts users of important notifications. . . .
. ¢ » bagetoview. The left and right arrows are used to navigate the
pages.
This icon shows users that a tab is incomplete. When it turns
@ This icon allows users to undo any filters used for a search. . green the section is complete.
ﬁ This icon allows users to export a list of search results to an o This icon allows users to add downloaded documents to a
Excel spreadsheet. client’s file.

lB This icon allows users to view a video that will explain/describe

o This icon allows users to filter search results. . .
a section of the application.
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The Dashboard is the first screen users see when they enter the CAPS system. The icons available are specific to the
roles and types of users.

All users will see Survey/Application on their dashboard when they log into CAPS. Only users assigned to supportive

housing program sites and who have privileges to transmit housing data, will also see Vacancy Control System on
their dashboard.

Referring Agency Supportive Housing Provider

My Dashboard /CS oveln Functaraty il se offnefor17:00 oy 09/1,2020) ‘0 My Dashboard | senspngoesm 4D

Survey I Application
Survey! Application .

ENEW Surey EPenmng Strveys Sutmmw Suverys °Fenmng Applizafions °T'ansmﬂeﬂAmeamn&

New S1re Perding Sureys 4 Surmittzd Sunerys Penting Applications Tiarsmitfed App cations
i g ey ¥ § App P

Yacancy Control System

Stats Announcements

Select One of the Site:
Determination Qutcome Stats
Aug o
s o

ﬁ Uni: Roster E Pefemal Roster ;.‘Tenam Roster IEIAE

| Stats || Announcements

Eftectie Augtst 31, 2020, inresponse to the COVID-19 we wil be excending suppartie housing approvals to

( Septenter 30, 2000 for impacted applizafions. Far nore information pleas review the mem3 tHled Firal ) Select One of the Site:
U Cowithin 30 Jays 3 31 8 Extznsion of Susportie Housing Approvale i Response to GOV M9 Detsrmination Outcome Stats
JUN | s the mouncment conert o be Sisplyed T 5
I played.This is the anncurcment content to be displayed This is the
< WITHDRAWN ithin 20 Dags 0 > iia i APPROIVED AND ACTVE UTC within 3 Dave ) ( Sog announcrient centent te be displayed This is the amnouncmen camert to te fisplayed >

VED
DBAPPROVED sitin 30 s 1 $ [ errovenan eRIG D 0 b
APPROVEL AND ACTIVE JTC withir 30 Davs i DISAFPROVED witin 20 Days 0 Voo
APPROYZDAND EXPIRING in 60 Dy 3 UTG vithin 30 Days 0

e VYITHORAV/N within 30 Days =3 0
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On the lower left of the Dashboard is the Stats chart.

For Referring Agencies the Stats chart automatically scrolls to display Pending Application Aging and Determination
Outcome stats.

Pending Application Aging stats tells users how many days until applications saved to pending expire.

Determination Outcome stats tells users the number of determinations that will be expiring and/or become unavailable for
resubmission soon.

Stats

Select One of the Site(s) allows the user to choose which
of their assigned sites they want displayed in the Stats
chart.

Select One of the Site:
Pending Application Aging stats

0-10 Days
( 10:20 Days 0
20-30 Days a Select One of the Site:

Determination Outcome Stats

UTC within 30 Days

'] < WITHDRAWMN within 30 Days

DISAPPROVED within 30 Days

APPROVED AND ACTIVE LUITC within 30 Days
APPROVED AND EXPIRING in 60 Days

[ I (R e N |
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For Supportive Housing Providers the Stats chart automatically scrolls to display Vacancy stats and Referral/Placement
stats.

Vacancy stats tells users the number of units currently occupied, online, or offline.

Referral/Placement stats tells users supportive housing referral outcomes for the time frames listed for the selected site.

Select One of the Site(s) allows the user to choose which

Stats of their assigned sites they want displayed in the Stats

Select One of the Site: Chart-

Vacancy Stats

Total Units 0
- Stats
< Occupied 0 )

Online 0 Select One of the Site:

Offline 0 Referral/Placement Stats
Pending Referrals
Interiew InProgress

¢ <

Accepted Pending Documentation

Rejected by HP within 90 days

o | o oo | o
h'd

Rejected by Client within 50 days

Successful Move-in Verified within 90 days 57
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On the lower right of the Dashboard are Announcements. Announcements will display important information

regarding changes in the system. If there is a memo referenced in the announcement, it will be available in the
Information section.

Users should regularly check the Announcements and share the information with staff and co-workers.

The display will automatically scroll through new and previously entered announcements.

Announcements

Effective May 17, 2019, the Supportive Housing Application (HRA20108) will include new questions to assess
MB}T 9" for additional vulnerability factors for specific populations. Mewly determined factors will be included on the
< 17 o | NYC Standardized Vulnerability Assessment Summary. Far more infarmation please review the NYC >
Ol | Standardized Vulnerahility Assessment (3] Additional Factars announcement.
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The menu on the left side of the Dashboard gives the user another way to access Survey/Application, Vacancy Control
System, in addition to System Administration, and Information.

Coordinated Assessment and Placement System

== Dashboard My Dashboard - System 15 going affiine at 4pm

i surveyapplication

Survey i Application |

E Mew Sumey a Fending Suneys Subrmitted Surverys o Fending Applications °Transmmed Applications

- Vacancy Control System

% vacancy Control System

@ Svstem Administration

& Information

ﬁ Unit Roster B Referral Roster A’.Tenam Raoster lETAD

Stats Announcements
Select One of the Site:
Determination Qutcome Stats
Jun o This is the announcrment content to be displayed. This is the announcment content to be displayed. This is the
=
APPROVED AND AGTIVE UTE within 30 Days < 30 g announcment content to be displayed. This is the announcment content to be displayed >

( APPROVED AND EXPIRING in B0 Days

DISAPPROYVED within 30 Days e o o 0
UTC within 30 Days

YWITHDRAWN within 30 Days

o|lo|o|o|o
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o Suy/plication

The Survey/Application menu contains submenu options for New Survey, Pending Surveys, Submitted Surveys,
Pending Applications, and Transmitted Applications.

B Survey | Application A
B ntew Survey
B Pending Surveys
Submitted Surverys
& Pending Applications
& Transmitted Applications

Only users with IDs that allow them to transmit a New York City Supportive Housing Application will be able to
complete a Supportive Housing application. Users who do not have this access will be prompted to contact their

agency system administrator to review their access.
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i Survey / Application A
The Coordinated Assessment Survey is an automated tool used to assist individuals and families

B Pending Surveys who are currently homeless or at risk of becoming homeless to determine potential housing

Submitted Surverys options.

iy Pending Applications
& Transmittzd Applications To begin a new Survey users select New Survey and choose the Referring Site.

Humgar_| Resqumaa .
D Coordinated Assessment Survey

Department of
Welcormea, ADMINISTRATOR SUPER! [Last Login

Social Serices

CAPS Training

# Home
Date/Time Entered 9/8/2020 9:15 AM Entersd By ADMINISTRATOR SUPER

© Mew Survey
Referring Agency a

Consent/Search

Referring Site: # Select One
Consent
it Forms
EMHIgymeinceme [T * | verify the applicant has signed the "New York City Human Resources administration HIPAA Compliant authorization for Disclosure of Individual Health Information and Medicaid Records for the Coordinated Assessment Survey andsor
N | Supportive Housing spplication®and the "New York City Human Resources Administration suthorization for the Coordinated Assessment Survey (CAS) and/or Supportive Housing Application” consents | also verify that these two
e consents have besn signed within the last 180 days authorizing the release of the applicant's health information, including his or her meadical, mental health, HIv-relatad, alcohol and substance use trestment, Cash Assistance,

Supplemental Mutritional Assistance Pragramand prior supportive housingscoordinated assessment records and that agency hason file the original form signed by the applicant
ResourcesHousing Approvals PP g P PP ar iy agency g Is] iy pp

Housing Programs Consent Date: * D Verified By:

@ Pending Surveys < Location Kept: #

& Submitted Surveys

@& Housing Resources First Name:# Last Name: Social Security #

Dateof Birth: # Age: Gender: # Select One

CIN/Medicaid # Case Number:

NOTE: Users must complete a survey before being able to start a new NYC Supportive Housing Application.
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i Survey | Application A

B rew Survey

B Fending Surveys

Completing a survey generates a list of supportive housing, city, state, and federal rental subsides
that the client may be potentially eligible for and is used to guide the client’s housing choice.

Submitted Sutverys In order to start a new Supportive Housing Application users must complete a Survey.
% Pending Applications

& Transmitted Applications

CAPS Training
& Home
First Name 1 Last Name: D Client #: B Survey # 7 @ Clisnt Documents 100% Complete ]
O Mew Survey v =
ConsentiSearch [Completed)
Householdiveteran Status (Completed) HOUSIng Prog rams
':Eﬂo:;'&ge:jnme‘ess Status Based on the information submitted in this survey, your client may be eligible for the housing programs listed below.

DW/Health (compisted) Note: U.S. Citizenship or Permanent Resident or Asylee or Refugee status is a requirement for federally-funded housing programs.

Emplaymentincome (Complsted) To leam more and apply click on the associated link:

Legal (Completed)

REesull.lEr‘cjslHDusmgApmwa\S CITY¥/State Housing Programs * Proof of citizenship For HFD units, apply through Housing Connect. If you are not in a
[Completed) DHS =helter with a case worker, community-based Houging
Ambassadors can help with your search

Tofind 8 Housing Ambassador if not in a3 DHS shelter
HPD Housing Connect

. * Proof of income
Housing Programs

https:/Avwn ] .nyc.govisiteshpd/renters/housing-ambassadors.pa

qe
. NY¥C Deparrment of Housing Preservation and Developrnent (HPDY) To apply with Housing Connect:
@ Fending Surveys “ has different options for affordable housing based on income General Information for housing resources:
qualification. There is an application process and qualified https:/fwww ] nyc gov/site/hpd/renters/housing-connect page
& Submitted Surveys candidates are selected by periodic lotteries and notified of next https:/Avww ] .nyc.gov/siteshousingportal/have-a-question/have-a
steps https:;/fagis-housingoonnect nyc.gov/ryclotteny/lotteny hrml -guestion.page
€ Housing Resources

When the CAS is completed the user will see a N lg Yo Xl {\-Mz V[ e WAVel ) [[oe141e)7] link on the bottom of the screen.

To learn more about the CAS you can visit the Information section located in the left navigation menu of the Dashboard.
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If after completing a client search and a previously submitted survey is found for your client in the last 6 months,
the option to Start a Supportive Housing Application or Start Survey will be given.

Show 10 ¥ entries Zearch:
. . _ . Supportive Housing NYC 15515 - Family with Children, NYC 15515 - Young Adult Family
Programs
Showing 1tol of 1 entries Frevious Mext
| = | PRIOR SUPPORTIVE HOUSING APPLICATIONS WITHIN THE LAST 5 YEARS FOR 1
Show 10 ¥ entries Zearch:

Mo data available.

Showing 0to0 of 0 entries Frevious = Mext

START SUPPORTIVE HOUSING aPPLICATION I START SURVEY
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Pending surveys, submitted surveys, and pending applications are displayed depending on the user’s access level.
Users will see information as follows:

Supervisors Staff
Pending Surveys saved by the user to pending status for all assigned v v v
sites
Pending Surveys saved to pending status by staff assigned to the sites v v %
associated to their IDs
Pending Applications saved by the user to pending status for all v v v
assigned sites
Pending Applications saved to pending status by staff assigned to the v v x
sites associated to their IDs
Submitted Surveys for all assigned sites v v v
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i Survey [ Application A

B rew Survey

Subrnitted Surverys

% Pending Applications

& Transmitted Applications

Pending Surveys gives users access to surveys that were previously saved, but not submitted.
Users will be able to access and complete pending surveys up to 30 days after they were

started.

Last Login: Apr 3, 2018 11:33]

Coordinated Assessment Survey

Welcome, 5

CAPSTraining
PENDING SURVEYS (3)
Search:

7

7

7

Show 10 v oeniries
12/ & &

nay KAl il

x

09y KAl 10 04/

nay KAl il 05/

Showing 1 to 3 of 3 entries

Previous - Next
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Submitted Surveys gives users access to surveys that were previously completed and submitted.
Users will be able to view submitted surveys up to 6 months after they were completed.

i Survey ' Application A

B New Survey The HRA Supportive Housing Application column will allow users to start or complete a

B Pending Surveys Supportive Housing Application.

Subrnitted Surverys

¥ Pending Applications

To continue working on a previously
started application click on the saved
application’s number

€& Transmitted Applications

Coordinated Asses: ment Survey
CAPS Training

SUBMITTED SURYEYS {2)

Show 10 v entries Pressing "Start Supportive Housing Application” begins an applicad

brithat copies survey data.

Start Supportive Housing Application

HA 7 09y Sl

[BF 7 09/ Sl 1

57

Supportive Housing
Frograms

CITY/State Housing
Frograms

To start a new application click Start
Supportive Housing Application

Welcome, 5

(Last Logir: Apr 3, 2019 11:33]

Search:

Showing 1 to 2 of 2 entries

Previous n Next
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i Survey [ Application A

B Mew Survey Pending Applications gives users access to pending NYC Supportive housing applications that
B Pending Surveys were previously saved, but not submitted. Users will be able to access and complete saved
Submitted Surverys applications for up to 30 days.

% Pending Applications

& Transmitted Applications

Coordinated Assessment and Placement System

Pending Application List (12)

Agency Name/No : ¥V
Pending applications expire in 30 days and must be completed by the expiration dates below.

Show |E Entries ~ 8
Actions Survey Number Application Murmber Client Narme HRA Client ID Diate Entared Date Expires Entered By Agency Site Application Type
I
|9 || | 7| | Sl [l | %] |5l | Sl Sl | %] g
5 I 3 SE /1042020 97972020 Ha a9 0 Individual §
5 § g 1o 2 41242020 9¢11/2020 G a9 0 Individual
i L 3 Rt 411472020 49/13/2020 Ft au 0 Individual z
: i1 3 ) 2 471642020 9/15/2020 G a9 0 Individual ;
: I 3 10 2 /1972020 4¢18/2020 Ft 9 0 Individual
5 § G M /1972020 9¢18/2020 o] a9 0 Individual
i § 3 z 42042020 4/18/2020 AN au 0 Individual
H i, Al i 8/26/2020 4425/2020 cu 9 0 Farnily
: 8 14 1 /2672020 472572020 cu 9 0 Individual
5 4 G 1o /2672020 972572020 G a9 0 Individual
1 LB ] L3
1to 10 of 12 1€ £ Pagelof2 > 3
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i Survey | Application A
B nlew Survey
B Fending Surveys
Submitted Surverys

% Pending Applications

& Tranamitted Applications

Artions Survey Murnber

The three red dots
located in the
Actions column
opens a submenu
with the following
options:

Application Nurnber

Survey Number allows the user to review the completed survey.

Application Number takes the user to the application where they can continue to
complete the application.

HRA Client ID is a unique ID number that is associated with the client for the purposes of
the supportive housing application. When a client needs to renew an application, they are
typically matched to their previously assigned HRA Client ID. This ID is not associated with
Cash Assistance or any other HRA program.

Client Mame HRA Client ID Date Entered Date Bxpires Entered By Agency Site Application Type

SE 8/10/2020 /972020 H& 9 0 Tndividual

Date Expires displays the expiration date in red. The application will not be
available in CAPS after this date. If an application expires before being
completed, the user will have to start a new application.

Application

Zlient Documents

Attach Documents

Summary

Transmit

Celete
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Application

Client Documents

Attach Documents

Summany

Transtmit

Delete

Application takes users to the pending application for the selected client.

Demographics

Coordinated Assessment and Placement System

Application# : 3t Last Name : 5

Financial / Benefits

Demographics

Preferred or AKA First Mame:

Social Security Number:

Date of Birth:

Address:

City:

Zip:

Borough

harital Status

Has Applicant been employed in the past two years?:

Ethinicity:

First Name : C
Important Contacts Documents

o
o9

AVENUE
1
Branx -
SINGLE -

Mo

BLACK, NOT OF HISPA

-

@ client Documents

Preferred or AKA Last Name:

Gender: MsLE
. 57
Aph

State: m

10% Complete : Wl
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Client Documents takes users to the HRA Viewer Documents. These are client identifying and financial
documents that are available for the selected client. Users can download and/or print documents, if

=) necessary.

Attach Documents

Application

These documents are also found within the survey and the application.

Summary

Transtmit
Social Security #: O Date of Birth : 2/ Mame : SEI

Delete
Docurnent Description M CASE# Entry Date
| | v I | ¥ | | ¥ [ | ¥
1-551 Perrmanent Resident Card WES noao 12/10/2018
Other Acceptable ID WSS nooo 12/10/2018
Social Security Card WS noon 12/10/2018
Photo ID any source WS ooon 06/05/2015
Man-Driver's License WES noao 06/05,/2015
CBIC-Cornmon Benefit Identification Card WS oooo___. . ___ 06/05,/2015
[-551 Permanent Resident Card WS nooz 08/12/2010
Medicaid Card WS naon 07/26/2010
Photo ID sy source WS nooo 01/30/2009
[-551 Permanent Resident Card WS nooo_______ 01/30,/2008

1to 10 of 22 I < Pagelof3d > >I
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Application Attach Documents takes users to the Documents tab of the application for the selected client. Users
Client Documents can attach supporting documents to the NYC Supportive Housing Application.
Coordinated Assessment and Placement System

Summary .

Documents System s gaing offiine at 4pm. ‘o
Transmit

Application# : 3 Last Name : SE| First Name : CA @ Client Documents 10% Complete : Wl
Delete

Documents

Attach Documents

Document Type :  Select One v
File to Attach : ‘ Browse File ‘
Dacument Description : 0
Actions Type Narme Deseription Attached Date Attached Time Attached By Agency/ Site
Mo Docurnents To Show
i (AK] 13
Oto0afd £ < Pagelofl >

Previous
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Summary takes users to a draft summary of the application in progress. Users can review the
Application information entered into the application in a PDF format, download, and print.

Client Documents

Agency Information takes users to the Transmit screen.

Attach Documents

Cocrdinated Assessment and Placement System

Application Review and Transmit System is going offline at 4pm

Transmit
Application# : = Last Name : SE First Name : CA @ client Documents 10% Complete : Wl

Delete Agercy Information

Mote: Bookmarks can be used to navigate to different sections of the PDF report. Bookmark icon [B] can be located on top right cormer of the PDF report

New York City Supportive Housing A

Application ID: 3 Referring Agency: V

Housing Program: Referring Site: CR

Applicant Name: CA Date/Time Entered: 8/10/2020 4:17:00 PM
Entered By: DO Request Not Yet Transmitted to OHMHS: Yes

Consent

=" | verify the applicant has signed the "New York City Human Resources Administration HIPAA Compliant
Authorization for Disclosure of Individual Health Information and Medicaid Records for the Coordinated Assessment
Survey and/or Supportive Housing Application” and the “New York City Human Resources Administration
Authorization for the Coordinated Assessment Survey (CAS) and/or Supportive Housing Application” consents. | also
verify that these two consents have been signed within the last 180 days authorizing the release of the applicant’s
health information, including his or her medical, mental health. HIV related. alcohol and substance use treatment,
Cash Assistance, Supplemental Nutritional Assistance Program and prior supportive housing/coordinated assessment
records and that my agency has on file the original form signed by the applicant.

Consent Date: Verified By:
Location Kept:

Type of Su ive F ing Appli Applying for: Individual

O Housing for Individuals with Serious Mental llinesses including those with Co-Occurring Substance Use

® Housing for Homeless Individuals with Substance Use Disorders
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Application Transmit takes users to the screen that will allow applications to be transmitted. Applications that are
complete can be transmitted, otherwise users will receive a transmission error that will detail the areas
of the application that are incomplete.

Client Documents

Attach Documents

Coordinated Assessment and Placement System
Summary

Application Review and Transmit Systerm I$ gaing offline: at 4pm ‘0

Application# : & Last Name : 5E First Name : CA @ Client Documents 10% Complete ! mm
Delete
Summary Agency Information

Referring Agency Information
Referring Agency . 9 Referring Site: 0
Type of Site C
Address AVENUE City:  BRONX

State Y Zip: 1

Verification

D | ey to the best of my knowledge the information provided in this application 15 accurate and complete

Referring YWorker's Name Title :
Ph # Ext:
Email :

Previous Transmit
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Application Selecting Delete gives users the option to delete the application from their Pending Application list.
Once deleted the application will not be available for submission.

Client Documents

Attach Documents Users should be sure that they want to permanently delete the selected application BEFORE selecting
Summary Yes. If deleted in error, a new application will need to be started from the survey.

Transmit

Confirm Delete

The Pending Application will be deleted permanantly.

Are you sure you want to delete the selected application?
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@l survey!application A Transmitted Applications takes users to the Transmitted Application List. After an
application has been transmitted it will appear on the Transmitted Application List as Pending

Mew Surve
:Pendmgajmvs Review. The status of the determination outcome is displayed in the Approval Status
Submitied Surerys column. Once a determination is made on the application, users receive a system generated
% Fending Applications email notifying them to log into CAPS to check the status of the application. The status of
the application is automatically updated in the Approval Status column.

Coordinated Assessment and Placement System

Coordinated Assasemant
and Placement System

Transmitted Application List {(112) Application will be offling from 17:00 today (03/25/2019. gﬂ

Agency Name/No : D~

Show 10 v | Entries < B8
Actions Survey Murmber Application Nurmber Client Marne HRA Client ID Transrit Date Agency
A e N — e a— T KXl o
3 E WIL il 06,/10/2020 12:00 Ak 1 | g
: MO 2 03,/19/2019 12:00 Ak 1 I -
: ca, 2z 03/18/2019 12:00 Ak 1 iz
H TIN 3 03/06/2019 12:00 Ak4 1 E
3 GRI El 02/06/2019 12:00 Ak 1
: jor 1 02/01/2018 12100 AM 1

ALl . e 01/18/2019 12:00 Ak 1
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i Survey / Application A

B New Survey Applications in the following determinations will appear on the Transmitted Applications list

8 Pending Suneys for the time period listed below:
Subrnitted Surverys

% Pending Applications

Approval Length of approval period 30 days
Disapproval 30 days 30 days
Unable to Complete 30 days 30 days
Application Withdrawn (except 30 days 30 days

on Invalid applications)

A new application is required if not resubmitted within 30 days.
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g suvey s appicaton A Clicking the three red dots located in the Actions column opens a submenu appears with the

following options: resubmit, attach documents, application package, referral history, and

B nlew Survey . .
determination documents.

B Fending Surveys

Submitted Surverys
% Fanding Applications Transmitted Application List {112) Application will be offline from 17:00 today (03/25/2019). go

@ Tranamitted Applications

Agency Name/No : DI

Show |10 ¥ | Entries "3 ﬁ
Actions Survey Murmber Application Nurber Client Marne HRA Client ID Transrmit Date Agency
v [ 1y [ v [ 1v [ 1% | o
E 3 ] 1 06,10/2020 12:00 Ak 1 g
E 3 MC 2 03,/18/2019 12:00 Ak 1 -
FeSubmit : 3 [ot 2 ‘ 0371872019 12:00 Ahd 1 o

Aftach Documents

Application Package

Referral Histary

Determination Documents



Resubmit allows the user resubmit/copy the application package. If Yes is selected the previously
submitted application will be copied into a new application. If updates were required for the
application, the user must ensure that the information is corrected as instructed in the
determination letter and that all necessary supporting documentation has been reattached and
reviewed prior to being resubmitted. If you have data entered the psychosocial assessment,
psychiatric evaluation, or the mental health report they will be copied over into the new
application.

Aftach Docurments

Application Package

Referral History _ Suamit TADs by 10th of the month. 40
Confirm ReSubmit

Determination Documents S
WlSh tn ReSmeiUCOpﬁf the ﬁpplication PaCkage fOf C“eﬂtw ? Referring Agency 1 i Diate/Time Entered | 06/16/2020 0323 AM
Referring Site Entered By : A

Housing Program . Select

Consent

Consent Forms

If No is selected, the application will not be copied, and the _ _ - o
[0 = Iverify the applicant hias signed the "New York City Human Resources Administration HIPAA Compliant Authorization for Disclosure of
user W| I I be retu rned to the Transmltted App/lca tlon I |St Individual Health Information and Medicaid Records for the Coordinated Assessment Survey andior Supportive Housing Application”

and the "Mew York City Human Resources Administration Authorization for the Coordinated Assessment Survey (CAS) andfor Supportive
Housing Application” consents. | also verify that these two consents have heen signed within the last 180 days authorizing the release of the
apnlicant's health information, including his or her medical, mental health, Hi:related, alcohol and substance use treatment, Cash
Assistance, Supplemental Mutritional Assistance Program and prior supportive: housing/coordinated assessment records and that my
agency has on file the ariginal form signed by the applicant.

NOTE: The resubmit function is only available for 30 days.



™ CAPS Overview

Resubmit

Attach Documents

Application Package

Referral History

Determination Docurments

Attach Documents will only be available on application packages that are already approved. It
takes the user to the post approval section of the application package.

Agency/Site : & Client Name : R HRA Client # : 2
Approval Expiry Date : 5/31/2021 Application # : 3

Application Packane

Determination Documents

Post Approval Documents

Attach Documents

Document Type : Placement Document - Post Transmission v

File to Attach
Document Description o

Artions Type Marne Description Attached Date Aty

Mo Documents To Show
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Resubmit Application Package opens a window displaying the client information and the following

subfolders: Application Package, Determination Documents, Post Approval Documents, and HRA

Attach D t [
ach DocUments Viewer Documents.

Application Package

Referral History Click on the blue bar to open a subfolder.

Determination Documents

Housing Application and Supporting Documents

Agency/Site : Client Name : MO HRAClient #: 2
Approval Expiry Date : 9/30/2020 Application # : =

Application Package
Determination Documents
Post Approval Documents

HEA Viewer Documents




4 CAPS Overview

The Application Package contains all documents that were initially submitted with the application.

Housing Application and Supporting Documents

Agency/Site : 1
Approval Expiry Date :

Application Package

Document Type

| | ¥

Psychiatric Bvaluation
Psychosocial Assessment
Application Summary Report

Coordinated Assessment Sure..,

Client Name : JEI
Application # : -

Description

Docurnent Mame

Attached Date-Time

HRAClient#: 2

Attached By

Psychiatric Bvaluation

Psychosocial Assessment

Application Summary Report

BAssessment Survey Report

| ¥ 1l | ¥ | | ¥ | ¥
Psychiatric Bvaluation 09/172020 - 06:28 PhA £}
Paychosocial Assessment 09,/1772020 - 06:28 PR €]
Application Summary Report 09/1752020 - 06:28 Ph £}
Assessment Survey Report 09/172020 - 06:19 PhA G

lto 4 of 4 < < Pagelofl > >l

Clicking on the blue document
name in this column will allow
the user to view the document
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Determination Documents takes users to the section of the Application Package that contains the
determination package. Determination documents are dependent upon the outcome of the

application. For approved applications, this subfolder will contain a Determination Letter, NYC
Housing and Homeless History Report, and the Vulnerability Assessment Report.

For applications that have been determined to be Unable to Complete, Disapproved, or Application Withdrawn, the
Determination Letter will be the only document in this subfolder.

Housing Application and Supporting Documents

Agency/Site : 1 Clieant Name @ I

HRA Clieant #: 2
Approval Expiry Date : 2/30/2020 Application # : =

Application Package

Determination Documents

Document Type Description

Docurment Mame Attached Date-Time Attached By
¥ ¥ Y ) ¥ ¥
Determination Letter Determination Letter 3 o 03/22/2019 - 05:098 P
MY C Housing and Hormeless H.., MY C Housing and Horneless H.. MY CHousingHormlessnessRep... 0372272019 - 11:43 An
“Wulnerability &Assessment Report Wulnerability Assessment Report WaASummaryReport.pdf 0372242019 - 11:43 Ahd
lto3of3 1< < Pagelofl =

The Determination Letter contains the supportive housing eligibility outcome for the client. If there are questions
regarding the determination users may contact the reviewer whose information is located on the letter. However, before
doing so users are advised to take the time to thoroughly review all information contained in the letter. This information
should also be compared to the supportive Housing Description and Criteria Guide, as this may address any questions

regarding eligibility. If you are unable to resolve an issue with a reviewer, you may request to speak to a supervisor at any
time.
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Post Approval Documents is used to add documents to support placement after the client has received an approval letter.
This is not intended to submit clinical documentation for reassessment of supportive housing eligibility and does not re-enter
the application into PACT unit’s queue for review. If you’ve obtained additional documents and would like to have your
client’s existing application reassessed, a new application must be submitted.

Post Approval Documents displays any documents that have been added to the application by the placement entity, the
supportive housing provider whom the client was referred to, or the referring agency. These documents are used to assist in
the referral and placement of a client into supportive housing, for example, identifying documents such as birth certificates
and non-driver’s licenses. Any of the parties previously mentioned can add placement documents to approved applications
for the duration of the approval.

ing Documents:

Agency/Site : Client Name : HRA Client # :
Appreval Expiry Date © 29/50/2020 Application #: ______

Attach Documents

Document Type Flacement Document - Post Transmission

File to Attach | Browse File

Document Description e

Actions Type Marne Description Attached Date At

Mo Docurments To Showe
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ReSubmit

Aftach Documents

Application Package

Referral History

Determination Documents

Referral History take the user to the Referral Roster View.

Client Number Referral Date Eligibility Pricritization
L [N | e 1]

2 06/15/2019 WYY I POP & NYC 15/15 AD; High 5., Lo

2 06/19/2015 MY/Y T POP & NYC 15/15 AD; High 5., Lo

2 06/19/2019 MY I POP & NYC 15715 AD; High 5., Lo

Service Needs

[ 1

Community Care: Level I
Cormmunity Care: Lewvel T

Cormmunity Care: Lewvel I

lto3of3

|

Placement Criteria

[Borough Preferences]: Br

[Borough Preferences]: Br

[Borough Preferences]: Br
b

¢ Pagelofl » >l
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Resubmit

Determination Documents takes users to the section of the Application Package that contains

Atach Documents the determination package.

Application Package

Referral History

Determination Documents

Housing Application and Supporting Documents

Agency/Site : 1 Client Name : I . RA Client # : 2
Approval Expiry Date 1 2/30/2020 Application #: 3

Docurment Type Description Docurment Name Attached Date-Time Attached By
| ¥ || | ¥ | | ¥ | | | ¥ | | | ¥
Determination Letter Determination Letter EX 03/22/2019 - 08:09 PRA
MNYC Housing and Homeless H.., MNYC Housing and Homeless H.., &Y 0372272019 - 11:43 Am4
Wulnerability Assessment Report Wulnerability Sssessment Report W 0372252019 - 11:43 Ak

1to 3 of 3 l< < Pagelofl > I
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| a Control System

The Vacancy Control System menu allows users to access CoC Referrals (if applicable), Unit Roster, Scheduler,

Referral Roster, Tenant Roster and TAD. This menu will only be available for users who are responsible for
transmitting housing data.

# Vacancy Control System A

it COC Referrals
A Unit Roster

[ scheduler

B Refarral Roster
= Tenant Roster

I8 TAD

See the User Guides for step-by-step instructions for all Vacancy Control System functionality.
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A Vocanicy Contol System Continuum of Care (CoC) Referrals directs the user to a page that contains a list of the clients

that have been referred to units that receive funding from the CoC via the Department of

# Unit Roster Housing Preservation and Development.
[ Scheduler

B Referral Roster

Coordinated Assessment and Placement System

&% Tenant Roster

CoC Referral Queue [

I8 14D
Agency Name: coject One - Site Name: coject One ¥ CoCApproval Status: Sciect One -
AN + |
Action (oo Ref... HP ... Eligibility Pri... Ser.. Pla... C&oon Las... Las... Las...
O~ v 10w ] vy Oy Oy O vy Oy 0¥ LY
E F. P MYAY D POP E; MYC 15,15 AD; MWYC 154, SWA - Borou... Pendi... A 01,034, 017034,
E C = MY/ IDPOP H SWA, - Baraou... Pendi... Z 01034, 01034,
E C i MYAMY D POP A MYC 15415 AD; High Se.. SWh - Carm.., Borou.. Pendi.. 1 01034, 01/03s.,
E F C MYAMY O POP & NYC 15,15 AD; High Se... S - Corm.. Eorou... Pendi... 1 014034, 014035,
E T E MYAMY O POP & NYC 15,15 AD; High Se.. S - Corm.., Eorou... Pendi.. 1 01403/, 014035,
E [ E MYAMY IO POP & NYC 15,15 AD; High Se... S - Corn.., Eaorou... Pendi... 1 01403/ .. 014035,
E 1l k FYATY IDPOP & MY WY I POP H; WY C L. SWR - Corm.., Borou.. Pendi.. z 01034, 017034,
E E k MYANY IDPOP H SWA - Baorou... Pendi... z 01034, 017034,
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* Vacancy Control System A
it COC Referrals
[7 Scheduler
B Referral Roster
<% Tenant Roster

18 T80

Unit Roster takes users to the unit roster for the sites assigned and allows them to update
information for each unit within the program.

EEeTLEn b System

Unit Roster Client Approvals are extended. ,‘o

Site Mame : Select -

Primary Serice
Contract

E85E Unit Roster [0/0]

Unit features Service
Marme

- | Contract

Unit . ‘ Prirmary

Cantracting - Rental -
Agency Subsidies

IInit =
Status

LInit -
Type



4 CAPS Overview

% vacancy Control System A

Scheduler allows the user to view and amend the schedule for upcoming supportive housing
interviews.

it COC Referrals

A Unit Roster

[ schedular

B Referral Roster

Coordinated Assessment and Placement System
Scheduler

= Tenant Roster

Systermn is going offline at 4pm. ‘0

|8 T Agency: 7. Site! | gelect One h ﬂ
T

Frevious Today — Mext Sep 6 - Sep 12,2020 Manth  week  Day
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
SEp B Sep v SEp S Sep 9 Sep 10 Sep 11 Sep 12

8 AM

9 AM

10 AM

11 AM

12 PM

1PM

2PM
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Q Vacancy Control System A

& COC Reforrals Referral Roster allows users to update referral outcomes for clients including interview
# Unit Roster outcomes and move in information.
7] scheduler

B Referral Roster Coordinated Assessment and Placement System

aw Tenant Roster

Referral Roster System is going offline at dpm. ‘o
(SR
Agency: 7 site: - ﬂ
Pending: 12 Overdue: 0 Accepted/Pending Approval: 0 In Pregress: 0 Move-In: 74 Not Accepted: O
FPending Completed
Action Status Client# - Referral Date Client Narne(LF) Referring Agency/Site Eligibility Prioritization Service Ne
| ¥ || | ¥ || | ¥ || | ¥ || | ¥ || | ¥ ||

H Pending 2 P z Y Y I POP.. High Communi
: Pending 2 I 2 MY/ I POP... Level T
E Pending 2 P 2 By I POP.., Cammuni
E Pending 2 W, 2 Iy Y I POP.., tedium Cammuni
E Pending 2 sl 2 By I POP.., tedium Cammuni

g8 Pending 2 G 2 High Service .., Lo Cammuni
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*\facanwtnntrul System A . . . . .
Tenant Roster allows users to move tenants in to and out of specific units for their assigned

sites.

il COC Referrals

# Unit Roster

[ Scheduler - = ;
enant Rosier
B Referral Roster

S Tenant Roster agency: T r - IEB

I

I8 18D
Total Units: 45 Occupied: 0 Online: 46 Offline: 0 Pending Move-Ins: [ Pending Move-Outs: 0 I
Wy Tenants
Arction Unit# Unit Status Prirnany Service Contract Rental Subsidies Client# - ReferralDate Tenant Marne (LLF) ‘

Al K2k v I 17 | 7 || |
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L& vacancy Control System A TAD takes users to the Turn Around Document (TAD) Submission which allows users to
il COC Referrals submit monthly occupancy reports for their assigned sites.
4 Unit Roster
[ schedular
B Referral Roster Coordinated Assessment and Placement System

= Tenant Roster

- TAD Submission
-E TAD
Agency Name: £ Site Name: 4 hd ﬂ

NotSubmitted{Overdue): 2410 In Progress: 6 Pending Verification: 1 Verified: 4
Pending Transmitted
Action Site Marne Reporting Ma... Repaorting Year Updated By Updated Date Status
| v || | v | | v || | ¥ vIi[_ 1v
M Tuly 2020 Orserdue
I July 2020 Dheerdue
P Tuly 2020 Dheerdue
2 Tuly 2020 Ovverdue

P Tuly 2020 Oreerdue
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B System Administration

System administration contains the sub menu agency/site profile, user security and reports. This menu option will
only appear if your user ID role is a system administrator.

ﬂ System Administration A

B AgencySite Profile
B Lzer Security
B Repors
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ﬂ System Administration A Agency/Site Profile allows system administrators to update limited aspects of their programs’

profile and submit requests for new sites.
B ApencyiSite Profile
B Uzer Security

Coordinated Assessment and Placement System

B Reports ; ]
P Agency Site Maintenance Swsterm is going offline at 4pm. gﬂ

@Request Mew Site

Agency Hame

J Agency Address:
co
A Agenc.., Site Narne Site St.. Housing Prograrm Model/Site ty... Site Location
: Lf B Active SUPPORTIVE HOUSING PROVIDER - lgnl
=

:6 R Active SUPPORTIVE HOUSING PROVIDER 3
E i B I Active CASE MANAGEMENT SERVICES o
H L b C Active COMTINUIMNG DAY TREATMEMT P... ?
E |8 H Artive MEMTAL HEALTH SERWICE
: f K Active SUPPORTIVE HOUEING PROVIDER
: f 5 Artive SOMH & OTHER RESIDEMTIAL TRE...

E fi L Active SUPPORTIVE HOUSING PROVIDER
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@ System Administration A . N . _ - _
User Security allows System Administrators to create and deactivate user ids for assigned sites.
B ApencyiSite Profile

B Uzer Security

B Feports Coordinated Assessment and Placement System

User Administration

;’. Add Mew User

Display Users based on selection:

Agency Name: 6 Site Type: celect One v Site Name: coject One v
Agency: 6 O ﬁ
Action Marne (.. UserID Juniper Lewel Access Site—5.., User Sta... Ernail Office P... Last Log..
The three red dots > CJv L% Cd% L1y L% L% 1% [ J% 1+
located in the Actions & s Yes STAFF I d 7 16/24/2016
column opens a submenu Jogat T. F Yes STAFF I f 7 01/30/2018
podate

that will allow the System | - T : " ' e/
L. 2 Mo Y5 ADMIN A E 2 05/31/2020
Administrators to make A A Vs STAFF & . 7 04£11/2018
updates for the selected A g Yes SUPERVISOR A @ 7 11/27/2019
user A a Yes STAFF § a iz 7 07/14/2020

2 Yes STAFF i I r 7 07/08/200
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Information

Information contains submenus for Housing Resources, Announcements, and Training.

ﬁ Information A Housing Resources includes information about various housing programs such as city

® Housing Resources FHEPS, supportive housing, etc.

@ Announcements Announcements contains releases on CAPS updates.

B Training
Training contains tip sheets, guides, and other learning tools to help users increase their
knowledge of CAPS.
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General Information

e CAPS sessions will time out after 10 minutes of inactivity (i.e. activity is saving the application or going to a new
tab/page), maximum session permitted 60 minutes.

* If you have technical questions/issues on how to use the system, contact the CAS Help Desk at
hracassupport@hra.nyc.gov

* If you have problems logging into the system, contact the ODSM Help Desk at missecurityadmin@dss.nyc.gov

To learn more about Supportive Housing and CAPS visit:

https://www1.nyc.gov/site/hra/help/supportive-housing.page

https://www1.nyc.gov/site/nycccoc/caps/caps.page




Continuing Your CAPS Learning

Below are some recommended reference materials that can be found in the CAPS training and/or announcement
section to help develop your knowledge of CAPS:

If you complete supportive housing applications:
*NYC Supportive Housing Application Module
*Supportive Housing Descriptions and Criteria
eStandardized Vulnerability Assessment Criteria Fact Sheet
*Suggested Outline for the HRA 2010e Psychiatric Summary: CUCS Guide
*Professionals to Complete Psychiatric Evaluations Expanded
eUnderstanding the NYC Vulnerability Assessment Training
*CAPS Reference guide and video

If you are a housing provider:

*Completing the TAD
*VVCS Completing Rosters
*Agency Site Request and Maintenance



