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Updating	and	Maintaining	

Sub-assessment	Records	

Sub-assessments are fields on a client record that permit multiple 

responses to be recorded and changes to be tracked over time.  The most 

common examples include monthly income, non-cash benefits, health 

insurance, disabilities, and the self-sufficiency matrix.  As a result of the 2014 

HUD Data Standards the steps for entering this information and how it appears in the system have 

changed.  Let’s take a look at how this works now and what to look for when updating this information 

using the income sub-assessment as an example.   

Entering the income information for a new client is simply a matter of clicking on the “HUD Verification” 

link within the Monthly Income sub-assessment border, identifying the income sources the client has 

and entering in the gross monthly amount for each 

source.  All income sources should have a Yes/No 

response indicating that a client is or isn’t receiving 

income from each source.  This step needs to be 

completed for all adults, even those without income.  

This means a ‘No’ response should be recorded for all of 

the income sources a person is not receiving.  Luckily, 

there is a button within the sub-assessment to add a ‘No’ 

response to all sources with a single click.  

 

On the other hand, reviewing and updating sub-assessment information isn’t always as easy when 

working with an existing client with a history of responses already entered.  The income sub-assessment 

can be misleading because it displays every income source, even those a client is not receiving and the 

view is limited to 5 sources at a time.  To review all of the existing records either click on the ‘Next’ 

button to cycle through a client’s entire income record to ensure that only current income sources and 

amounts are open-ended or click on the “HUD Verification” link to see all sources listed in a pop-up 

window.  Income sources/amounts no longer being received should be closed by entering an end date. 
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It is becoming more common to find clients that have outdated income sources and amounts that have 

not been closed and are being overlooked because the income is not readily visible on the sub-

assessment screen.  In the screen capture below the client record has an ‘Earned Income’ record dating 

back to 2012 that is no longer current and needs to be end-dated.  Remember to review the records 

completely when creating new entries or updating information during interims and exits. 

 

Tips for Updating and Editing Assessment Information 

� For new clients or those with no prior sub-assessment information always go through the “HUD 

Verification” link in the top right corner of the sub-assessment box. 

� Do not delete sub-assessment records!  The only time a sub-assessment record should be deleted is 

if wrong information has been entered that does not belong on the record.   

o It is important that historic information, such as income sources and amounts, stay on the 

system in order to measure changes over time. 

� Use the edit pencil icon to add end dates or change incorrect information within an existing record. 

� When there is a change in income or benefits from an existing source, enter the new monthly 

amount as a new record and end-date the old amount with an end-date of 1 day prior to the start 

of the new amount, as pictured below. 

� Do not change the ‘Receiving Income Source?’ response from Yes to No when end-dating an old 

income source.  The end-date on the record indicates that the income amount is no longer being 

received. 

� Do not end-date current sub-assessment values during the program exit if the information is still 

current.  The end-date only needs to be entered when the resource is no longer being received.  If a 

person still has income, benefits, insurance, or disabilities when they exit a program then the sub-

assessment records should not be end-dated. 

� The Monthly Amount should be entered as the Gross Monthly amount.  

� One-time gifts, tax returns, student aid, or other irregular, non-recurring incomes should not be 

included.  Only ongoing monthly income sources should be added to the sub-assessments.   

� Remember, this is to represent the monthly income, not the amount of a weekly or bi-weekly check. 

� When income is not consistent, such as earned income from a job with irregular hours, try to 

determine an average monthly amount.   

� Use the Interim Review function on the Entry/Exit tab to document changes to income or other sub-

assessment information that occur during a client’s program involvement. 


