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Service Transactions Overview

• Electronic recording of a specific service provided to a client or 
household, such as a rental assistance, case management, etc. 

• Documenting these transactions allows service providers to track client 
interactions, generate reports for funders, and gain insights into 
service delivery to better combat homelessness. 

• For Program Managers and Case Managers looking for ways to better 
track Supportive Services, especially for those interested in applying 
for CoC NOFO funds.



Creating a Service Transaction



Steps for Creating Service Transactions

• Service Transactions include identifying the client’s needs, the services and 
providers who can meet the needs, and creating referrals to providers for services

• Set "Enter Data As" mode

• Set "Back Date" mode

• Search for Client

• Navigate to their "Service Transactions" tab



Steps for Creating Service Transactions



Steps for Creating Service Transactions



Steps for Creating Service Transactions

• The Service Costs section 
can be used to track Staff 
Time, Money spent on 
rent or other needs, etc.

• The Total Cost of Units is 
calculated automatically.



Steps for Creating Service Transactions

• Uploading an attachment is a great way to store documents containing Personally 
Identifiable Information
o Examples: Leases, Utility Bills/Payment Receipts, etc.



Steps for Creating Service Transactions



Reporting Services



Service Transaction Dashboard Report

Navigation Path: Reports > Service Transactions

• Used to monitor the services provided and recorded by the project 
within HMIS.

• Can be accessed by all HMIS users

*Contains Client Personally Identifiable Information



Service Transaction Dashboard Report



Service Transaction Dashboard Report



0347 Billing Summary Report

Navigation Path: Business Objects > Folders >Public Folder> ART Gallery Reports 
and Resources > ART Gallery Reports > 0347 – Billing Summary

• Report relates to Service Costs section in the Clients Service Transaction 

• To streamline agencies billing process and examine billable services by program, 
service type, client, and case worker.

*Includes Client Personally Identifiable Information



0347 Billing Summary Report



0347 Billing Summary Report– Report Tabs

Tab A - By Project

•  Displays total unit costs and Services by project type

Tab B - By Service Type

• Displays total Service cost by service type

Tab C - By Client

•  Displays all services provided to each client

Tab D – Detail

• Provides detail on Service Types provided to each client

Tab E - Additional Information

• Includes Reporting Prompts



Reporting/Resources
Business Objects:

• 347 billing report summary

Dashboard Reporting:

• Dashboard Report: Service Transactions

ZenGuide Resources:

• Recording Services in HMIS

https://ncceh.zendesk.com/hc/en-us/articles/6370994387475-Dashboard-Report-Service-Transactions
https://ncceh.zendesk.com/hc/en-us/articles/6370994387475-Dashboard-Report-Service-Transactions
https://ncceh.zendesk.com/hc/en-us/articles/4413909588243-Recording-Services-in-HMIS
https://ncceh.zendesk.com/hc/en-us/articles/4413909588243-Recording-Services-in-HMIS


NCEndHomelessness

nc_end_homelessness

@NCHomelessness
Contact NCCEH

hello@ncceh.org
919.755.4393

Contact NCCEH Data Center Help Desk
hmis@ncceh.org
919.410.6997
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