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o Homeless Sub-population Dedicated Beds 

 

Airtable Form Instructions 

After Step 2 has been completed the MD BoS HMIS Team will provide the PoC with access to the Airtable ‘PIT 
HIC 2025’ portal  

• When you open the Airtable portal specific to your agency, you will see: 

o Agency Name 

o List of projects that are required to participate in the MD BoS CoC PIT &/or HIC process  

▪ The number circled below is = to the # of projects needs to complete individual Airtable 
submissions for 

 *NOTE* If you believe that a project is missing from the list – please contact 
the MD BoS HMIS Team asap 

 

• Click the ‘Enter PIT/HIC Data’ button to open the Airtable form 

Project Info: 

• Enter your name & email address 

• Confirm that the pre-populated info for LHC and Agency Name are correct 

 *NOTE* If you believe the pre-populated info is NOT correct – do NOT change it, contact the 
MD BoS HMIS Team for assistance 
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• Click ‘Next’ 

 

Project Info – cont.: 

• YES  - or -  NO:  Was the project operational on (1/22/25) the night of  the count? 

o If NO: Select the appropriate ‘Status’ response 
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• Click ‘Next’ 

 

Project Info – cont.: 

• YES  - or -  NO:  Are you a Victim Service Provider (VSP) as defined by the HEARTH Act 

o Only select YES if: 

▪ Agency is defined as a Victim Service Provider (VSP) as defined by the HEARTH Act, or 

▪ A non-VSP agency has projects funded by FVPSA, OVC, OVW, or Specialized Housing and 
Services for Victims of Human Trafficking 

• Below are resources where more information can be found: 

o HUD Exchange: Domestic Violence and Homelessness 

o Victim Service Providers + HMIS 

o If YES: Do you use an HMIS Comparable Database to enter client data for this project? 

▪ If YES: Enter the name of the Comparable Database 

 

▪ YES  - or -  NO:  Do you use HMIS to enter client data for this project?  

• Project Type: Confirm that the pre-populated info is correct 

 *NOTE* If you believe the pre-populated info is NOT correct – do NOT change it, contact the 
MD BoS HMIS Team for assistance 
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• Housing Type: Select ONE Option 

 

• Target Population: Select ONE Option 

 

• Click ‘Next’ 

Funding: *NOTE* Often a single project is funded by multiple sources – Please select ALL sources that 

currently fund this project 
• Project Funding Sources:  

o From the list select each source that currently funds the project 

 

o For each Funding Source selected you will enter the: 

▪ Grant ID: ** For Local Funding Sources, if there is Not a grant ID, you can just enter the 
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name of fund source (for example:  ‘HSP’ or  ‘Joe’s Philanthropic Fund’) 

▪ Start Date: Date this funding cycle began 

▪ End Date: Enter if you know the date the current funding cycle ends 

 

Bed Inventory:  

 *NOTE* Rapid Re-Housing ONLY: For HIC Reporting RRH beds and units are based on the ACTUAL  
                number of current project participants who are: 

▪  Actively enrolled on the night of the count. This includes those who are only 

receiving supportive services in the RRH project; AND 

▪  In permanent housing on the night of the inventory count. *The Housing Move-In 

Date is used to identify those that are housed* 

• Household Type: *NOTE* If beds can be used for multiple household types, they must still be reported in 1 
of the 3 official HUD Household Types.  

o It can be helpful, especially for RRH projects, to record BUI using the same numbers the grant 
agreement states project is funded for 

 

▪ YES  - or -  NO: Disaster Related Beds  
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▪ Total Bed Inventory Count:  

 *NOTE*  In subsequent steps you will breakout the TOTAL # beds & provide addt’l details for each 
Household (HH) Type previously selected                 

 The total for each HH Type must equal the TOTAL BED INVENTORY COUNT for the project as a 
whole 

o Enter the TOTAL # of the Year-Round Bed Inventory 

 

 *NOTE* Emergency Shelter ONLY: You will also enter the # of  *Overflow & 
*Seasonal – for seasonal beds you will also enter the inventory START / END date           

 

o Enter the # of UNITS & BEDS available for each Household (HH) Type previously selected 

 

▪ UNITS: Are separate quarters (room, apartment, house, etc.) intended to shelter/house 
individual households 
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Example: 

o House with 3 bedrooms intended to house only 1 family/HH = 1 Unit 

o House with 3 bedrooms intended to house 3 mothers with children in each 
bedroom = 3 Units 

o Projects that do not have a fixed number of Units (e.g., a congregate shelter 
project) may record Units as the:  

▪ Bed inventory 

▪ Number of residential facilities operated by the project 

▪ Number of rooms available 

▪ BEDS: For each HH Type must equal the TOTAL BED INVENTORY COUNT for the project 
as a whole 

 *NOTE* Adults WITH Children HH (Families) ONLY: Because FAMILY HH’s will have 
multiple BEDS in a single UNIT – the # of BEDS entered should be at least double 
the number of UNITS 

Example: For 5 Family UNITS – that has 3 BEDS in each UNIT, you would enter 
UNITS = 5   BEDS = 15 

o YES  - or -  NO: Reply to the question asking if # beds has changed since January 2024 

▪ If YES – provide the approximate date & a brief explanation (HUD will require this 
information on the final CoC upload of PIT/HIC data) 

 

o Of the projects TOTAL Bed inventory, record the # of beds that are *Voucher Based  *Facility 
Based  *Other Based  

 

o Sub-Populations: For each Household (HH) Type previously selected, identify the sub-
populations beds are DEDICATED for 

▪ Of the sub-populations selected, you will then be prompted to enter the number of 
beds DEDICATED 
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▪ Beds that are NOT dedicated to a specific sub-population, select ‘Non-Dedicated’ 

               

Review – Verify – Validate – Submit:  

 *NOTE* Rapid Re-Housing ONLY: For HIC Reporting RRH beds and units are based on the ACTUAL  
                          number of current project participants who are: 

▪  Actively enrolled on the night of the count. This includes those who are only receiving 

supportive services in the RRH project; AND 

▪  In permanent housing on the night of the inventory count. *The Housing Move-In Date is 

used to identify those that are housed* 

• Review of Bed Inventory: After entering the bed inventory for Household Type, you will have a chance 
to review the #’s entered and, if needed, go back to the previous page to edit the numbers 

o Ensure that the bed counts reflected in each category are accurate & that the TOTAL beds 
reported is accurate for what was available on the night of the count – January 22nd  

• Verify: When certain that the #’s are accurate 

o Check the box to verify 

o Click ‘Next’ 
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• Validate: 

o Enter the # of persons sheltered / housed by your project on the night of the Point-in-Time 
Count – January 22nd 

▪ If the Utilization Percentage is UNDER 65% or OVER 105% you must provide a brief 
explanation **HUD requires this information on the final CoC upload of data & the MD 
BoS Team will enter the explanation you provide ** 

o HMIS Participating Projects will upload the 0628 / 0630 report that was verified as accurate by 
the project in Step 2 outlined at the beginning of this document 
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o Click ‘Next’ 

• Submit:  

o Check the box to confirm that you have reviewed all the data entered 

o Click ‘Submit’: An email will be sent the address entered on the first page containing: 

▪ Record of data entered 

▪ Link to change data after submission 

             


