
 

Procedure to Close a Service Transaction in HMIS 

1. Click   large “Service Transaction”    Tab  then  click       smaller “Services”     Tab    below   it. 

 

2. Create  a “Service    End  Date” for any  open  services for your project by  selecting    the  edit  
pencil to the left of the service start date. 

 

3. Fill in correct service end date (usually same as the Start Date) or select calendar icon to 
fill in end date. 

 

4. At   bottom of   page    fill in   “Need  Status” and “Outcome  of  Need”  from  drop down menu then 

click “Save and Exit” button. (Usually Closed and Fully Met) 
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