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VCS Dashboard
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 VCS (Vacancy Control System)
« VCS includes the maijority of NYC’s supportive housing stock and allows for electronic referrals

« Supportive housing providers can report move ins and move outs in real time

4% Dashboard i

i Survey | Application

P
CAPS Coordinated Assessment and Placement System (]

# Doshboors My Dashboard [E] QA Environment ‘Ghanges o the Unt Roster for Housing Provioers 1S

Wl survey | Appication Survey | Application

= - [ [— [ [——— [ Y [ Y —

st epicatons [

208 vacancy Conro sysiam A

* Vacancy Control System A

i COC Referrals
# Roster

) Scheduler

B Referral Roster

Vacancy Control System
A Roster a Referal Roster a8, Client Roster Em} [ Reforral Request Queue

[ Rl Request - Fallow Up Quese

&% Client Roster

Stats. Announcements

& TAD
Select One of the Site:
s p- tivs fion nt wmants my cubmi in F
B Legacy TAD <oy ¥ ERET RIS SIS
Total Units 0 S | ofthe homepage

I Referral Request Queue OCccupied 0

C e : >

ine v .

@ Referral Request - Follow Up Queusl O r Offing

E Reports .

& System Administration

ﬁ Information }

City of New York 2024 All Rights Reserved.
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2.1

VCS Dashboard

« The Vacancy Control System (VCS) Dashboard

menu allows users to access:

CoC Referrals (Currently Inactive)
Roster

Scheduler

Referral Roster

Client Roster

TAD

Legacy TAD

Referral Request Queue

Referral Request- Follow Up Queue

« This menu will only be available for users who are

responsible for transmitting housing data.

A Dashboard
i Survey / Application

Q Vacancy Control System A

[E COC Referrals \

# Roster

) Scheduler

B Referral Roster
&% Client Roster
& TAD

|& Legacy TAD

I Referral Reguest Queue

I\I Referral Request - Follow Up OWI

E Reports

ﬁ System Administration

&8s |nformation v




9/10/2024

=
Q
+—
0
>
n
[
=
=
@)
O
>
(S]
c
@®
g
>
[N
u
@©
o

2.1

VCS Dashboard

« CoC (Continuum of Care) Referrals directs users 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 Housing Preservation and

Development (HPD). This functionality is currently Inactive.

Q Vacancy Control System A

i COC Referrals

A Roster

(7 Scheduler

B Referral Roster

A% Client Roster

\& TAD

|& Legacy TAD

B Referral Request Queue

@ Referral Request - Follow Up Queue

CoC Referral Queue [ 7 ]

Agency Name: _Sir.e Name:  seject One

QA Environment

¥ CoC Approval Status:  seject One

Action Client Name Referring Agency/Site HP Agency/Site Eligibility Prioritization Service Needs Placements Criteria CoC Approval Status Last Updated By Last Updated Date Last Email Notification
[ v Jv/ [ |v/] | v I [ | v I | ¥ I [ o I 2 B | ¥
E - SMI Singles; ... SVA - Medium Community Care; L... Borough Preference: Rejected Interview Outco... 06/08/2022
E SMI Singles; N... SVA - Medium Community Care; L.. Borough Preference:Bro... Rejected Interview Outco... 06/08/2022
E SMI Singles; ... SVA - Low Community Care; L... Borough Preference:Bro... Pending Interview Outcome 08/17/2022
E SMI Singles; ... SVA - Medium Community Care; L... Borough Preference:Bro... Pending Interview Outcome 08/17/2022
E SMI Singles; ... SVA - Medium Community Care; L... Borough Preference: Pending at Placement Ag... 09/01/2022
E SMI Singles; ... SVA - Medium Community Care; L... Borough Preference:Bro... Pending Interview Outcome 09/01/2022
E SMI Singles; ... SVA - Medium Community Care: L... Borough Preference: Pending Interview Outcome 09/00/2022

Y
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2.1

VCS Dashboard

» Roster takes users to the rosters for their assigned sites and allows them to update information for each

unit within the program.

#™ Dashboard
‘ Survey | Application -

* Vacancy Control System -~

i

l M Roster

B Scheduler

B Referral Roster

- Cliznt Roster

I8 TAD

I& Legacy TAD

B Referral Reguest Queue

B Feferral Reguest - Follow Up Clusus

B reports
& System Administration -

‘_h Information

SR Endronmen !
——
e- | Select -

No Rews To Show

ca

el | su
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VCS Dashboard
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« The Re-Rental Scheduler allows users to select dates and times for upcoming re-rental supportive housing

interviews via Request a Referral (RRQ).

¥ Dashboard
. 2 Scheduler QA Environment ..o
i Survey / Application ~ R — -
° Vacancy Control System A
it COC Referrals
Interview preferred time slots must be selected no less than five business days from today's date
A Roster Please note preferred time slots can be selected only on the Week and Day view
DE — l_ _
Referral Roster
2= Client Roster Previous ~ Today  Next Sep 11 - Sep 17, 2022 Month ~ Week  Day
£ 8 1A
q) L D Qunday Monday Tyesdqy Werdnesday leursdgy Friday s;ﬂurdgy
4(7; @ Legacy TAD Sep Sep 12 Sep 13 Sep 14 Sep 19 Sep 16 Sep
> 8 AM
) B Referral Request Queue O
6 B Referral Request - Follow Up Queue 10 AM
S
1AM
)
Reports
c B Rer -
@)
O S 2 1PM
ﬁ System Administration
2PM
)
i 3 PM
c === |nformation v
« 4PM
% 5PM
> 8 PM
.. 7PM
N 8 PM
et
9 PM
©
o @ Freferred Interview Slots Unavailable (Occupied)
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VCS Dashboard
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« Referral Roster allows users to update referral outcomes for clients, including interview outcomes and

move-in information.

# Dashboard QA Environment NYC 15/15 Research Consents lo

Referral Roster [

Agency: -9: Select one Q
¢ Vacancy Control System A

i COC Referrals Completed Re-Rental Referrals

Roster

@l survey/Application ~~

)

DRON+

Eligibility Priortization Service Needs Placement Criteria Primary Service Contract Type

Scheduler

@it » |

Referral Roster Adion | Status Referral Type Placement Entity Is Swapped Referral (Y/N) Clignt# - Referral Date Client Name(LFy Referring Agency/Site

Client Roster

)
v

L_Jvi_Jv/] RN RAN | 7] | 71| RAN eI I JvI | 7] | 7]

Legacy TAD No Refemals Avalable

TAD

Referral Request Queue

VVDD

Referral Request - Follow Up Queue i 3

E Reports Dto0afl

a SR A A Rapid Re-Housing referls

=== |nformation v
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2.1

VCS Dashboard

« Client Roster allows users to move clients in and out of specific units for their assigned sites.

# Dashboard :
Client Roster [&] QAEnvironment Changes to the Unit Roster for Housing Providers F
‘ Survey / Application
= [ e
° Vacancy Control System A Total Units: 57 Occupied: 0 Online: 97 Offline: 0 Pending Move-Ins: 0 Pending Move-Outs: 0
-
il COC Referrals My Clients Transmitted
# Roster LON + |
O SCneduler Action Client# - ReferralDate Client Name (LF) Name Status Primary Service Contract Rental Subsidies Client Voucher Referring Agency/Site Client Eligibility Prioritization Entry Date
[ ] w11 [ [ ] [ ] w11 | %11 ] ¥ | ] [ ] v 11 v | [m/oarg]
B Referral Roster =
H UNIT-1B Unit-Online ESSHI - SENIOR ESSHI
.e
GEJ T c“enx Ros'er 5 UNIT-1A Unit-Online: ESSHI - MH-FA ESSHI
4(7; l_g TAD E UNIT-34 Unit-Online NYC 15/15 - FC NYC 15/15 Rental Su...
(% lg Legacy TAD H UNIT-2H Unit-Online NYC 15/15 - FC NYC 15/15 Rental Sts...
6 - Re{efral Request Oueue H UNIT-35 Unit-Online NYC 15/15 - FC NYC 15/15 Rental Su...
] § UNIT-1C Unit-Online ESSHI - SENIOR ESSHI
E‘ B Referral Request - Follow Up Queue =
H UNIT-16 Unit-Online ESSHI - MH-AD ESSHI
(@]
O a Repoﬂs 5 UNIT-1L Unit-Online ESSHI - SENIOR ESSHI
>\ E UNIT-2C Unit-Online ESSHI - SENIOR ESSHI
&) ﬁ System Administration - — -
C H UNIT-2D Unit-Online ESSHI - SENIOR ESSHI
o .
(8] eRe |nformation :
C>U — Assign Client to #
(qV}
—d
S
&
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« TAD takes users to the TAD (Turn Around Document) Submission page, which allows users to submit

monthly occupancy reports for their assigned sites.

¢ Vacancy Control System /% TAD Submission E| QA Environment Changes to the Unit Roster for Housing Providers
A Name: Site Name:  Selactone
E COC Referrals s - I e a
-ﬁ- Roster NotSubmitted(Overdue): 0 Verified: 0
E Scheduler Transmitied
B Referral Roster ca
E - cl t Rost Action | Site No/Site Name Reporting Month Reporting Year Updated By Updated Date Status
mw lient Roster
()] — [ | 7 | [ | ¥ I ] 911 | ‘” da /¥y U‘ v
7] B TaD
> T—
n _E Legacy TAD
o
= B Referral Requast Quesue
=
@) B Referral Request - Follow Up Queus
)
&) System Administration %
(=
(1]
8
>
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e
S
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2.1

VCS Dashboard

 Legacy TAD allows users to search though the agency’s past submitted TADs using the Site, Report Year,

and Report Month.

# VWacancy Control System #

E COC Referrals
ﬂ- Roster

E Scheduler

E Feferral FRoster
-k

- —lient Rostar

B Tan

|;E Legacy TAD

Legacy TADS

Please enter the following information and click Submit in order to proceed

agency .

Site -
Report Year: -
Report Month -
Report Type -

B Referral Reguast Qusue

B Feferral Reguest - Follow Up Quesus

a System Administration

[e=]

QA Environment
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2.1

VCS Dashboard

« Referral request Queue allows users to view active referral request under the Transmitted, Pending and

Completed tabs.

ﬁ Dashboard

* Vacancy Control System A

ili COC Referrals
# Roster

™ Scheduler

E Referral Roster
= Client Roster
B TAD

|B Legacy TAD

B Referral Request Queue

B Referral Request - Follow Up Queue

ﬁ System Administration

Referral Request Queue

Agency: NN .

Pending Schedule.

Pending

Action | Transmitted Date Agency No / Agency Name

Scheduled; =

Completed

Site No / Site Name

Site Address

Withdrawn Request

Primary Service Contract

QA Environment

Rental Subsidies

mn/ dd/yyyy D| v |

RN

RN

| V1|

| v 1|

-

Cancelled Requests

Name

Type

[ vIC v IV

NYC 15/15 Research Consents go

XQ

Referrals Completed:

co

Wheelchair Accessible HUD Chronic Site Location

RN RN
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Site Reguest & Maintenance

e Request New Site

 Agency/Site Maintenance
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2.2

Site Request & Maintenance - Request New Site

1. CAPS Dashboard > System Administration > Agency/Site Profile will bring you to the Agency Site

Maintenance page.

2. Click Request New Site to start the process of requesting a new site.

3. Inthe Request a New Site page, all fields in red must be completed and cannot be left blank.

A Dashboard
i Survey | Application

3:3 Vacancy Control System

& System Administration A
—

B Agency/Site Profile

| Agency Site Maintenance [Z)

—
I User Security

& Information

Agency Name :

QA Environmen 1
Agency Address:
c o
Site H rogram Modely... Site Categ... Site L
Acti DHS CONTRACTED DROP-IN .. Referring Ag... g
Acti DHS SINGLE MUNICIPAL/CO... Referring Ag... Congregate S.. |V
Acti DHS SINGLE MUNICIPAL/CO..  Refering Ag..  CongregateS.. 5
Actr DHS SINGLE MUNICIPAL/CO... Referring Ag... Congregate S.
Activ DHS FAMILY MUNICIPAL/CO...  Referring Ag...
Actr HASA TRANSITIONAL RESIDE. Referring Ag...
Activ CASEMANAGEMENT SERVICES  Referring Ag..
Acti MENTAL HEALTH SERVICE Referring Ag..
Actr DHS FAMILY MUNICIPAL/CO... Referring Ag...
Activ DHS FAMILY MUNICIPAL/CO...  Referring Ag...
Actr DHS FAMILY MUNICIPAL/CO... Referring Ag...

Request a New Site QA Environment

Agency Name :

Is this a housing provider Site 7 (7) Yes () No
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Site Request & Maintenance - Request New Housing Provider Site

9/10/2024

4.  When you’ve added all the necessary information, press the Add New Site button to save your work.
* In the upper right-hand corner of the screen a green pop-up message will appear, indicating the

information has been saved successfully, and the site name will appear in a blue tab (top of page).

o

Alternatively, if you wish to delete the information entered, press the Clear button.

o

Clicking Proceed before Add New Site will cause an error message to pop up.

7. Only after all new site info has been entered, click the Proceed button to fill out the Site Profile sections.

—
Request a New Site QA Environment NYC 15/15 Research Consents ;0

Agency Name :
Add New Site
Clear
P Agency Name :
-

Site Added
B VY Successiully Added

Site Name Site Address City State Zip

Request a New Site

:

Selectthesite type
Select

Borough
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2.2

Site Request & Maintenance - Request New Site
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8. In the Site Profile, you must complete the 3 tabs displayed across the top of the screen. To-do items are

marked with the yellow clock icon, and become green check marks upon completion:

« Site Demographics - Site Contact - Primary Service Contract and Unit Details

‘ Site Profile QA Environment 20 |

Agency Name: Agency Address: Site Name: Site Address:
Site Demographics Site Contact Primary Service Contract and Unit Details

Please select the type of the site O Congregate Site O Scatter Site

Level of Care -

Housing Program Model

Site Features

s the Interview location same as the site O Yes O Na
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Site Request & Maintenance - Request New Site
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9. In Site Profile > Site Demographics, select the type of site, Congregate or Scattered Site

« Additional fields will appear depending on type of site selected

Congregate Site Scatter Site
e — Bhe Home: Bt Addruss) Agency Address: Site Name: Site Address
e Site Contact Primary Service Contract and Unit Details
ter Site
Q congreg
O O
| o= O )

Ovw O

5

+— 0 O ho I Q O

173} O o

>

09}

[

c

(@)

(i * TCO (Temporary Certificate of Occupancy) ready? (Yes/No) * Is the Site Contracted (Yes/No)
(&)

% If Yes, specify contract start date . If Yes, specify contract start date
c;é If No, specify the expected date . If No, specify the expected date
f}': » |s this a tax credit building ? (Yes/No)

Dc? If Yes, Maximum Income for Studio & Maximum Income for One Bedroom
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Site Request & Maintenance - Request New Site
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10. In Site Profile > Site Demographics, select the appropriate Level of Care using the drop-down.
« For the majority of housing providers, the correct entry will be Community Care for both Congregate
and Scatter sites.
11. Then, select the Housing Program Model from the drop-down.
« For the majority of housing providers, the correct entry will be Supportive Housing Provider for both

Congregate and Scatter sites.

Congregate Site Scatter Site
GEJ Agency Name: Agency Address Site Name:1E5T Site Address:ESTTESTAA 11111 Agency Name:( Agency Addrest Site Name:iEST Site Address:(EST TESTAA 11111
+— [ ——— Site Contact Primary Ser t Det
g Priman d
(7)) O cogremeste @
=Y O O e
g s he Sile Contracted Ovws O
c Oves Ome
8 Levelotcare
[
® st Features
g
> Ow Om O=0
(qV}
ra
)
g =
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Site Request & Maintenance - Request New Site
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12. Continuing in Site Profile > Site Demographics, select the applicable Site Features (for site overall).
13. Then, answer ‘Is the Interview location same as the site,” by selecting the Yes or No radio button.
- If No is selected, you will be prompted to enter the interview address and phone contact number.

14. Click Next to proceed to the next section, Site Contact.

Site Profile QA Environment a° Site Profile s
Agency Address Site Name:{EST Site Addrees:IESTTESTAA 11111 Agency Name:C Agency Address: Site Name:iEST Site Address:tEST TESTAA 11111
Site Contact Prnmary Service Contract and Unit Details
Site Contact Primary Service Contract and Unit Dtals
o v sim
O congrege stz ®
Qv O
Ow O
Ovw O
Housing Program Model
Ste Features
Is the Interview location same as te sil O O
[ oo ]

Save Success
v

Successfully Saved
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2.2

Site Request & Maintenance - Request New Site

15.

16.

17.

18.

In Site Profile > Site Contact, all red fields must be completed (cannot be left blank).

Enter the contact information for the designated System Administrator and select the ‘Sys Admin’ box
only if the user is brand new

Click Save to add the site contact (will appear in list below), and enter any additional site contacts, clicking
Save after each new contact.

Click Next to proceed to the next section, Primary Service Contract and Unit Detalls.

Site Demographics Site Contact o

First Name Last Name Office Title Email Office Phone ]\ension Alternate Phone

First Name Last Name Office Title Email Office Phone E Alternate

v Save
Contact saved successfully.

=)
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Site Request & Maintenance - Request New Site
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19. In Primary Service Contract and Unit Details, all units with corresponding details must be entered.

20. Select the Primary Service Contract and enter the Number of Units, then click Save to add the contract
to the site (will add contract to list); this will refresh the form, so you may continue adding any other
applicable contracts for the site and click Save after each to add to the site.

21. Please have all unit details for the site readily available to complete the roster for the new site(s)

Site Demographics Site Contact Primary Service Contract and Unit Details °
E P S e Con N u
3
| Cle:

0
»

e Funding Source No. of. Units LEVEY

+~ 11 [ = =

c g 2 & Primary Service Contract saved
o successiully.

O Mo primary service contract are available | |
> 7

@

Q

S

& = oo =3

+—

—_

@©

o
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Site Request & Maintenance - Request New Site
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22. Roster Details under each contract must be entered; select the Roster Icon (middle icon in the Action
column) next to a contract to open the Roster Details form.
23. Enter the information for a unit in all red (required) fields and click Add to save each unit.

24. The Roster Counter at the top keeps track of the # of units created for that contract.

Roster Counter

Contracting Agency Name Type Status Primary Service Contract
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ESSHI SUD-AD

Add

Clear

No Rows To Show
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Site Request & Maintenance - Request New Site
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25. The Submit (bottom left) button will be enabled after all units and corresponding details are entered,;

click to transmit your new site request.

Confirmation

Initiating a New Site request process.

o |RV4

A\ 4
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Site Request & Maintenance — Agency/Site Maintenance
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« To add an additional Site Contact, simply go to System Administration > Agency/Site profile and select

the site you plan to edit.

 For any other changes to the site, including address, Primary Service Contract, number of units and/or

unit features, please contact your TAD liaison on the Coordinated Entry team.

« Any time you need to update which staff are assigned to specific sites you can do so in User Security.

 Allusers assigned to sites and the site contacts will receive email notifications for upcoming referrals,

so please keep this up to date
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2.3

Rosters

e Roster

 Referral Roster

* C(Client Roster
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2.3

Roster

9/10/2024

* You must complete all unit information before moving-in any tenants.
« Once aunitis occupied, you cannot edit some unit details such as unit name or primary service
contract

* You can always update rental subsidy, unit type and unit features regardless of unit status.

* Housing Providers are required to:
«  Enter details about each unit in their site
» Update referral outcomes

. Record move-ins and move-outs for each client

« Upon login, users will be prompted to complete their Rosters.
« CAPS generates pop-up reminders about an incomplete Rosters until all mandatory fields are completed.
« Until you complete all unit details for each site, you will be re-directed to the site with the largest number of incomplete

units.
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2.3

Rosters — Roster

« Users can access their Rosters by going to Dashboard > VCS > Roster.

4 Dashboard
‘ Survey / Application ~

° Vacancy Control System A

iti COC Referrals

Roster I

Scheduler
Referral Roster
Cilient Roster
TAD

Legacy TAD

Referral Request Queue

llfinfin!:mnr:»

Referral Request - Follow Up Queue

a Reports

a System Administration ~~

=== Information ~~

or

i Dashboard
M survey fAppacason v

LB vecancy Control System

£ o Rt

B sy somnavaten

& mtomaton

Vacaney Centrol System

[ Fostorral Ronqpoent - Foow Up Dot

Total Units
Oompind
< | Ot

=)

EDM Surveys

1 Rotarrat Status Lia

B Raberral Risater

Coordinated Assessment and Placement System

B2 sutrmtad sunven

.
Tt Roster

Changes 1o the Uinit Rosaer for Housing Provioers

Q Posmsoptcaions [ T L

Em [ Rl st oo

Announcements

Jul g | Efectivs duguat 25, 2023, a supportive housing applcation documents atachments must ba submiied in a PDF
£ | omat. A guete on B 1o comver Viond decuments 3 PDF fomat s avalable n CAPS Infomaton Trainng secion.
nepage

Cog§ |

EEEREE




2.3

Rosters — Roster

9/10/2024

1. From the Roster screen, select the Site Name from the drop-down menu.

« If you do not find the site, it may mean one of two things:
* You are not assigned to that particular site. Please contact your System Administrator to have the site assigned.

* Your site does not exist in the system and must be created by Requesting a New Site.

2. Select the Primary Service Contract from the drop-down menu, which lists all approved contracts for the

selected site, or select All.

Roster [E] QA Environment

i Roster [010]

Contracting
Agency
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2.3

Rosters — Roster
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3. CAPS provides a Roster Counter (located just above the unit details window) which provides a tally of the

number of created units vs. the number of total units in the contract.

Roster [X] @A Environment NYC 15/15 Research Consents ‘0
Primary Service Contract I ALL d
- Primary Service -
Name  UNIT- Features e
Contracting - -
Famns Rental Subsidies ‘
Status -

£ :

e

7

=

E Actions Primary Service Agreement. Contracting Agency Name Type Status Features Subsidies

1

(@] [ ¥ v ¥ v ] v I ] v I | v |o
(@) Communi ty Units UNIT-2A Unit-Geeupied Private Bathroom-Yes Private Kitchen.,  NONE H
L>>\ SMI Singles UNIT-28 Unit-Occupied Private Bathroom-Yes Private Kitchen... Section 8 - HPD ¥
C SMiI Singles UNIT-2C Unit-Occupied Private Bathroom-Yes Private Kitchen... Section 8 - HPD ?
8 SMi Singles UNIT-2D Unit-Gceupied Private Bathroom-Yes Private Kitchen..  Section & - HPD
('>U SMi Singles UNIT-28 Unit-Gnline Wheelchair accessible unit Private Ba..  Section 8- HPD

e

=
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Rosters — Roster

4. Required Details for Each Unit:

Adding Online units:

Primary Service Contract: Select the applicable contract
for the unit (only contracts associated with that site will be
available).

Unit Name: Name for unit, to be used across CAPS.

Unit Features: Select all that apply from drop-down menu.

Contracting Agency: Select applicable from drop-down.
Rental Subsidies: Select applicable from drop-down.
Unit Status: Unit-Online (means unit is available and
ready to be filled/leased)

Unit Type: Select applicable from drop-down.

Unit Address, City, State, Zip (for scattered site only)

Adding Offline units:

a

Primary Service Contract: Select the applicable contract
for the unit (only contracts associated with that site will be
available).
Unit Name: Name for unit, to be used across CAPS.
Unit Features: Select all that apply from drop-down menu.
Contracting Agency: Select applicable from drop-down.
Rental Subsidies: Select applicable from drop-down.
Unit Status: Unit-Offline (means unit is NOT available or
ready to be filled/leased)
. Offline Reason: Select applicable from drop-down.
. Expected Available Date: Select date from calendar.
. Comments (optional)
Unit Type: Select applicable from drop-down.
Unit Address, City, State, Zip (scattered site only)
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Unit Type Description:

. Shared Apartment: Private Bedroom within a shared apartment (scattered site).

. Shared Unit: Entire unit, including bedroom, is shared .

. Suites: Separate bedroom with connected shared kitchen and/or bathroom (congregate).
. SRO: Individual unit, shared kitchen and bathroom .

. Studio: Entire apartment is not shared- single person.

. 1-Bedroom: Apartment for a single adult, adult family or family with one child.

. 2-Bedroom, 3-Bedroom, 4-Bedroom: Entire apartment is not shared- family units .

. Unspecified: Unknown unit type, only applicable for a scattered site unit not yet rented
3 Roster [97/97)

Shared Apartment

" | Primary
Name  yNIT- Features v Service
Shared Unit vl| Contrac
. Contracting + Rental - )
Suites Agency Subsidies ‘ ‘
J
SRO

Status

[ )
Studio - :]

lype

One-Bedroom “ Clear
v

\ 4
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Adding Offline Scatter Site units:

If the housing provider returns a unit to a landlord, no longer has control of a specific unit, or otherwise is not providing services to anyone in the unit,
please complete the following steps in CAPS
« Unit Status: flip to Unit-Offline and complete the rest of the required fields.
+ Offline Reason: select “Scatter Site Leasing Issue”.
+ Expected Available Date: enter a timeframe by which the housing provider reasonably expects to lease a new unit for this contract. CAPS allows
120 days, but if at the end of the 120 days a new unit has not been found, please update CAPS.
— « Unit Name: Change to “No Unit”. Please do not use “placeholder” “TBD” “Dummy” or any other unit name.

+ Delete the unit address information

* Click “Save”

1A Ensdironment FYZ 15015 Research Consents

EEEE o ster [S0450]

Extermination L Prirnary
arme LRI RO LT Features = Service MY S 15 5-A0 -
Long Term Renovation - Contract
Contracting - Rental Death ]
Agency DoHRH Subsidies iy |
Renovationsirepairs needed
Status Lnit-Offline - Dffline Reason Client deceased in apartment 124 [=] Comments
[ Scatter site leasing issue ] -

Type Cine-Bedra... ™

Llrit

Address ity State Fip
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5. After all mandatory information has been entered, click the Add button to save your work and add the unit

to the roster.
«  The number of units counted at the top of the page will increase as units are added.

* The Roster at the bottom of the screen lists each unit and their details individually.

Roster [E] @A Environment NYC 15/15 Research Consents ‘9

53/56]

Agancy
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2.3

Rosters — Roster

6. To edit a unit from the Roster, select the row with the unit you'd like to edit, click its 3 red dots/Action button,

and select Edit.

7. To save your work, press Save before exiting or editing another unit.

Roster [E] QA Environment

saeree - [ - 2

Primary Sendce Contratt | ALL

-]

HEE Roster [S3/56]

Addeid

NYC 15/15 Research Conserss 0

— [Edit ]

Request Referral

AN Sangles
A Srrgled

A0 Lnglet

SRD Sustat-tndiatius
SRD Sustes-bndandhg! Uri-Occugs
SR Suntet- Mg
SO Sustes-ndandul M- ot
IRQ Susten-ingaduy Writ-Orire

S T o Ll Ot
Private Bathroom-Yri Private Kichen. Section § - HPD
S T Kl Se L
Private Bathroom- ¥ Prrvate Kachen. Sartion 8 - HPD

Whagichaer pooetslie urit Praate B
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2.3

drop-down and check the Roster Counter.

Rosters — Roster

A complete Roster will have # of units created = # of units contracted for all contracts.

v/

To check the breakdown of contracts and # of units in a site, select a Primary Service Contract from the

L QA Environment
stename NN - e access | [ NG
I Primary Service Contract v I
J S5 Roster [75/75] .
h 4
Primary Serv . INEN ’
e N UNIT- Features Contract e H.DSIEI" ?5.'?5]
(4] :
4(7; .E;;:ca?ing v Rental Subsidies ‘ * I *
(0p)] Stat - H .
= # Units Created /  # Units Contracted
frm)
5
(&) ca
(=
o] 2 s t Contracti Nan Ty st F Subsic
L[]}
% [ | v ] v I v I v o | ¥ [ | ¥ |g
> NYC 15/15 AD [ Swd Unit-Occupisd n. NYC15/15 Rental Subsidy™ E
.. NYC 15415 AD Jr— Seud Unit-Occupied n NYC15/15 Rental Subsidy™ -
(q\ =
i NYC 15/15 AD: | Studio Unit-Occupied NYC 15/15 Rentsl Subsidy® g
-
o NYC 15/15 AD ] Stud Unit-Online NYC 15/15 Rental Subsidy™
D— NYC 15/15 AD _ Studi Unit-Occupied NYC 15/15 Rental Subsidy™
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2.3

Rosters — Referral Roster

« Users can access Referral Roster by going to Dashboard > VCS > Referral Roster.

# Dashboard
‘ Survey / Application

Q Vacancy Control System A

il COC Referrals
# Roster
) Scheduler
I_a Referral Roster 1
=% Client Roster

& TAD

|& Legacy TAD
B Referral Request Queue

B Referral Request - Follow Up Queue

E Reports

a System Administration v

s Information v

or

A Osncore
[

L8 Vacascy Comat Sysem A

Survey / Application
B~ Brwsvsomn
. G ) Rt S Ut
Vacancy Control System
A Brwin |
e e i

Coordinated Assessment and Placement System

[ it st - F shows Up G

Stats

Changes 1o the Uint Roster £ Housing Providers

wered s ol-mwm oo»y\;wnw.',m
AL LE"‘@ (D Retors Reguust Qe
Announcements
Solect O of e S

Cy of New York 2024 Af Rights Reserved
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. For referrals with statuses “Pending”, the referral becomes overdue if no updates 14 days from the interview date or referral date

. After 6 months between interview date and current date and no provider updates in between, the status of the referral is updated to

‘Administratively Closed.”

. For referrals with expired applications (180+ days since approval to today), the status of the referral is updated to “Administratively Closed.”

. After a referral’s status changes to “Overdue”, it stays there until further action is taken or until the application expires. This will prevent

providers from submitting monthly TADs, you must update the referral outcome to submit your TAD.

. If same client has multiple pending referrals and if one of the referrals gets “Move In Verified,” remaining referrals status changes to "Client

Accepted Alternate Housing."
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1. Select a site from the drop-down menu or select All to view referrals for all sites.
+ Refer to the Key Stats Bar for any Pending, Overdue or In Progress referrals that need to be updated.

* Overdue items will display in red.

Referral Roster (] QA Environment NYC 15/15 Research Consents ‘0

Agency:-Site: |i ] X Q

|

Key Stats Bar >

Pending: 2 Overdue: 0 Accepted/Pending Move In: 0 In Progress: 0 Move-In: 0 Not Aceepted: 0

Completed Re-Rental Referrals

£ oo
(]

%)

U>')\ Action | Status Referral Type Placement Entity Is Swapped Referral (Y/N) Client# - Referral Date Client Name(LF) Referring Agency/Site Provider Agency/Site Eligibility Prioritization Service Needs Placement Criteria
S 17| | v/ | v | v 1] | v 1] |
= .

(@) H QOSAHS N SMISingles; M., High Community Care; L. [Borough Preferences
)

> ]

O ] (SAHS N Ml Singles; N, High Level ll [Borough Prefarences
C

8 0 r
©
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2. From the Actions column, the following options are available for each client: Application Package,

Update Outcome, and Update Interview Detalils.

4 )

B} Application Package

Referral Roster QA Environment ._0
B Uupdate Outcome (] : :
Agency: [N site: X Q
Pending: 49 Overdue: 0 Accepted/Pending Approval: 55 In Progress: 4 Move-In: 1636 Not Accepted: 177
+—
2, o a
n
—_ Action Status Client# - Referral Date Client Name(L,F) Referring Agency/Site Housing Agency/Site Eligibility Prioritization Serv
o) g
*E v v v v v v v | []
@) . .
O SMI Singles; N... High Com
> )
Q MNY/NY 1 POP... High
c
8 SMI Singles; N... High Com
©
> SMI Singles; N... High Com
N
)
-
@©
o
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3. When Update Outcome is selected, the Interview Outcomes page will open, which defaults to displaying

Client, Referral, and Housing Agency/Site Details open at the top of the screen.

B Application Package

[ B upaate Outcome l

site Adares:
Interview Outcomes. Documents

Please compiete the ouicome for the referral transmitted to your housing program.

Note: HRA is required by Local Law 3 of 2022 to annually report responses entered on referrais made in GAPS.
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4. In the section below those details, you have two tabs to complete: Interview Outcomes and Documents.

* Inthe Interview Outcomes tab, you can enter data for Interview Date, Interview Time, Interview Location, and Was
Interview Conducted, and subsequent respective fields that will appear.

* Inthe Documents tab, you can attach any documents required for move-in. You may also view documents attached

as part of the referral. Attaching new documents is optional/not required.

Interview Outcome QA Environment ‘r

B Hide Details
Client Details:

Inferview Outcomes Decuments

Please complete the outcome for the referral transmitted to your housing program.

Note: HRA is required by Local Law 3 of 2022 re annually report responses entered on referrals made in CAPS.

Interview Date AMIDDAYYYY B Interview Time:  Sele - Interview Location: |

s Interview Conducted
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5. For Interview Outcomes, if Interview Conducted = Yes, a drop-down to select an Interview Outcome will
appear below.
6. Depending on the Interview Outcome (Accepted, Pending Approval, Client did not accept housing, or

Housing provider did not accept client) selected, subsequent fields to fill out will appear below.

« Allfields in red for the Interview Outcome options are mandatory and cannot be left blank before clicking Transmit.

Select

Interview Outcomes Documents

Accepted

Please complete the outcome for the referral transmitted to your housing program.
Note: HRA is required by Local Law 3 of 2022 to annually report responses entered on referrals made in CAPS.

Accepted - Pending Management Approval

Client did not accept housing

\ Housing provider did not accept client ‘/

~—
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7. Once you have updated all Pending and Overdue referrals for a site, you have completed your Referral

Roster. V
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« Users can access Client Roster by going to Dashboard > VCS > Client Roster.

# Dashboard
ﬁ Survey / Application

Q Vacancy Control System A

it COC Referrals
M Roster

) Scheduler

B Referral Roster

l % Client Roster

I8 TAD
I8 Legacy TAD
B Referral Request Queue

B Referral Request - Follow Up Queue

E Reports

a System Administration

& |nformation v

or

:’,_'_:' -— ) Coordinated Assessment and Placement System

Survey / Application
L3 Vocancy Conms Syvieen. A
B 00C Avtern E-—-\;m EV—Ah;‘vwﬂ '«-—mw.-.- oi‘wwwnm oi'»h;mw.w-hw
P
O soeaw v S B S st e
B s saw
28 Cowt Mo
Vacancy Control System
ow
s _
Rorter Bt s Roater o\ Chent Roster w et Reguust Qe
v teare e fr =] 3 = D s e
© R Mot - Folow Lp Qv
Bwterr ot g § e L) Ovene
5 T » o
B sy saassen v Staty Announcements

Clty of New York 2004 Al Rights Reserved

Changes 1 the Uit Roster Sr Housng Provioers

£ omson v
m Pl Y | kel s e o o Pt oy bk e A
< £7 | Srmat A it o hiw 33 Comvert Wiard Gocurmant 3o POF format s ovaslati I CAP'S oo Trarng
e o8
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1. Select a site from the drop-down menu.
+ Refer to the Key Stats Bar for the Total Units, Occupied, Online, Offline, Pending Move-Ins, and Pending Move-
Outs, that need to be updated.
*  Overdue items will display in red.

* Clients listed in orange need to be assigned to a unit.

—
Client Roster 2] : QA Environment NYC 15/15 Research Consents go

agency: 2N X Q

Key Stats Bar - Total Units: 72 Occupied: 63 Online: 7 Offline: 2 Pending Move-Ins: 3 Pending Move-Outs: 1 <
Transmitted

E Action Client# - ReferralDate Client Name (L,F) Name Status Primary Service Contract Rental Subsidies Client Voucher Referring Agency/Site Client Eligibility Prioritization Entry
O - - - - - < - - - -
+—

g 04/00/2014 052

U) 03/20/2012 05/
o - 05/14/2024 05/1.
S
)

C UNIT-1P Unit-Online SMI - Singles HPD-HUD COC Renta...

O 22468 - 07/22/2024 DOE, JOHN UNIT-1Q Unit-Online @ SM1 - Singles HPD-HUD COC Renta.. 0772,
> 220969 - 07/24/2017 MORRISON, ANNETTE UNIT-1R Unit-Occupied @ SMI - Singles HPD-HUD COC Renta... 1319 - HASA /073 - BROW...  NY/NY Ill POP H; SM... 10721
(S]

() 8024 - 04/20/2022 ACEVEDQ, DAVID UNIT-15 Unit-Occupied SMI - Singles HPD-HUD COC Renta... 091
O UNITT Unit-Online SM1 - Singles HPD-HUD COC Renta...

> UNIT-1U Unit-Online SMI - Singles HPD-HUD COC Renta...

('\i 165704 - 07/17/2012 EDMONDSON, LUKE UNIT-1V Unit-Occupied SMI - Singles HPD-HUD COC Renta... 1272
+— b
S
© Pag s
(a Assign Client to #
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2. From the Actions column, the following options are available for orange-listed clients: Assign Client to #
or Move out Client.
3. When Assign Client to # is selected, a pop-up will appear, from which you will choose the correct # and

press OK to save.
« The system reminds you that if the unit number you are looking for is not listed, you may need to update the roster to

include the missing unit details.

4. Press OK to verify or Cancel to make changes.

Assign Clientto #

EX 1

E] Assign Clientto# : I , I
1

»
»

B MoveoutClient | fhe unit unoer i not isted please goto e roster and update the unit profll 0 Include miss| venty

nt defalls

Are wou SUre you want to assign tenant "' o Unit "SSP
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6. Upon verification, the Client moves from their position at the top of the list, and the orange highlight

disappears to show that this individual has been assigned to a unit.

7. Continue until all awaiting (orange) clients have been assigned to their units, and then you have completed

your Client Roster. V

* Note: The client you just assigned will move from the top of the list in orange, to the last occupied unit on

the list, which may be several screens away.
» Locate the client you just assigned to the unit by using the scroll bar on the bottom of the chart.

« Alternatively, use the filter function in the Name column to locate the client.
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- For Online Units, you can move a client in using Client Entry from the Action buttons
- Users now have the option to search for a client’s approved supportive housing application and move them

into a site using demographic information or the application details

Add Tenant : QAENionent NYC 1515 Research Cansenis 39_
Agency: :L Site: [ l
Total Units: 57 Oocupied: 0 Agency Name: Site Name: Unité: UNIT-1A Primary Service Contract Type
Transmitted i
Client Search
e
8 Action Client# - ReferralDate Client Name (L,F) Name
g | v v I [ 1~ Please select one of below radio buttons fo start an application match on the client in order fo move info Tenant Roster
9 UNIT-TA
g B clientEntry =g
c
@) uniTRe O Search by client demographics O Search by application detalls
O UNIT-15
>
(S] UNIT-1C
c
§ - Search l Bt
UNIT-3F
>
. UNIT-3G
o\
4: UNIT-4F
g UNIT-5F
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- If you do not know the HRA ID or Referral date, select search by Demographic information

- You need to enter the client’s First Name, Last Name, Date of Birth, Social Security Number
or CIN/ Medicaid # and Gender

- If you search by Application Details you need to enter the client’s First Name, Last Name,

HRA ID and Referral Date

- This information can be found at the top of the supportive housing determination Letter.

Add Tenant

Agency Name: Site Name:

Client Search

QA Environment

Unit#:

Please select one of below radio buttons to start an application match on the client in order to move into Tenant Roster.

@ Search by client demographics

b Search by application details

Client First Name:

SSN:

Gender:

Client Last Name:

DoB: MM/DDYYYY

CIN/Medicaid:

Primary Service Contract Type

© |

(o [ =

Add Tenant

Agency Name:

Client Search

SiteMame. ... _ . ____

QA Environment

Units: Primary Service Contract Type:

Please select one of below radie butions to start an application match on the client in order to move info Tenant Roster.

Client First Name:

HRA Client ID:

O Search by client demographics |

(®) Search by application details

Client Last Name:

Referral Date: - B
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Once you make your selection and click search you will be redirected to the Approved Application page.
On the approved applications [age, CAPS will list all the approved applications (both active and expired) for
this client.

- Identify the application you want to move the client in with and select the box next to the application and
click proceed. You should select the application that is Active and Eligible for your unit. If there is no Active
Eligible application, please select the most recent approved application that is eligible for your unit. For any

guestions on which application to select, please reach out to your TAD liaison.

Approved Applications : UAT Environment NYC 15/15 Research Consents .__o
Select Action Referral Date Referring Agency/site# Eligibility
mm # dd # 3y 23 = =
- : 02/21/2024 1008 - BROMX STATE PSYCHIATRIC CEMTER /001 - INPATIENT SMI Singles; MY/NY | 811 NY/NY I POP A; NYC 15/15 AD;

4

to 1 of 1 Page

Show Entries
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- After selecting the application, you are then directed to the Interview Outcomes page and required to enter
the move in details.

- CAPS requires you to answer the interview questions highlighted in red. Once completed click, transmit.

Interview Outcome QA Environmen t NYC 15/15 Research Consents .5

B Hide Details

Client Details:

First Name: CARMINE Last Name: TROTTO SSN: JO0G-X06-6618 HRA Client ID- 128063 DOB: 07/14/185¢
Referral Details:

ReferringAgency: 1067 - BLACK VETERANS FOR SOCIAL JUSTIGE | 557 - Amado Eligibility: SMI Singles: NY/NY | & II: NY/NY 11l POP A: ESSHI MH-AD

Referal Date: 01/05/2024 Placement Criteria [Borough Mo Mo = Manhattan: [Apartment Freferences]: 1=t floor apartment

Provider Agency/Site Details:

Agency Name: 2005 - CAMBA Site Name: 733 - SRONX GROVE 203
Primary Service Contract Type: ESSHI - MH-AD

Move-In Details

Please com plete the outcame for the referral itted to your b program.

E Note: HRA is required by Local Law 3 of 2022 to iy report enterad on made in CAPS.
3 i ed -
> Rt acaiu mn -

Refer s
] wr Dt
+—
(@) Mave In-Dat
= Ren
8 neome Souree -
8 o
= o
+—
]
S =3
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- If atenant has an active pending referral with your agency, you will be blocked from moving the tenant in
through the tenant roster.

- You will receive a pop-up blocker to update the interview outcome in your referral roster.
Alert

The client has referral(s) pending a definite outcome with your site. Please go to Referral Roster and Update the interview outcome to
move in this client.

- If a tenant has an active pending referral with another housing provider, you will be blocked from

moving the tenant in through the tenant roster.

- You will receive a pop-up blocker to contact your TAD Liaison for assistance
Alert

The client has referral(s) pending a definite outcome with another Agency/Site. Please contact your TAD Liaison for any assistance|

o<

Email: ruffc@hra_nyc.gov
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For Occupied Units, you can: Update the Client Profile, including client rent contribution; Exit the client out;

update the unit number (if you are swapping 2 units); or delink the Client.

B Update Client Profile
B Exit Client

E Update #

B Delink Client

Delinking the client removes them from the unit, but they remain on the client roster. If you need to correct
any unit information, or if you need to move the same client in but using their HRA ID, delinking is the first

step.
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2.4

TADs

Selecting the TAD

Resolving the Roster

Resolving the Referral Roster

Resolving the Client Roster

Submitting the TAD
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TADs

9/10/2024

* Turn Around Documents (TADS) are reporting documents, submitted to HRA, which track occupancy in

supportive housing programs.

« They are due by the 5" day of the month for SRO-contracted programs, and the 10th day for all other

programs

*  When submitting TADS there are 3 components to complete:
* Roster
* Referral Roster

« Client Roster
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2.4

TADs

« Users can access and complete TADs by going to Dashboard > VCS > TAD.

*  You will be routed to the TAD Submission screen.

Survey / Application

E New Survey E Pending Surveys

a'ﬁansmmed Applications m Referral Status List

ﬁ Survey [ Application ~~

¢ Vacancy Control System

ili COC Referrals

Vacancy Control System

# Roster Or

E Scheduler ﬁ Roster a Referral Roster
Ei Referral Roster

. Referral Request - Follow Up Queue
== Client Roster

PE—

Submitted Surveys

*0
am m Client Roster

DISAPPROVED within 30 Days

Stats
B TAD
Select One of the Site:
|;E Legacy TAD Determination Outcome Stats
B Referral Request Queus LITC within 20 Days
WITHDRAWN within 30 Days
B Referral Reguest - Follow Up Queue <

APPROVED AND ACTIVE UTC within 30 Days

E Reports APPROVED AND EXPIRING in 60 Days

0
0
0
0
g

a System Administration

‘_h Information s

QA Envirenment NYGC 15/15 Research Consents

o Pending Applications o Pending RRH Referral Forms

—

|g TAD . Referral Request Queue

_

Announcements

g determination, ESSHI Seniors, will be evaluated for
cess the complete eligibility criteria via the Suppertive
d in the Information/Training section of your homepage.

Aug eon | Effectiv
& | in

8/29/23, a new supportive hou
ars and older. You may
scription and Criteria loc:
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TADs — Selecting the TAD
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1. In TAD Submission, select the site for which you are completing the TAD, or select All.
« The Key Stats Bar indicates what TADs you have in your queue.
« Pending TADs are made up of TADs with the status = Not Submitted + In Progress.

+ Each stat has a tally that reflects the chart below it.

TAD Submission [®] QA Environment !o

agency Name: I

Site Name: p

i . ified: &
E Key Stats Bar 9 NotSubmitted(Overdue): & Verified: 647 | &
0
> co
n
—_— Action Site No/Site Name Reporting Month Reporting Year Updated By Updated Date Status
o
= 7 v v || | ¥ | [mm/adsyyyy B] ¥ 7
S Apiil 2022 I oo
(i May 2022 Overdue
LC) Ju 2022 Overdue
8 July 2022 Cverdue
g August 2022 Overdue
[N
+—
]
@©
o
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2.4

TADs — Selecting the TAD

2.

Click the 3 red dots/Action button next to a site and select Submit TAD

Submit TAD

TAD Submission [] QA Environment ‘o
Agency Name: [ENEG Site Name: 5 x Q
NotSubmitted(Overdue): & Verified: 647
Action | Site No/Site Name Reporting Month Reporting Year Updated By Updated Date Status
v || [ v || | ¥ | [m/ddsyyyy B] ¥ 7

Apiil 2022 I oo
May 2022 Overdu
June 2022 Overdu
July 2022 Overdu
August 2022 Overdu
September 2022 Not Submitted
September 2022 Not Submitted
September 2022 Not Submitted
September 2022 Not Submitted
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TADs — Resolving the Roster
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3.  The missing information for each TAD is indicated in red.

« All missing information must be resolved before continuing in the TAD submission process.

4. Any incomplete units (missing details) will appear on the roster highlighted in orange.

i Dashboard Agency Name SN site Name S site acaress:
— —_— g
TAD Reports i Unit Roster [5/34]
2022
Unit Roster: 1 Field(s) Requiring Entry or Correction
Unit Roster * Unit Count Mismatch: The count of umits entered do not match with the fotsl count of units defined for the contract. Refer to ‘Agency Site Profile -»Site Profile tab’ for additional
information
Referral Roster
- Primary

E Tenant Roster Hggwe Unit features - Service h
()] Contract
e
(7)) TAD
> c i

\ J ontracting - i -
() Agency Rental Subsidies
e Unit

ni
+— -
c Status
@)
O Unit Type h
)
Clear

2 =] e ]
@
Q
©
> ca
N Actions Primary Service ... Contracting Age... Unit Name Unit Type Unit Status Unit Features Rental Subsidies
": Pending Task for TAD Submission m
< 7 7 5 7 7 v v |o
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TADs — Resolving the Roster
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5. Click the 3 red dots/Action button and select Edit.
» Scroll back to the top part of the screen, fill in the fields with the missing information, and Save before proceeding with

anything else.

A Dashboard
—— TAD Reports ———
2022 Actions Primary Service ... Contracting Age... Unit Name Unit Type Unit Status Unit Features Rental Subsidies
]}
i v i i i v v |0
o)
Unit Roster g
ESSHI = MH-FA OMH TEST Two-Bedroom Unit-Online ‘Wheelchair accessible u... NONE 3
Referral Roster H ESSHI :: SUD-FA OMH TEST Two-Bedroom Unit-Online Wheelchair accessible u..  NONE 7
-
NY/NY Il :: POP D OMH TEST Two-Bedroom Unit-Online ‘Wheelchair accessible u... MNONE g
Tenant Roster E
E NY/NY Il :: POP G OMH TEST Two-Bedroom Unit-Online Private Bathroom-Yes P... NONE
2 TAD . o .
[75) ESSHI: MH-AD OMH TEST Studio Unit-Online Wheelchair accessible u... ESSHI
> . /
o
S
=
o N
P Edit Unit
(S]
3
% Clear
S Delete Unit
N
+—
]
@©
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2.4

TADs — Resolving the Roster

" Roster: 1 Field(s) Requiring Entry or Correction
» Unit Count Mismatch: The count of units entered do not match with the total count of units defined for the contract. Refer to ‘Agency Site Profile -=Sife Profile tab’ for additional information.

« Note: All contracted units must be created in the CAPS Roster to allow for TAD submission.

An error will pop up and prevent you from submitting a TAD if the Roster is incomplete.
Incomplete Rosters do not have all contracted units created in CAPS.
To resolve this error and allow TAD submission, go to your site’s Roster and add all contracted units.

When Unit Count Mismatch is resolved, the Roster Counter will show the (# of Units Created) equals (# of

v/

E E E E H_D StE r[[ 1 E.II' '1 5:“ Ready to proceed to next section

l l

# Created / # Contracted

Units Contracted).
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TADs — Resolving the Referral Roster
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7. Click the 3 red dots/Action button to enter necessary information for that row.
*  Select Update Outcome from the action menu.
8. Complete all required fields and press Transmit.
9. Once you transmit, the Key Stats Bar updates with the correct number overdue remaining. Once you

complete all required information, you will be directed to resolve the Client Roster. V

« The Key Stats Bar at the top of the TAD Referral Roster indicates critical site information. Ready to proceed to next section

* The validation message in red summarizes what is due.

« Each row of the chart highlighted in orange must be completed. 4 Dashboard

~——— TAD Reports —————

2022
Q Unit Roster

Q Referral Roster

\ 4

Key Stats Bar

Total Units: 0 Occupied: 0 online: 0 Offline: 0 Pending Move-Ins: 0 Pending Move-Outs: 0 Tenant Roster

TAD
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TADs — Resolving the Client Roster

9/10/2024

10. Resolve all orange-listed clients in the Client Roster by clicking the 3 red dots/Action button and select
Assign Client to #.
11. A pop-up will appear, from which you will choose the correct unit for the identified client and press OK

to save.
* Note: For Congregate Sites enter the unit's name as it appears in your building. For Scatter Sites you may
designate ‘to be provided’ and update later, once the unit is identified.

*  You will be prompted to verify the choice you've made. Press OK to verify or Cancel to change it.

#A Dashboard

~——— TAD Reports ——

IO 2022
0 Unit Roster

0 Referral Roster
Tenant Roster

TAD
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TADs — Resolving the Client Roster

9/10/2024

12. Continue until all clients are assigned to their appropriate units.
13. Once your client roster is complete, it will have a green check mark beside it in the left navigational menu.

14. You may now submit your TAD.

v/

Ready to proceed to next section ~—— TAD Reports ————

IO 2022
0 Unit Roster

0 Referral Roster

M Dashboard

0 Tenant Roster

TAD
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2.4

TADs — Submitting the TAD

15.

16.

17.

18.

19.

20.

With the client roster complete, you are ready to submit your TAD: Select TAD from the left-hand
navigational menu. Scroll to the bottom of the screen to find the verification statement. Check the
box to verify.

When you check the box, the Submit button appears. Click it to complete your TAD submission.

The verification message will display, indicating the status on missing information. Click Yes to submit the
TAD or cancel to continue completing the rosters.

Selecting Yes triggers one last pop-up verification alert.

Click OK. The green message that you have submitted your TAD successfully appears in the top-right
corner of your screen.

Returning to the TAD main page, you can view all of your submitted TADS by clicking the Transmitted tab

on the screen.
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TADs — Submitting the TAD
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« Once a TAD has been transmitted, you can see it in the Transmitted tab.

« TADS awaiting verification by the Coordinated Entry team will appear in the Pending Verification spot in the
key stats bar.

* Once they have been verified by the Coordinated Entry Team, they will appear in the Verified spot on the

key stats bar

* Note: Your verified TAD becomes your Verified Building Roster Report

« This report can only be accessed through the Transmitted Tad tab

HRA Verified TAD

Transmitted TAD

[ Verified Building Roster ]
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2.5

Referral Request Queue (RRQ)
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2.5

Referral Request Queue (RRQ)

« The Referral Request Queue (RRQ) function went live on 11/01/22.

 RRQ is for re-rentals only.

« HRA Office of Supportive/Affordable Housing and Services (OSAHS) is the only placement agency
utilizing RRQ

« The RRQ function is a workflow to track referral requests from Housing Providers (HP’s) but there is still
a need for staff contact to effectively execute on the entire placement process.

« Housing providers can track their requests, and the status, in their Referral Request Queue on the
Dashboard

* Housing Providers must update the referral outcomes within TWO business days of the interview

Vacancy Control System

ﬁRoster a Referral Roster ;.‘Client Roster IETAD

. Referral Request Queues [ . Referral Request - Follow Up Queue]
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Referral Request Queue (RRQ)

9/10/2024

 Before you begin:

o Ensure your Roster information is correct in CAPS. All move ins and outs must be current in CAPS.

o Ensure Unit Details — both service contract eligibility and rental subsidy — for the unit you will be
requesting a referral are correct.

o NOTE: If HPs need to make any corrections to the roster or specific unit, these must be
corrected/coordinated with HRA Coordinated Entry before requesting a referral.

o NOTE: Currently, only OSAHS has RRQ functionality in CAPS. For referrals from other Placement
Entities, please follow the instructions in the pop-up window on how to contact HRA HASA, NYC ACS
or CUCS
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Referral Request Queue (RRQ) — Requesting a Referral
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1. Goto VCS - Roster to Request a Referral.
2. Click the 3 red dots button/Action button next to an ONLINE unit.

3. Select Request Referral from Action drop down.

m—
Roster El QA Environment NYC 15/15 Research Consents ‘_.o
Primary Service Contract (contract or ALL) v
i Roster [48/48)
Primary
Name  yNIT- Fealures v Service h
Contract
Contracting - -

E Agency Rental Subsidies ‘

L Edit

+— .
2 Status v Unit Status =
re) Type - Unit-Online
= QS EEE NN NN EEEEEEEEEEEEEEEREEEEE

= =

e ~Farr ear

o .'_{Equ:m Referral :

O .

> .

o :

0 : cB

- 7} .

O - Contracting Agency Name Type m Features Subsidies L]

(.U : i

> v v Vo | ¥ | [en [ v Y a 5

Request Referral . 5

. DOHMH UNIT-2¥ Studic Unit-Cnline Private Bathroom-Ves Priv... Section 8 - HPD . 2

N sauEEEEE, -

-t l : i NYC 15/15 AD DOHMH UNIT-3X Studio u Unit-Online w m m wRiiwie Sailiopm-ies e » nediae ¥iDn s nnn s = 7

@© esssman =




2.5

Referral Request Queue (RRQ) — Requesting a Referral

3. Complete the Referral Request Form

o Referral Request information is populated from the Roster

9/10/2024

o Allfields in red are required

o Ensure the contact information is correct

o Only use the additional requirements section to communicate mandatory referral factors not captured elsewhere (not preferences)
o Contact person listed in the Request Referral form must be able to schedule the interview

o HOUSING PROVIDER Verifies & Transmits.

o  OSAHS staff will confirm the interview dates within one (1) business day of HP’s request.

4. Click Verify & Transmit, which sends the Referral Request form to OSAHS Vacancy team.v

’ Interview Contact Information: \

Name of the Contact for Interview

Are there any additional contract requirements for this unit>: () Yes () No

Additional Contract Requir Updated By / Date / Time

No Rows To Show
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Referral Request Queue (RRQ) — Transmitted Tab

9/10/2024

* The Transmitted tab tracks the forms submitted to OSAHS.
» If you make a request in error, click the 3 red dots/Action button next to the referral, and you can withdraw the form if in

transmitted queue and OSAHS has NOT started to process your request.
o However, if OSAHS has already assigned the request to staff, you will not be able to withdraw the request. The Withdraw option will be

greyed out and providers will need to contact OSAHS to cancel the request.

Referral Request Queue QA Environment NYC 15/15 Research Consents ‘o

Agency: [ sit=: X Q

Pending Schedule: 3 Scheduled: 1 Withdrawn Requests: 0 Cancelled Requests: 0 Referrals Completed: 2
AIIIIIIIII‘

L
L]

fesEEEEEESR cB

Action | Transmitted Date Agency No / Agency Name Site No / Site Name Site Address Primary Service Contract Rental Subsidies Unit Name Unit Type Wheelchair Accessible HUD Chronic Site
amsaaryyyy O ¥ ¥ v v L b - v v b

= : ' 12/06/2022 [ ] I N MG HPD-HUD COC Renta.. 2K SRO Suites-Ind...  No Yes Cond

: 12/08/2022 | ] s T g Section @ - HED e SRO Suites-ind.. No No Cong

12/05/2022 [ ] D Dl sMisingles HPD-HUD COC Renta..  1W SRO Suites-Ind...  No Ves Cont

B view Referral Reguest
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E Withdraw Referral Request
———————
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Referral Request Queue (RRQ) — HRA Scheduling in Re-Rental Scheduler

9/10/2024

* The following information will be requested to schedule each interview/apt viewing:
o  Dates for interview
o  Times for interview
o Interview type (In person or remote)
o Ifin person- location address
o  Name of interviewer
o  Email of contact
o  Phone number of contact (for day-of-interview contact)
o Ifremote, platform and link

o Or Dial-In Number

. Note: HRA needs 5 business days from the date we receive the above information to schedule candidates for interviews. OSAHS staff

will confirm available dates and times with Housing Provider during scheduling time.
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2.5

Referral Request Queue (RRQ) — Pending Tab

9/10/2024

* Reguests move to the Pending tab when the interview scheduling has been completed by OSAHS.
* The Interview Slots column in the Pending tab will have the date and times you have selected CAPS and have been

confirmed by OSAHS .

I Referral Request Queue QA Environment ‘0

Agenc) A site:  a X Q
Pending Schedule: 0 Scheduled: 1 Withdrawn Requests: 0 Cancelled Requests: 0 Referrals Completed: 0
.lllllllllll.
Transmitted L : Completed
|}
<smmmnnnmnnn? Oﬂ
—
Act tted Date 3 4 b te No / Sit t Cont F ] t Unit T
a
11/22/2022 | [ || | Section & - HPD M Cine-Bedraom Ne

—_—

Scroll to far-right to view & search Interview Slots column

]

Interview Slots J
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2.5

Referral Request Queue (RRQ) — Completed Tab

9/10/2024

* Reguests move to the Completed tab when eligible applicants have been transmitted by OSAHS to you
* Referrals will be found in your Referral Roster.
* You will receive a notification email from CAPS that referrals have been made.

o All users assigned to the program in CAPS will receive the notification.

o There is a reminder email notification 2 days prior to the interview date.

 The Completed tab also includes any requests that have been withdrawn by the HP or canceled by OSAHS.

Referral Request Queue QA Environment go

Agency: Site: | X Q l

Pending Schedule: 0 Scheduled: 0 Withdrawn Requests: 0 Cancelled Requests: 0 Referrals Completed: 1
guEEsEEEEEEE,

Transmitted Pending u Completed :
]
v

4EEEEEEEEEER Qa
Action Transmitted Date Referral Request Status Agency No / Agency Name Site No / Site Name Site Address Primary Service Contract Rental Subsidies Unit Name
mm/dd/yyyy B ¥ v v v v v v
11/22/2022 Referral Transmitted l l Section & - HPD M

Cancelled / Withdrawn Referral Requests
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2.5

Referral Request Queue (RRQ) — Referral Email Notification

/

Dear User,
One or more client referrals have been made in CAPS to your agency and site. Please log into

CAPS to view additional details for the referral package(s) listed below:

Client Information Placement Agency Information Interview Details

HRA Client ID Referral Date Submitted By/Date | Placement Agency | Interview Date/Time Contact Person Contact Phone #

CAROLE EADY -

246810 10/17/2022 N ot OSAHS 12/05/2022 1:00PM
13579 07/15/2022 CA?S;EIZ%';[;Y - OSAHS 1%6?36?62
357911 10/04/2022 A aoean OSAHS 125ic0ee
46810 02/23/2022 A aotan OSAHS 12/05/2022 1:00PM
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Referral Request Queue (RRQ) — Referral Roster
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* The Referral roster lists all clients that are referred to your agency/program.
o This includes all referrals that may have happened outside of RRQ.

* Interview Outcomes must be entered in the Referral roster within 2 days of the date interview is conducted.

—
| Referral Roster [£] QA Environment NYC 15/15 Research Consents go

E Update Outcome

Pending: 33 Overdue: 21 Accepted/Pending Approval: 15 In Progress: 6 Move-In: 1672 Not Accepted: 216

Action | Status Referral Type Client# - Referral Date Client Name(LF) Referring Agency/Site Housing Agency/Site Eligibility Prioritization Service Needs Placement Criteria Primary Service ¢
E v v v ¥ ¥ ¥ v ¥ ¥ v
*(7‘) Overdue Regular Referral 1245 - WOMEN IN NEED, L. 2005 - CAMBA /783 - AUS..  NY/NYIIPOP..  High [Borough Preferences]:...  ESSHI- MH-FA
(%’ D Regular Referral 1319 - HASA /041 - GRAN... 2005 - CAMBA / 042 - CA. SMiSingles; N...  Medium Community Care; L. [Borough Preferences]:...  NY/NY Il - POP H
6 Regular Referral 1319 - HASA /024 - AMST..  2005- CAMBA /030 -LEG..  NV/NVIIPOP..  Medium [Borough Preferences]:..  NY/NY Il - POP H
=
fre) Regular Referral 1008 - BRONX STATE PSYC.. 2005 - CAMBA/053-212..  SMISingles; N..  High Level Il; 24 Hour Su...  [Borough Preferences]:...  ESSHI - MH-AD
=

egular Referral - /073 - - f 042 - CA... edium orough Preferences]: .. -
Regular Referral 1319 - HASA / 073 - BROW. 2005 - CAMBA / 042 - CA, NY/NY [ll POP, WMedi B h Prefe ] NY/NY Ill - POP K

(i Regular Referral 1319 - HASA /024 - AMST... 2005 - CAMBA / 042 - CA... SMi Singles; N...  High Community Care: L. [Borough Preferences]:...  NY/NY Il - BOP H
LC) Regular Referral 1319 - HASA / 051 - QUEE.. 2005 - CAMBA / 042 - CA.. SMiSingles; N...  Low Community Care; L. [Borough Preferencesl:...  NY/NY Il - POP H
8 E Appllcatlﬂr‘l Pac Kage Regular Referral 1319 - HASA / 051 - QUEE. 2005 - CAMBA /021 - MO..  SMISingles; N..  Low Community Care; L. [Borough Preferences]:...  NY/NY Il - POP H
('>U Regular Referral ot 1319 - HASA /073 - BROW.. 2005 - CAMBA / 042 - CA.. SMi Singles; N...  Medium Community Care: L. [Borough Preferences]:...  NY/NY Il - BOP H
.. Regular Referral 1319 - HASA /024 - AMST.. 2005 - CAMBA / 042 - CA.. SMiSingles; N...  High Community Care; L. [Borough Preferences]:...  NY/NY Il - POP H
(q\
)
T

L3
21030 0f 73 ¢ Page3ofg >
|




2.5

Referral Request Queue (RRQ) — Referral Roster

9/10/2024

» Special Notes:
o No new referrals will be sent for this unit until outcomes are updated.
o Clients who have been referred to your building will not be able to be referred to other housing opportunities until you
update the results in CAPS.
* Entering Referral Outcomes:

o Once interviews have been conducted, enter the outcome by selecting Update Outcome from the 3 red dots button/Action

button column.

E Application Package
o Questions to be answered are:

B Update Outcome

o Was interview conducted?

o If so, what was the outcome?
o If Pending Management Approval, what was the reason?

o If you select Pending Management Approval — you should return to the referral to update details as they occur
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2.5

Referral Request Queue (RRQ) — Referral Roster

9/10/2024

* Interview Outcome = Accepted - Pending Management Approval

o Client completed clinical intake and is accepted.

o Client has just begun the property management/leasing process and is gathering and submitting documents.

o Once the client receives the Acceptance Letter, update the outcome to Accepted/Pending Move In and enter the expected
date.

o NOTE: Criminal background check and credit check will no longer be options to select in CAPS.

Was Interview Conducted: Yes M

Interview Outcome: Pending Approval M

Reason

(specify details in the below Comments fiel [ income documents

Comments: |:| SH Application documents
D Froperty Management / Leasing Interview

|:| Criminal background check

[[] Credit Check

[C] unit viewing

=
Q
+—
0
>
n
[
=
=
@)
O
>
(S]
c
@®
g
>
[N
u
@©
o




2.5

Referral Request Queue (RRQ) — Referral Roster
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* Interview Outcome = Accepted - Pending Move-In

o Once the Acceptance Letter is issued, change the status from Accepted-Pending Management Approval to Accepted-
Pending Move In.
o Expected move in date is required. If the expected move in date changes, you must update it in CAPS to avoid TAD

submission errors.

Was Interview Conducted: Yes v
Interview Outcome: Accapted v
=
% Placement Outcome Pending Move In e
>
l) Expected Move In-Date: MM/DDAYY Y Y =
(@)
S
E Unit Numb
t er: Select -
o) nit Number:
)
3 Comments: Enter Comments here
=
@
S
>
(Q\ {Maximum entry of 750 characters; 750 characters remaining)
et
©
o
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Referral Request Queue (RRQ) — Monitoring Referral Requests

9/10/2024

« RRQ - Lists can be filtered by each site and All sites at your agency.

- Each tab (Transmitted, Pending, and Completed) is a separate list in your RRQ that can be filtered in the
column headers and all lists can be exported to Excel for ease of generating reports.

« Check your email settings to ensure you are receiving notifications from CAPS for referrals sent and the
reminder of upcoming interviews.

« Recommend that agencies review intake procedures and operations for optimal utilization of the new

Referral Request function.
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2.5

Referral Request Queue (RRQ) — Communication with OSAHS

9/10/2024

Contacts for questions as you move through the Request Referral Queue:

« Scheduling:
o Melody Reid reidme@hra.nyc.qgov
o Jonathan Ford fordjo@dss.nyc.qov

* Client Referral:

o Kimberly Butler butlerki@hra.nyc.gov

o Alathia Barnett barnetta@hra.nyc.qov
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2.5

Referral Request Queue (RRQ) — Updates and Requirements

9/10/2024

Effective January 1, 2023, the RRQ will be the only method for requesting a referral from OSAHS
o The Request Referral email box has been removed.

« Outcomes for interviews are required for ALL clients within 2 business days of the interview date.

«  OSAHS Staff will share the interview outcomes with client’'s case manager(s), and/or the case managers can
check the Referral Status List for outcomes
* Pending referrals will prevent you from submitting new referral request for the unit and will prevent referred

clients from being referred to other housing opportunities.

=
Q
+—
0
>
n
[
=
=
@)
O
>
(S]
c
@®
g
>
[N
t
@©
o




9/10/2024

=
Q
+—
0
>
n
[
=
=
@)
O
>
(S]
c
@®
g
>
[N
u
@©
o

2.5

Referral Request Queue (RRQ) — Request Referral Process Recap

Roster -

RRQ Form -

Referral Request Queue -

Referral Roster -

OSAHS Communication =

Monitor Referrals =

Start here! Ensure unit features and rental subsidies are correct.
Select Request Referral for Online units from drop down.
List a contact who can schedule interviews.
Use the built in scheduler to indicate viewing dates and times.
Request will move across three tabs as they are processed:
Transmitted, Pending, Completed
Outcomes are required within 2 business days of interview date.
Update CAPS with client move in information in real time.
OSAHS Contacts are available to help you at each step of RRQ

Review agency procedures for optimal utilization of CAPS Referral Request



2.5

Referral Request Queue (RRQ) — Request Referral Process for other than OSAHS

Roster - Start here! Ensure unit features and rental subsidies are correct.
Select Request Referral for Online units from drop down.

RRQ Pop Up - Pop up in CAPS of who HP should contact for referrals.

These agencies will accept re-rental requests for referrals to fill online units.

Alert :
[ Alert Alert
‘ . er

To request Referrals for this unit, please contact To request Referrals for this unit, please contact
To request Referrals for this unit, please contact
Center for Urban Community Services A .

Administration for Children's Services (ACS)
(212) 801-3333 or (212) 801-3300 HRAHIV/AIDS Services Administration (HASA)

Paul Williams

Alla Zarankina | Housing Unit Team Coordinator | zarankinaa@hra.nyc.gov

o

Email: housinginfo@cucs.org Director

Email: Paul.williams@acs.nyc.gov




9/10/2024

Who do I contact in OSAHS

Rent Ups: Suzie Cadichon cadichons@hra.nyc.gov

Re-Rental Vacancy Control / Scheduling/Rescheduling : Melody Reid
reidme@hra.nyc.gov

Re-Rental Referrals: Kimberly Butler butlerki@hra.nyc.gov
Re-Rental Follow-Up: Alathia Barnett barnettal @hra.nyc.gov

Coordinated Entry / Site Profile : TAD Liaison

Technical Support or Issues with CAPS Access : HRA CAS Support
hracassupport@hra.nyc.gov
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