
   

 

Agency Admin Guide- How to Create a New User 

Purpose: This guide indicates how to create a new HMIS user’s profile once they have 

completed New User Training. Every new user will need a user profile created before a license 

can be assigned to their profile and they can have access to HMIS.  

1. Click the Admin tab, then click User Admin 

  
 

2. In the User Search bar, type the name of your new user and click Add New User. 

 
 

 

3. Complete all prompts under User Information. Enter the user’s Name, Title, Email, 

Telephone, User Name, Password, Role, and User Expiration. The username should be 

the first letter of the users first name and their last name unless that username is already 

in the system. The temporary password can be your choice, or you can click Generate 

Password and the system will create one for you. This is a temporary password, and the 

user will create their own password when they log in. The User Expiration date should 

always be the last date of the year so this year it should be 12/31/20. (This is how the 

HMIS team tracks Ethics Refresher Training completion 

 

 



   

 

 

 

 

 

4. Choose the user’s default EDA. EDA is Enter Data As and means the program the user 

will be entering data under. If user’s will be entering data under multiple programs, they 

can have access to multiple EDA’s. The default EDA should be the one the user will use 

most frequently. Click search next to Provider. 

 

5. Beneath Provider Search, type in the appropriate program and click search. Find the 

provider you want to set as the user’s EDA, click the green plus sign next to that 

provider.  

 



   

 

 
6. Click Save. 

 

 

7. Click the pencil on the right under HMIS/HUD Training History.  

 



   

 

 

 

 

8. Click Add and enter the user’s New User Training date and click save then Save and 

Exit.  

 

 

 

 



   

 

 

 

 

 

 

9. Uncheck “Allow User to Use Back Date Mode. 

 

 



   

 

 

10. We will assign a license to the HMIS once they submit a Help Desk ticket letting us 

know they need a license assigned to their user profile. If your user needs additional 

EDA’s assigned to their profile, you can click the “Enter Data As Groups” tab and add 

the EDA. 

 

 

 

11. If an HMIS  user from your staff leaves the agency, please inactivate the user but don’t 

delete them. Then send a Help Desk ticket letting us know they’ve left your agency. That 

way we know to delete the user from HMIS and that frees up a license for your agency. 

Inactivate them by searching for the user in the User Admin tab, clicking on that user’s 

profile and change their status to “inactivate.” 

 



   

 

 
 

 

 

 


