
Emergency Housing Voucher Referrals

 1. Locate the client record and open the profile.
 2. Navigate to the Referrals tab in the profile.

 3. On the referrals screen, search for PHA – Public 
Housing Authority projects.



 4. Expand the project.

 5. Refer the client and any family members being 
referred. Once all family members are toggled on, click 
on “Make Referral”.



 6. Submit the referral bay adding any notes and clicking
on “Send Referral”.

 7. Go to the PHA agency and set the referral to 
“Pending – In Process”
(a) Request Additional Agency Access for PHA if it is 
not on your agency dropdown. 

(b) Request by email to hmissupport@achmis.org. 
Congratulations! Referral completed.

(c) Click on the “Search” icon to go to the “Home” 
screen.

mailto:hmissupport@achmis.org


(d) Click on the “Referrals” icon to get the the 
Pending Referrals screen.

(e) Select the referred client from the list.
(f) Open the referral.



(g) Change the status from “Pending” to “Pending – 
In Process”.

(h) Click on “Save Changes”.
(i) Rinse and repeat for next referral client.


