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Narration Notes:

Welcome to the Exhibit 1: Housing Inventory Information online training module.  In this module, we 
will take you through the steps for entering your housing inventory information, which includes 
answering CoC housing inventory questions, completing and attaching the electronic Housing 
Inventory Chart, and describing your CoCÕs housing inventory sources and methods.

Now that you have an understanding of what will be covered in this module, letÕs review this moduleÕs 
learning objectives.
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Module Objectives

¥ By the end of this module, you should be able to:
Ð Document total year round bed changes in the 

housing inventory 
Ð Download, complete, and attach the electronic 

Housing Inventory Chart
Ð Identify the data sources and methods for completing  

the housing inventory

Narration Notes:

By the end of this module, you should be able to:

¥ Document total year round bed changes in the housing inventory;

¥ Download, complete, and attach the electronic Housing Inventory Chart; and

¥ Identify the data sources and methods for completing the housing inventory.
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Form 1F: CoC Housing Inventory Ð
Change in Beds Available

Narration Notes:
On Form 1F: CoC Housing Inventory ÐChange in Beds Available, you will document any changes in total year round 
beds reported in the 2008 electronic Housing Inventory Chart compared to the 2007 Chart.  

From the ÒEmergency ShelterÓdropdown menu, indicate whether there was a change in the total year round beds in 
the emergency shelter from 2007 to 2008 by selecting ÒYesÓor ÒNo.ÓIf there was a change, briefly describe the 
reasons for the change in the field provided.  If there was no change, enter ÒN/A.Ó

A change in this yearÕs housing inventory from years past is that Safe Havens are now listed as a separate housing 
type in the housing inventory. As described in the 2008 NOFA, ÒA Safe Haven is a form of supportive housing funded 
and administered under the Supportive Housing Program serving hard-to-reach homeless persons with severe mental 
illness who are on the streets and have been unwilling or unable to participate in supportive services.ÓPlease refer to 
the 2008 NOFA for the requirements of all Safe Haven projects.

New this year, Safe Havens will no longer be classified as Transitional Housing (SH-TH) or Permanent Housing (SH-
PH). Each project that is currently designated as either a SH-TH or SH-PH will identify itself as TH, PH, or SH. If a 
project does not meet all of the Safe Haven requirements stated in the 2008 NOFA, it should be reclassified to the 
appropriate housing type and listed under ÒTransitional HousingÓor ÒPermanent Housing.ÓFor the purpose of 
completing the housing inventory, the Safe Haven requirements apply to both HUD-funded and non-HUD-funded 
projects. 

Similar to the ÒEmergency ShelterÓdropdown menu, indicate whether there was a change in the total year round beds 
from 2007 to 2008 in the ÒSafe Haven BedÓfield. When comparing the 2008 and 2007 electronic Housing Inventory 
Charts, assume that in 2007 there were zero Safe Haven beds. In the field provided, describe the reasons for any 
changes, or enter ÒN/AÓif there was no change for this housing type. 

Next, from the ÒTransitional HousingÓdropdown menu, indicate whether there was a change in the total year round 
beds.  Briefly describe any reasons for the change or enter ÒN/AÓfor no change.

Use the right-hand scroll bar to scroll down the page.  

Image Description: Screen capture of Form 1F: CoC Housing Inventory ÐChange in Beds Available.
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Form 1F: CoC Housing Inventory Ð
Change in Beds Available

Narration Notes:
The next question on Form 1F asks about any increases or reductions in ÒPermanent HousingÓ
between 2007 and 2008.  As with the previous questions, indicate if there was a change and describe 
any reasons for the change, if applicable.  

The final question on this screen asks you to certify that all beds for homeless persons are listed in 
the electronic Housing Inventory Chart regardless of HMIS participation and HUD funding.  As usual, 
HUD expects that all beds are included in the housing inventory regardless of HMIS participation and 
HUD funding.  By selecting ÒYesÓfrom the dropdown menu, the CoC certifies that all beds for 
homeless persons have been listed.  

When you have finished answering all of the questions on this screen, select the ÒSave and NextÓ
button to proceed to the next form, which is Form 1G: CoC Housing Inventory Chart Attachment. 

Image Description: Screen capture of the bottom half of Form 1F: CoC Housing Inventory ÐChange 
in Beds Available.
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Form 1G: Housing Inventory Chart  
Attachment

Select the ÒHousing 
Inventory ChartÓlink 

to attach the 
document.Select these links 

to access the 
electronic Housing 

Inventory Chart and 
instructions on how 

to complete it.

Narration Notes:
On Form 1G: CoC Housing Inventory Chart Attachment, you will attach the electronic Housing 
Inventory Chart to your application.  

To access the electronic Housing Inventory Chart, select the Ò2008 HICÓlink from the left menu bar.  
From the File Download window, select the ÒSaveÓbutton to download the file to your computer and 
complete the form.  For directions on how to fill out the chart, select the Ò2008 HIC InstructionsÓlink 
from the left menu bar to download the document.  CoCs should not use any other version of the 
housing inventory chart nor should they attempt to make any changes to its format.  Such actions will 
require the CoC to manually enter all housing inventory data into e-snaps for the 2009 competition. 

Once you have completed the electronic Housing Inventory Chart, you will need to attach it to your 
application.  On Form 1G: CoC Housing Inventory Chart Attachment, select the ÒHousing Inventory 
ChartÓlink under the ÒDocument TypeÓcolumn heading.  This will take you to the Attachment Details 
screen.

Image Description: Screen capture of Form 1G: CoC Housing Inventory Chart Attachment with the 
Ò2008 HICÓand Ò2008 HIC InstructionsÓlinks in the left menu bar as well as the ÒHousing Inventory 
ChartÓlink on Form 1G highlighted.
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Attachment Details

Once attached, 
select the ÒSave & 

Back to ListÓ
button to continue.

Enter a document 
description that 

identifies the CoC 
name and number.

Narration Notes:
On the Attachment Details screen, identify the file name of the electronic Housing Inventory Chart 
you wish to attach.

In the ÒDocument DescriptionÓfield, enter a brief description of the document you are attaching. You 
should identify the document with CoC name and number.  For example, the ÒCoC Fall River CoC 
500 Housing Inventory Chart.Ó

Next, select the ÒBrowseÓbutton next to the ÒFile NameÓfield.  This will open a separate window in 
which you may choose the file to attach from your computer.  Locate the electronic Housing Inventory 
Chart you completed and saved to your computer.  Select the file and then select the ÒOpenÓbutton.  
This will automatically place the file name in the ÒFile NameÓfield.  Please note that your file cannot 
be larger than 5 MB and it must be in the form of a .zip file.

Once you have selected your file to attach, select the ÒSave & Back to ListÓbutton to continue.

Please note that the system will not save any information if a file has not been selected for upload.  
Instead, you will receive a red error message indicating that a value is required for an uploaded 
document.  You may return to Form 1G: Housing Inventory Chart Attachment without uploading an 
attachment but nothing on the screen, including the Document Description you had entered, will be 
saved.

Image Description: Screen capture of the Attachment Details screen with the ÒSave & NextÓbutton 
highlighted.
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Form 1G: Housing Inventory Chart 
Attachment

Once attached, 
the document 

description and 
date will populate 

in this form.

Narration Notes:

Once you have attached the electronic Housing Inventory Chart, return to the list of attached 
documents on Form 1G: CoC Housing Inventory Chart Attachment and make sure your document 
was successfully attached.

If your document was attached properly, a red X icon will appear next to the ÒHousing Inventory 
ChartÓlink.  This red X icon allows you to delete the attached document, if necessary.  Under the 
ÒDownloadÓcolumn heading, the magnifying glass icon allows you to open or save the attached 
document to your computer.  The document description that you entered on the Attachments Detail 
screen will appear under the ÒDocument DescriptionÓcolumn heading, and the date on which it was 
attached will appear under the ÒDate AttachedÓcolumn heading.

After verifying that the electronic Housing Inventory Chart was properly attached, select the ÒNextÓ
button at the bottom of the screen to continue to the next form, which is Form 1H: Housing Inventory 
Sources and Methods.

Image Description: Screen capture of Form 1G: CoC Housing Inventory Chart Attachment with the 
location of an attached documentÕs information highlighted.
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Form 1H: Housing Inventory Chart Ð
Data Sources and Methods

Select the 
single right 

arrow button to 
move selected 

items here.

Narration Notes:
On Form 1H: Housing Inventory Chart ÐData Sources and Methods, identify the data sources your 
CoC uses, as well as its methods for compiling data and information for the housing inventory.

In the first field provided, enter the date on which the housing inventory count was completed.  You 
may either enter the date manually, entering two digits for the month, two digits for the day, and four 
digits for the year; or you may select the calendar icon, which opens a calendar from which you may 
select a date.  Once you select the date from this calendar, it will automatically populate the adjacent 
field.

From the ÒIndicate the type of data or method(s) used to complete the housing inventory countÓ
dropdown menu, select the type of data or method your CoC used in completing the housing 
inventory.  The menu choices include: Housing Inventory survey, HMIS, and HMIS plus housing 
inventory survey.

In the section labeled ÒIndicate the steps taken to ensure data accuracy for the Housing Inventory 
Chart,Óindicate what methods your CoC used to ensure that the data for the housing inventory is 
accurate.  Choose a method listed in the ÒAvailable ItemsÓfield and move it to the ÒSelected ItemsÓ
field by selecting the single right arrow button.  If more than one method was used, you may either 
repeat this process or hold down the ÒCtrlÓkey on your keyboard while selecting each method and 
move them all at once to the ÒSelected ItemsÓfield by selecting the single right arrow button.

If you selected ÒOtherÓas one of the steps, enter a description in the ÒMust specify otherÓfield.

Image Description: Screen capture of the top of Form 1H: Housing Inventory Chart ÐData Sources 
and Methods with the ÒIndicate the steps taken to ensure data accuracy for the Housing Inventory 
ChartÓsectionÕs ÒAvailable ItemsÓand ÒSelected ItemsÓfields highlighted.
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Form 1H: Housing Inventory Sources 
and Methods

Select ÒAddÓ
button to 

move 
selected items 

here.

Narration Notes:

Remaining on the same screen, use the right-hand scroll bar to scroll down to the next section 
labeled ÒIndicate the type of data or method(s) used to determine unmet need.ÓIn this section, 
indicate what kind of data was used to determine the unmet need, which refers to the difference 
between a CoCÕs bed capacity and the number of homeless persons in the CoC at one point in time.  
Choose a type of data listed in the ÒAvailable ItemsÓfield and move it to the ÒSelected ItemsÓfield by 
selecting the ÒAddÓbutton.  If more than one type of data was used, you may either repeat this 
process or hold down the ÒCtrlÓkey on your keyboard while selecting each type of data and move
them all at once to the ÒSelected ItemsÓfield by selecting the ÒAddÓbutton.

If one of the types you selected was ÒOther,Óor if multiple types of data were used to determine the 
unmet need, enter a description of these methods in the fields provided.

After completing this section, select the ÒSave & NextÓbutton to move onto Part 2 of Exhibit 1.

Now that we have discussed how to complete the Housing Inventory Information forms, letÕs review 
what you have learned.

Image Description: Screen capture of the bottom of Form 1H: Housing Inventory Chart - Data 
Sources and Methods with the ÒIndicate the type of data or method(s) used to determine unmet needÓ
sectionÕs ÒAvailable ItemsÓand ÒSelected ItemsÓfields highlighted.
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Knowledge Check

Question 1: CoCs are required to attach the 
2008 electronic Housing Inventory Chart in e-
snaps.

a. True
b. False

Narration Notes:

The following slides contain a series of knowledge check questions.  Review the question and 
determine your response.  The next slide will then review the correct answer and provide feedback.  
LetÕs get started.

Question 1: CoCs are required to attach the 2008 electronic Housing Inventory Chart in e-snaps.  Is 
this statement true or false?
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Knowledge Check ÐFeedback

Question 1: CoCs are required to attach the 
2008 electronic Housing Inventory Chart in e-
snaps.

a. True
b. False

FEEDBACK:

The electronic Housing Inventory Chart is required. It 
must be downloaded from the left menu bar in e-
snaps, completed and saved on your computer, and 
then  uploaded to be attached to your application.

Narration Notes:

The correct answer is True.  The electronic Housing Inventory Chart is a required attachment. It must 
be downloaded from the left menu bar in e-snaps, completed and saved on your computer, and then 
uploaded to be attached your application. 
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Knowledge Check

Question 2: How many of the methods could 
CoCs use to complete the housing inventory?

a. 1
b. 2
c. 5
d. All of them

Narration Notes:

Question 2: How many of the methods could CoCs use to complete the housing inventory?

a. 1;

b. 2;

c. 5; or

d. All of them

Please determine the best response.
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Knowledge Check ÐFeedback

Question 2: How many of the methods could 
CoCs use to complete the housing inventory?

a. 1
b. 2
c. 5
d. All of them

FEEDBACK:

Include any and all methods used by your CoC to 
complete the housing inventory in your application.

Narration Notes:

The correct answer is D. You may include any and all methods used by your CoC to complete the 
housing inventory in your application.  A CoC is not required to use all of the methods, but should 
indicate all of the methods it does use.
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Module Wrap-up

¥ You should now be able to:
Ð Document total year round bed changes in the 

housing inventory
Ð Download, complete, and attach the electronic 

Housing Inventory Chart
Ð Identify the data sources and methods for completing  

the housing inventory

Congratulations! You have completed the 
Exhibit 1: Housing Inventory Information module!

Narration Notes:

Congratulations!  You have completed the Exhibit 1: Housing Inventory Information module.  You 
should now be able to:

¥ Document total year round bed changes in the housing inventory;

¥ Download, complete, and attach the electronic Housing Inventory Chart; and

¥ Identify the data sources and methods for completing the housing inventory.

Continue to the next slide to complete the provided web form.
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Module Completion Web Form

Now that you have completed the Exhibit 1: Housing 
Inventor y Information online training module, select the 
web link below so that you may fill out the web form.

e-snaps Online Training 
Module Completion Web Form

NOTE: To continu e your learning experience, close this 
windo w and select another mod ule fro m the training 
home page.

Narration Notes:

Now that you have completed the Exhibit 1: Housing Inventory Information online training 
module, select the web link that is titled, Òe-snaps Online Training Module Completion Web 
FormÓ(which is http://esnaps.hudhre.info/training/modulecompletion.cfm?moduleID=M160) 
so that you may complete the form.  

After you complete the form, close this window and select another module from the training 
home page to continue your learning experience.

http://esnaps.hudhre.info/training/modulecompletion.cfm?moduleID=M160

