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Symbols and Icons

NYC Supportive Housing Application

The User Profile indicates who is logged in, whether they work 
with a referral, placement, or provider agency, and when they 
last logged in. It is also where users can log‐out of the system.

The three red dots located in the Actions column opens 
submenus that offer additional functions.

This icon allows users to contract or expand the left 
navigational column on the screen.  This function allows for 
expanded workspace in the main window. 

This icon opens menus that allow users to pin, auto‐size, filter 
information, and hide columns.

This icon alerts users of important notifications. 

These dots let users know that there are additional screens of 
information to be displayed. Each dot represents an additional 
page to view. The left and right arrows are used to navigate the 
pages.

This icon allows users to undo any filters used for a search.
This icon shows users that a tab is incomplete. When it turns 
green the section is complete.

This icon allows users to export a list of search results to an 
Excel spreadsheet.

This icon allows users to add downloaded documents to a 
client’s file.

This icon allows users to filter search results.
This icon allows users to view a video that will explain/describe 
a section of the application.
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This icon allows users to delete information on the selected 
row.

This icon allows users to edit information on the selected row.

This icon allows users to open and view information on the 
selected row.

This icon allows the information of the selected row to be 
added to the client’s case file.

Coordinated Assessment Placement System (CAPS) Glossary

The CAPS Glossary is a tool for users that will explain
many of the acronyms, programs, and vocabulary used
throughout CAPS. It is recommended to keep it handy
while navigating the system.

Sample of CAPS Glossary: 



There are multiple ways to access a NYC Supportive Housing Application, however, in order to start an application, a 
Coordinated Assessment Surveymust be completed first. To learn more  you can view the coordinated assessment training 
video in the information section.

Completing a survey 
generates a summary 
with a list of supportive 
housing and city, state, 

and federal rental 
subsides that the client 
may be potentially 

eligible for and is used 
to guide the client’s 

housing choice. Below 
the list there will be a 
link that will allow the 

user to start the 
Supportive Housing 
Application for the 

client.
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If a user is not ready to start an application at the time of completing the survey, the HRA Supportive Housing Application
column of the Submitted Surveys section will allow users to start or complete a Supportive Housing Application. 

To start a new application click Start 
Supportive Housing Application

To continue working on a previously 
started application click on the saved 
application’s number

Users will be able to view submitted surveys up to 6 months after they were completed.
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If after completing a client search and a previously submitted survey is found for your client in the last 6 months, 
the option to Start a Supportive Housing Application or Start Survey will be given.

NYC Supportive Housing Application



When users start a new application, they must first complete the Consent tab, and view the Survey Report, Client
Documents, and Prior Supportive Housing tabs. After completing the Application Type tab and selecting Create, a
NYC Supportive Housing Application is generated. You are now able to save the application and return to the
application in the Pending Application list in the future for up to 30 days. If the application is not created, you will
need to return to your submitted survey list to initiate the application again. After creating a new application the
consent tab will appear, allowing for the attaching of the CAS‐700 and CAS‐701 in the Consent Forms tab.

When users continuing working on a pending application, they will go straight to the Demographics tab of the
application.

NYC Supportive Housing Application

Application  Navigation

Once in the application, the user has the ability to navigate within the
application from the left‐hand navigation menu. The section that is
currently being displayed will be highlighted in grey. Each section of
the application is displayed on the left‐hand navigation as follows:



In sections of the application, for example Demographics, the tabs related to this area are displayed in the window.

Application  Navigation

NYC Supportive Housing Application

Each tab contains questions, some of which are required, and others are optional. Users must complete each
tab.

Tabs that are currently open appear in blue, while those that are not actively in use appear in grey.

Tabs that have an orange clock are missing required information and are incomplete. Tabs that have a green
check have all required information and are considered complete. The orange clocks and green checks are also
displayed on the left‐hand navigation menu.



Each section has a 
Documents tab. 

This allows users to 
attach documents 
to the client’s file. 
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Application  Navigation

The status bar lets the user know 
what percentage of the application is 
complete. The percentage will 
increase as each section is completed.

Client Documents allows the user to view PDFs of the client’s identifying and financial documents, if on file from 
the HRA viewer (i.e. birth certificate, pay stubs). 



While completing the application users will notice that some questions will be red, black, green, or may be 
displayed in a yellow box. The table below provides the meanings of these colors:

Question Appears in: Meaning:

Red Required to Transmit the application

Black Optional, however, depending on responses to required fields it may become mandatory

Green Required to Save the application

Field is Yellow These are verification/attestation statements that must be checked to verify that your agency has 
signed and dated documents on file

Application  Navigation
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Users are able to save as they navigate through the application by clicking the Save button displayed on the lower 
left of many screens throughout the application.  When Save is clicked a message will be displayed in the upper 
right‐hand corner of the screen that says the application has been saved.  

NYC Supportive Housing Application

Application  Navigation

The Next button can 
be used to move to 
the following tab 

instead of click on the 
desired tab. 

The Previous button 
can be used to return 

to a prior screen 
instead of clicking on 

the desired tab.



Once an application is created and saved it will be available on the Pending Applications list. Users will be able
to access and complete saved applications for up to 30 days.

Date Expires displays the expiration date in red. The application will not be available in CAPS after this date. If
an application expires before being completed, the user will have to start a new application.

NYC Supportive Housing Application



Starting a new application from the Coordinated Assessment Survey takes users to the Consent/Search section of 
the application.  

NYC Supportive Housing Application

Consent/Search



Many sections of the application are prepopulated from the information entered on the survey. Information that 
was carried over will appear greyed out and will be unable to be modified by users.  If changes are  needed to these 
areas a new survey is required. 

NYC Supportive Housing Application

Consent/Search
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Consent/Search
In order to submit a NYC Supportive Housing Application for a client, consent must be obtained within the last 180 days.  
To access the consent forms, click Consent Forms, select the client’s preferred language, then click Print.  Both consent 
forms,  the New York City Human Resources Administration HIPAA Compliant Authorization for Disclosure of Individual 
Health information and Medicaid Records for the Coordinated Assessment Survey and/or Supportive Housing Application 
(CAS‐700) and  the New York City Human Resources Administration Authorization for the Coordinated Assessment Survey 
and/or Supportive Housing Application (CAS‐701), must be signed by the client. Currently, the consent is available in 12 
languages.

Click the check box to verify that the client signed the consents, then enter the date it was signed and the location your 
agency is maintaining the consent (i.e. on site at your agency’s location).



NYC Supportive Housing Application

Consent/Search

Below the consent confirmation section, there will be  identifying information about the client displayed. This 
information is pulled over from the completed survey and cannot be manipulated by users. Click Search to continue 
with the application.
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Consent/Search

Survey Report displays the Coordinated Assessment Survey that was completed for the client. Reports can be downloaded by 
clicking the down arrow or print it by clicking the printer icon.  
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Consent/Search

Client Documents allows users to view documents in the HRA One Viewer, i.e. Birth Certificate, Non‐Driver’s License 
ID.  
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Consent/Search

Prior Supportive Housing allows users to view applications that were submitted for the applicant over the last five 
years.  
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Consent/Search

To learn more about the functionality of the Prior Supportive Housing review the CAPS Overview and Dashboard Module. 

The Action menu contains the following
additional actions:

Application Package opens a separate
window contains the application for
the selected referral date.

Referral History opens a separate
window that will contain the
transmitted supportive housing referral
history and HRA verified placements.
This history is limited and will not
reflect referrals made external to the
system.
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Consent/Search
Application Type displays the categories of housing being applied for on the client’s behalf.  The categories displayed depend 
on whether  the application is for an individual or a family.

If users start an application from a survey, Select Application Type for the Client will be greyed out because it is prepopulated
from the survey. If the application type needs to be changed, a new survey must be completed, and the household
composition revised on the new survey. If users are completing an application as a resubmission, they will be able to change
the Select Application Type for the Client on this screen.
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Consent/Search
The categories displayed  are also dependent on the age of the client and the site type.  Supportive housing categories that 
are specifically for young adults 18‐25 will not be displayed for individual adults who are not in that age group. 

Additionally, the option to apply for DHS General Population Housing is only available to CAPS users from the following DHS 
contracted  programs:  Adult Single Shelter, Street Outreach, Safe Haven, or Drop‐In Center.  If the youth category and/or DHS 
General Population categories are not displayed for your applicant, this means you will not be able to submit an application 
for review for these specific housing options.
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TIP
If a user is from one of the following DHS contracted  programs: Adult Single Shelter, Street Outreach, Safe Haven, 
or Drop‐In Center, their clients’ applications can be reviewed for both DHS General Population and Supportive 
Housing.  They will need to include the clinical documentation for the applied supportive housing categories.  

For example, if the user is interested in having their client reviewed for DHS General Population and  Supportive 
Housing for those with a Serious Mental Illness, the application will need to include a psychiatric evaluation along 
with the psychosocial assessment. 

For more information on documentation requirements, review the Supportive Housing Description and Criteria 
Guide.
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Consent/Search

Consent Forms allows users to attach signed consent forms to a client’s case record. 
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Demographics
Demographic Data will be prepopulated from the survey, where applicable. When completing Preferred or AKA 
First/Last Name, information should be obtained  from the client to determine how they self‐identify to avoid mis‐
categorization. 
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Demographics
Financial Benefits will be prepopulated from the survey, where applicable.  For the other sources of income not 
contained in the survey, users will be required to provide a response.  

For income sources where Yes is 
selected, the amount the client 
receives and the frequency that 
this benefit or income is paid will 

need to be entered.  The 
application will automatically 
provide an annualized amount 
for that financial resource.

No additional information is 
required for No, Applied, or 

Pending.
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Demographics

Important  Contacts is not required but should be explored with the client. In case of an emergency these individuals may  
be contacted. These contacts are typically not the same as the client’s service providers, however, may be as a matter of 
client preference. 
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Demographics

If your client had important contacts listed in  prior applications, their information would appear in the lower portion of the 
screen.  By clicking the icon in the action column, the important contact is added to the application.  

Once added, the 
contact may be 

edited or deleted.
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Demographics

If completing a family application, the Family Composition tab will be after Important Contacts. The family composition
must include all family members that will be in the household. If the client had family members listed in prior applications,
their information will be listed on the bottom of the screen. Clicking the icon in the Action column adds the selected
family member to the application. Once added, the information may be edited or deleted.
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Demographics

If completing a young adult family application, there is an additional question: Is the applicant currently pregnant?
If Yes,  the expected date of delivery will be required.  

If  the household will include children who are currently in the custody of the Administration for Children’s Services 
(ACS), the application must include documentation from ACS or the foster care agency stating that the children are 
pending discharge.

TIP
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Housing/ Homeless History 

Housing/Homeless History contains a video which provides instructions to complete this section of the application.  
Additionally, there is a link to the reference sheet for the definition of HUD Chronically Homeless, and a sample of a 
homeless verification letter. 
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Housing/ Homeless History 

To view Housing Episodes that were pulled in from the system click on the plus sign or the bar labeled Housing 
Episodes to expand the list. Clicking on the minus sign will collapse the list. The housing history displayed is as of the 
date that the application was created.
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Housing/ Homeless History 

Housing Documents allows users to upload housing verification letters to support the information included on the
Housing/Homeless History tab. Housing Documents includes instructions on what should be contained in the
homeless verification letter. This information should be reviewed before uploading the letter.
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Housing/ Homeless History 

Housing documentation added to the application should be reviewed and compared to the collected housing history.
The homeless verification letter reference sheet should be used as a guidance to ensure comprehensiveness.

TIP

If your client previously submitted a supportive housing application which contained housing documents, it would
be listed on the bottom of this screen. Clicking in the action column allows users to view the documentation.
Clicking allows them to add the documentation to the application. Once added, the information may be edited or
deleted.
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Clinical Assessment
Medical Diagnoses should be completed based on the information contained in the clinical documentation.  If the 
documentation indicates that the client doesn’t have a medical diagnosis, then None should be selected. Otherwise, the 
diagnosis can be added by typing in the first letter of the condition, which will bring up a list of diagnoses starting with that 
letter.  

If the client’s diagnosis was listed as a Rule Out (R/O) or History Of (H/O), check the box next to that label. Selecting
the icon will add the diagnosis to the application. For diagnoses that are added to the application you will need to
indicate if they have an impact on the client’s activities of daily living. The remaining questions in this section pertain to
whether the client has a diagnosis of HIV/AIDS and receives services from the HIV/AIDs Services Administration.
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Clinical Assessment
Psychiatric Diagnosis should be completed based on the information contained in the clinical documentation. If the
documentation indicates that the client doesn’t have a psychiatric diagnosis , then None should be selected. Typically the
psychiatric diagnosis can be found in the psychiatric evaluation. The diagnosis can be added as described in the previous
section. If there are no other conditions that may be the focus of clinical attention indicate None, otherwise add the
diagnoses following the steps previously provided.

P/V ‐
Provisional

The diagnoses 
contained in the 
Medical and 

Psychiatric tabs
are only those 

found in the ICD10
and the DSM‐V.
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Clinical Assessment
If a client has an Assisted Outpatient Treatment (AOT) order, also known as Kendra’s law, then the first question would be 
answered Yes.  Then select the borough in which they are receiving AOT services. The system will populate the phone 
number for that borough’s location. The last question in the tab refers to your client’s connection to  Assertive Community 
Treatment (ACT) services.  Similarly, if the client is in receipt of ACT services, select Yes and enter the contact information 
for the provider.
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Clinical Assessment
Medical Documents allows users to add medical documents, where applicable, to the application. 

For a list of required clinical documents review the Supportive Housing Description and Criteria Guide.



NYC Supportive Housing Application

Activities of Daily Living

Activities of Daily Living (ADL) provides a list of  daily activities that are essential to independent living.  Some activities refer 
to the more basic  tasks such as Personal Hygiene (bathing, grooming) while others refer to more complex tasks, 
Instrumental Activities of Daily Living (IADLS), such as managing finances and shopping.

Select one of 
the three 
available  
levels of 

support for 
each category



NYC Supportive Housing Application

Activities of Daily Living

Activities of Daily Living (ADL) provides a list of  daily activities that are essential to independent living.  Some activities refer 
to the more basic  tasks such as Personal Hygiene (bathing, grooming) while others refer to more complex tasks, 
Instrumental Activities of Daily Living (IADLS), such as managing finances and shopping.

Direct assistance:  Client requires  significant assistance in order to complete  the ADL, this typically includes  
frequent  reliance on another person, intensive supportive services and/or the use of supportive devices.

Mostly Independent: Client is able to independently attend to ADL.

Example: 
Psychosocial assessment and/or psychiatric evaluation states that client’s living area is observed to be neat and 
orderly.  Client doesn’t require prompting to maintain living space.
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Activities of Daily Living

Some Support: Client requires minimal to moderate support in order to complete ADL.

Example:
Psychosocial assessment states that the client has reported  on occasion to the case management office 
malodorous  and slightly disheveled . Case manager has discussed with the  client their personal care routine and 
hygiene to explore potential barriers. Client can become disorganized when medication is missed and/or 
discontinued.  When adherent to medication client is better able to manage hygiene, ongoing  support  and 
encouragement recommended.



NYC Supportive Housing Application

Medications Providers and Hospitalization

Current  Medication is where any medication that the client has been prescribed should be included. 

If the client is not currently prescribed medication, then no medication should be entered in this tab. The required question
should be answered as Not Applicable/No Medications Prescribed. If the applicant is prescribed medication and is not 
taking the medication, Refuses/Noncompliant should be selected.

Add Medication Name then select
Psychotropic or Non‐Psychotropic
for Medication Type.   After all  
medications have been added, 
you must indicate the level of 

support that the client will need 
to maintain medication 

compliance once housed. Select 
the level of support as identified 
in the documentation and/or 

based on assessment.
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Medications Providers and Hospitalization
Current Treatment/Service Providers is where the client’s providers are added to the application. The Modality options 
available will be dependent on the Type of service selected.  For example, if the Type of service is Medical, then the 
Modality options will only show treatments specific to Medical. 

If your client is engaged in substance use treatment this should be entered in the Symptoms and Substance Use section of 
the application and not within this tab.
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Medications Providers and Hospitalization
Hospitalizations asks for information about prior psychiatric hospitalizations and current hospitalizations.  This information 
is not intended to collect information regarding emergency room visits and should only include hospital admissions.

If Yes to Has the applicant ever 
been psychiatrically 
hospitalized?, a subsequent 
question will appear asking for 
the Estimated Number of 
Psychiatric Hospitalization in 
Past 3 Years and the Most 
recent discharge date.

If the applicant is hospitalized,  the Date of Admission, area of Service where the client is hospitalized, and Name of 
Hospital are required.



NYC Supportive Housing Application

If the client has a history of hospitalization this information must be described in the psychosocial and/or 
psychiatric evaluation.  If the client is unable to recall the details of their hospitalizations, then this  should be 
explained in the documentation. For tips on how to write a psychosocial assessment and/or psychiatric evaluation 
visit:

https://www.cucs.org/housing/housing‐resource‐center/

If your client is currently hospitalized, it is strongly encouraged that the hospital submit the application on behalf of 
the client as the treatment team has the most current information available on the prognosis of the client and the 
clinical documentation necessary for the application.

TIP
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Medications Providers and Hospitalization

Care Coordination is used to enter contact information and indicate if a client is enrolled in a Managed Long‐Term 
Care (MLTC) or a Health Home.  If Yes is selected, there will be additional fields to enter the Agency/Program Name
and additional contact information.  If No, there is no further information required.
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Medications Providers and Hospitalization

Crisis Intervention is to document if a client has a history of being involuntarily escorted from public spaces due to 
safety concerns. If Yes, Date of the most recent occurrence will be required.  This information should also be 
discussed in the psychosocial assessment and/or psychiatric evaluation.  If No, no further information is required.
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Trauma and Child Welfare

Domestic Violence and Trauma deals with very sensitive subject matter, particularly for clients who have
experienced or witnessed intimate partner and/or gender‐based violence. It is important to be careful not
retraumatize clients while exploring these questions.

If the answer to the first question,
Has the applicant been a victim of
domestic violence? is No, there will
be no subsequent questions.

If the answer to the first question is
Yes, there will be a required follow‐
up question, How long ago did the
domestic violence occur? If Less than
3 months, the question Is the
applicant at serious risk of intimate
partner violence? is required.
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Trauma and Child Welfare
A response of Yes to the question Is the applicant at serious risk of intimate partner violence? will bring up a
required comment box, Provide a brief description about intimate partner violence.

The description should not be a retelling of the client’s experience.  The description should be brief, providing 
enough details to give a general overview of the experience. For example, “Client states that their partner 
threatened serious physical harm and as result had to flee their home three months ago”

This section also asks if the client is receiving domestic violence services, if Yes, the contact information is required 
while No, ends the question.

To learn more about these issues visit:

https://www1.nyc.gov/site/ocdv/index.page

https://www.cdc.gov/violenceprevention/sexualviolence/trafficking.html
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Trauma and Child Welfare

A response of Yes to the question Is the applicant at serious risk due to gender‐based violence? will bring up
required follow‐up questions.

Again, the description should not be a retelling of the client’s experience. 
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Trauma and Child Welfare

Child Welfare and Development tab will appear if completing a family (with children) and/or young adult 
application.

If the individual or head of household is a young adult the question Has the applicant had a history of not being 
able to return to an adoptive family/placement? will appear.  If Yes, a description will be required. If No, there is 
no further information required.
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Trauma and Child Welfare
For family applications with children included in the household composition, Do any children in the applicant’s household 
have significant emotional/behavioral/developmental or health issues? will be  included in this tab. If Yes, a description will 
be required. If No, there is no further information required.

When  answering this question, it is important to provide details and if a diagnosis is available, it should be included in the 
description. Ideally, information regarding the clinical and service needs of the children should be  discussed in the 
psychosocial.  This provides a comprehensive picture of the overall supportive needs of the family, if housed.
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Trauma and Child Welfare

Below are example descriptions, one of which demonstrates a preferred response:

Example 1 ‐ The description provided is vague and doesn’t provide enough information to understand the  child’s 
behavioral health issue.

Example 2 ‐ The description provided gives details on behaviors displayed by the child, engagement in supportive 
services at school and, in this scenario a diagnosis was available. By reading this description you are able to 
understand the child’s behavioral health issue and combined with the application information the family’s 
service needs.



NYC Supportive Housing Application

Symptoms and Substance Use
Symptoms and Behaviors is a review of client history. Users select Current, History, Both, or Never to indicate if the 
client has ever experienced the listed item. Both should be selected if the client has experienced the symptom 
currently (with in the past 3 months) and has a history (more than 3 months ago). 

These selections should  be based on information obtained from the psychosocial assessment, psychiatric 
evaluation and/or mental health report.  Additionally, the selected behavior and/or symptom should  be described 
in detail in the documentation.
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Symptoms and Substance Use

Below are two examples of descriptions of a selected symptom:

Example 1 ‐ Hallucinations: Current
Psychiatric Evaluation: Client reports that they hallucinate.

Example 1 states that the client experiences hallucinations, it is unclear the type of  hallucinations 
(auditory, visual, etc.) severity, frequency and provides limited context as to how the client experiences 
these symptoms. Overall, the statement is vague and unclear what symptoms are being defined as a 
hallucination.

Example  2 ‐ Hallucinations: Current
Psychiatric Evaluation: Client reports seeing dark shadows moving towards them and over the last few 
months this has  been occurring  a few times a week. Client also  reports hearing someone whispering 
in their ear, denies that the voice is commanding in nature.  The voice is reportedly laughing or saying 
nonsensical things .

Example 2 describes the type of hallucinations, frequency and provides more context on how the client 
experiences these symptoms.  This information should be  discussed in relation to  the client’s ADL s to 
inform their overall functioning and need for supportive  housing.
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Symptoms and Substance Use

Substance Use includes two primary questions about the client’s substance use history, past and present.  If Yes for 
either question, users must check all that apply from a list of substances. After checking  all that apply, select the 
substance use pattern from the drop‐down menu. If the answer is No for either or both questions, there is no 
further information required. 
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Symptoms and Substance Use

For the question Has the applicant used substances in the past?, if Yes, a subsequent question regarding the 
client’s period of sobriety for the selected substance will be displayed. Users will need to select the period of time 
from the drop‐down menu, then indicate the date since the applicant has been substance use free.  

It is important that the information entered in the application is consistent with the information contained in the 
supportive documentation, particularly when applying for housing for those with a substance use disorder.
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Symptoms and Substance Use

The category of supportive housing that the client is applying for will determine the need to include substance use 
treatment documents.  This information can be found in the Supportive Housing Description and Criteria Guide.   

The instructions on the Substance Use Documents tab provides details on the letter requirement and a reference 
sheet that gives additional guidance with a sample treatment letter.
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Housing Preferences

Applicant Preferences is intended to be completed with the applicant utilizing the instructions provided in the section.
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Housing Preferences
Housing Levels includes a list of housing level recommendations.  These options should be selected based on the 
clinical documentation and/or recommendation of the service provider. 
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Housing Preferences

Recommended Services allows users to indicate the services that are recommended for the client based on the 
information contained in the documentation and/or provided by the service provider. Users can check all services 
that apply from the drop‐down menu.
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Housing Preferences

After the recommended services have been selected and are listed under You Selected, there will be an option to 
check Other,  then enter required additional  comments.
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Psychiatric/Psychosocial/MHR
Supporting Documents is required for the submission of the application.  The supportive documents that are 
required for transmission depend on the category of housing  being sought.  If Yes is selected for attaching or data 
entering either the psychosocial assessment or psychiatric evaluation, a subsequent question will appear asking 
how the documentation will be submitted.  Once these questions are answered a set of tabs appear for the 
psychiatric evaluation and psychosocial assessment.  You will need to enter the documentation as indicated based 
on the questions answered.
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Psychiatric/Psychosocial/MHR

If  the user indicated a psychiatric evaluation and a psychosocial assessment will be submitted, a set of tabs will 
appear for the Psychiatric Evaluation and Psychosocial Assessment.  Users will need to enter the documentation, 
by data‐entry or attachment, as answered in the supporting documents tab.
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Psychiatric/Psychosocial/MHR
If No is selected for a supporting  document that is required for the category of housing applied, you may be required to 
complete a Mental Health Report (MHR).  

An MHR combines the 
psychosocial assessment and 
psychiatric evaluation into one 

templated report.
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Psychiatric/Psychosocial/MHR

For the selected supporting documents you will need to complete a verification and enter the information for the 
assessor that completed the assessment.  
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Documents

Documents allows users to attach any additional documents that may need to be included.  Unlike the previous 
documents tab where the Document Type is predefined, users will need to select the Document Type on this tab.
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Application Review and Transmit
Summary allows users to review the application summary prior to transmission. After reviewing the summary, click 
the Agency Information tab to transmit the application.

The bookmark 
icon can be used 
to go to specific 
sections of the 
application to 

view.
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Application Review and Transmit
Once ready to transmit, users must go to the Agency Information tab, check the Verification box, and click 
Transmit. If the application is complete, the user will receive a message indicating that the application is complete 
asking if you would like to transmit.  If Yes, then the application is transmitted and can no longer be edited. Once 
transmitted you will receive a pop‐up message labeled Transmission status with the application number. If No, then 
the application is not transmitted. 
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Application Review and Transmit

If there are areas of the application that are incomplete, there will be a transmission error message. Clicking on the 
link in the message will take the user to the section that needs to be completed.  

Once the application has been transmitted, it will appear on the Transmitted Application List on the Dashboard. 

For more information on Dashboard functionality please review the CAPS Overview and Dashboard Module.



After the application has been transmitted and the review completed by the Placement Assessment and Client
Tracking Unit (PACT), users will receive a system generated email that will notify them that a determination has
been made. They will need to log into CAPS to review the determination letter for their client. The Determination
Letter contains the supportive housing eligibility outcome for the client. If there are questions regarding the
determination users may contact the reviewer whose information is located on the letter. However, before doing so
users are advised to take the time to thoroughly review all information contained in the letter.

NYC Supportive Housing Application

Application Review and Transmit

This information should also be compared
to the Supportive Housing Description and
Criteria Guide, as this may address any
questions regarding eligibility. If unable to
resolve an issue with a reviewer, users may
request to speak to a supervisor at any
time.



• CAPS sessions will time out after 10 minutes of inactivity (i.e. activity is saving the application or going to a new 
tab/page), maximum session permitted 60 minutes.

• If you have technical questions/issues on how to use the system, contact the CAS Help Desk at
hracassupport@hra.nyc.gov

• If you have problems logging into the system, contact the ODSM Help Desk at missecurityadmin@dss.nyc.gov

To learn more about Supportive Housing and CAPS visit:
https://www1.nyc.gov/site/hra/help/supportive‐housing.page
https://www1.nyc.gov/site/nycccoc/caps/caps.page

General Information

NYC Supportive Housing Application



Below are some recommended reference materials that can be found in the  CAPS training  and/or announcement 
section:

If you complete supportive housing applications:
•CAPS Overview and Dashboard Module
•Supportive Housing Descriptions and Criteria
•Standardized Vulnerability Assessment Criteria Fact Sheet
•Suggested Outline for the HRA 2010e Psychiatric Summary: CUCS Guide
•Professionals to Complete Psychiatric Evaluations Expanded
•Understanding the NYC Vulnerability Assessment Training
•CAPS Reference guide and video
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Continuing Your CAPS Learning

If you are a housing provider:

•Completing the TAD
•VCS Completing  Rosters
•Agency Site Request and Maintenance


