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Introduction 
The HSCP or Housing Counseling Stability Program is a newly created program administered by 
NeighborWorks(r) America to help families in need keep their housing. For details on the program’s 
design and requirements please consult your HSCP program literature provided and funding 
requirements.   

CounselorMax allows you to collect all required HSCP data and report that data to the HSCP data 
collection system.  

 

Collecting the Data 
Case Types Eligible 
The HSCP program applies to homeowners at risk of losing their homes, renters at risk of eviction, or 
homeless families and individuals who recently lost their homes and are trying to regain housing.   
Therefore, to be able to collect the required data in Cmax you must first create or have an active client 
case of the following three types: 

1. Mortgage Default/Early Delinquency 
2. Rental Counseling 
3. Seeking Shelter of Homeless Services 



 

The HSCP program modules in Cmax are not active for any other service type, as they are not eligible for 
HSCP funding. 

Creating an HSCP GPS 
As soon as you create a new case with one of these service types you will be prompted to create a new 
HSCP GPS to collect the requisite data: 

 

Select it and click “OK” to create the GPS.  This will show you the GPS outline and allow you to save the 
GPS: 



 

Using and completing the HSCP GPS 
Once generated the HSCP GPS looks as follows: 

 

The HSCP Program requires you to collect data over-and-above what is normally required for a HUD case 
in CounselorMax.   The HSCP GPS allows you to collect this data easily and in a work-flow type manner 
that is easy to follow. 



The HSCP GPS works much the same as any other GPS in CounselorMax.  You must collect any 
underlying data and mark each GPS action item as complete before you can report that case.   

The HSCP GPS can be used in combination with other GPSs for the same client case, if needed.   

The GPS is broken down into three basic sections as per the program guidelines and design: 

1. Intake and Level 1 counseling 
2. Level 2 counseling 
3. Follow-up 

Collecting the Intake and Level 1 Data 
The Intake and level 1 data section of the GPS is outlined below: 

 

Intake 
The first action item is “Intake for HSCP.”  This action item has an underlying data collection form.  Click 
on the “HSCP Client Info” link to go to the form.  Note that if the client case is “Homeless Services” then 
the form will be slightly different: 

Homeless Services Intake Form: 



 

If the client owned prior to becoming homeless then you will select “owned” and be presented with the 
Mortgage Delinquency questions: 

 

Rental Questions: 



 

Rental Services or Mortgage Delinquency Services cases will simply see the appropriate rental or 
delinquency intake questions without the need to select “owned” or “rented” first: 

Rental Intake form: 

 

Delinquency Intake form: 



 

To complete the form, answer all required fields and click the “save” button. 

This will return you to the GPS.   

Click on the “Edit/Complete” button to the right of the HSCP action item and fill out the subform and 
save: 

 

This will save the action item as completed and mark is as such on the GPS “Outcome” column: 



 

Obtain Authorization 
Next click on the “Authorization” GPS action item to complete the sub-form. If you have already marked 
the client case as authorized to release information on the Intake form you can skip the sub form and 
simply mark the action item as completed: 

 



 

Mark the GPS action item as completed when done: 

 

 

 



Provide Disclosure Action Item 
The next GPS action item is “Provide Disclosure.”  There is no subform for this step.  You must provide 
your own disclosure form.  However, you must click “Edit/Complete” and mark the step as completed to 
be able to successfully record the step and report the case. 

 

Provide Privacy Policy 
The same applies to the “Provide Privacy Policy” GPS.  There is no sub form but you must provide a 
privacy policy to the client and record the step as completed in the GPS: 

 

Review Credit 
 
You are not required to provide a credit score to report a client case to HSCP. However, if you have a 
current score for the case, it is an optional data point that can be reported. This action item is here to 
remind you to review the client's credit report as part of your HSCP counseling process and to document 
their score, if available. 

The HSCP GPS provides you with the link to the CounselorMax Credit function so that you can easily pull 
a report or manually enter credit score information.  To do so: 

1. Click on the “Credit Report” link: 



 

2. This will open the Credit reporting form where you can either pull the report as normal in 
CounselorMax or enter it manually, as you normally would using CounselorMax.  Please note 
that if you do not pull credit, or have a current score to enter, you can use the manual entry 
feature to enter “999” and “other repository” in the system.  This will signify that you have not 
pulled a report for the case: 

 



Provide Triage (Level 1) Counseling 
The HSCP program requires that you provide counseling to the client.  The “Provide Triage Counseling” 
action item allows you to record when you have completed this step.  See the program requirements for 
details on the nature and type of counseling required.  You will collect the specific details of the triage 
counseling using the CounselorMax “Log” function.  Click on the “Log” icon from the GPS or access it 
from the standard CounselorMax forms. 

 

1. From the “Log” form click “add.”   
2. You must select “HSCP Level 1” to record that you have provided the triage Level 1 counseling.   

 

This will not be a HUD reportable activity as the counseling is paid fully by HSCP: 



 

To successfully report Level 1 counseling to HSCP, you must have at least one HSCP Level 1 counseling 
appointment saved for the client case between the Case creation date and the case resolution date.  
You may have more than one Level 1 counseling appointment recorded for the case. 

Once you have completed all Level 1 counseling make sure to mark the GPS action item as completed: 

 

Develop Budget action item 
HSCP requires that you help a client develop a sustainable household budget.  You can record this 
service in the GPS using the “Develop Budget” action item.  If you click on the “Budget” link on the GPS it 
will take you to the standard CounselorMax budget tool.  You are not required to use this tool to 



develop the budget.  However, regardless of what budget tool you use you must mark the action item as 
complete to successfully report Level 1 services. 

 

Develop Action Plan 
The Develop Action Plan action item must be marked as completed to successfully report Level 1 
counseling.  There is no separate sub form available to document the action plan.  Users should use their 
own action plan work forms and document the completion in the GPS using the edit/complete button. 



 

HSCP Level 1 Completed 
Upon completing and Intake, providing initial Level 1 triage counseling, providing a privacy policy and 
disclosures, assisting in developing a sustainable budget and developing a housing stability action plan 
you have met the requirements to complete HSCP Level 1 requirements and report on the client.  To do 
so you will need to complete the HSCP Level 1 Outcomes sub form and mark the GPS action item as 
completed. To do this, click on the “Outcomes” link on the GPS and select a primary outcome. Optionally 
you may select a secondary outcome. 



 

 

Next mark the GPS action item as complete. Note that the action item “outcome” options are different 
than the usual “complete.”  They include language related counseling responses. 



 

You have now completed the data collection requirements for a Level 1 case and may report on this 
activity.  For detailed information on how to report, go to the reporting section of this guide here. 

Collecting Level 2 Counseling Data Points 
To collect the required data for Level 2 counseling activities you will complete the two Level 2 GPS 
action items on the GPS. 

Provide HSCP L2 Counseling 
HSCP allows you to provide Level 2 counseling to the client and receive appropriate reimbursement for 
the services.  For details on what Level 2 counseling entails refer to the HSCP program requirement 
literature provided with your grant award.  To capture the counseling in CounselorMax you will again 
record the counseling activity in the client Log.   Click on the Log icon at the top right of the GPS: 



 

Click the add button and select HSCP Level 2 counseling for the subject: 

 

Next mark the action item as completed.   



 

HSCP Level 2 Completed 
Once all HSCP Level 2 counseling is completed click on the “Outcomes and Updates” link to enter the 
relevant data points. You must provide a primary outcome for Level 2 counseling. Other fields are 
optional.  

 



Next mark the action item as completed. 

 

You may now report on the Level 2 counseling activity. 

HSCP Follow-up Counseling 
HSCP will reimburse you for follow-up counseling if counseling is provided and recorded and the 
required data points are collected.  You will use the HSCP Follow-up section to complete this work. 

Provide HSCP F/U Counseling 
Using the client log record an HSCP follow-up counseling appointment by selecting HSCP Follow-up from 
the “subject” field: 



 

Mark the action item as complete: 

 

HSCP Follow-up Completed 
You will complete this last step by clicking on the “Outcome and Follow-up" link, completing the form 
and marking the GPS action item as completed. 



  

Last, mark the HSCP Follow-up Completed action item as completed: 

 

You may now report the follow-up level.  

 



Reporting HSCP Data 
 

You may report any completed HSCP data to HSCP at any time.  There are no set reporting periods to 
adhere to.  For convenience you may want to establish a weekly or monthly reporting cycle, however.  
CounselorMax has designed the reporting module to capture all reportable activity for period ranges of 
one or more months, as often as necessary. 

 

To access the HSCP data reporting module click on the “Reporting” tab and then click on the “HSCP 
Report” radio button: 

 

This will expose the HSCP reporting module.  The module is designed so that you select a reporting 
period, run an audit/exception report to make sure all expected activity is complete and reportable, and 
finally, once all data is complete, run an export report that you can upload to the HSCP program website 
to get credit and eventual reimbursement. 

Selecting the Reporting period 
You may select a reporting period based on month and year intervals.  Any cases in the system with at 
least one GPS action item completed will show up on the “All case Statuses” report (audit/exception) 
report.  Only cases that meet all of the report requirements for each relevant level will show up on the 
“downloads” report. 

All Case Statuses Report 
The All Case Statuses report is the HSCP audit report that will allow you to flag all potentially reportable 
cases.  It is designed to case a “wide net” so that you do not lose any potentially reportable data.  



Regardless of the date ranges selected, any case with at least one GPS action item completed will show 
on the report.  For example, if you run the report for a period of November 2021 to November 2021 
(November 1 through 30, 2021) and you have a case with one or more action items completed in 
October 2021, they will still show on the report with a status of “date out of range” in the report’s “last 
action” column.  This is so that you can see that there’s a case in a prior period that may be reportable 
but you have not yet inputted the updated data. 

The audit report looks as follows: 

 

The columns on the report are: 

1. Action: this is a link to the client’s GPS for easy access if you need to view or update data. 
2. Case ID: the case ID for the client case.  Not to be confused with the client ID. 
3. Last Name: last name of the client 
4. First Name: first name of the client 
5. 1st Action: the date of the earliest GPS action item on the client’s GPS. 
6. Last Action: the date of the most recent (latest) GPS action item on the GPS. 
7. Actions Left: The number of GPS action items not yet completed (if any). 
8. Level: The Level of service being analyzed on the row. 
9. Counselor: the assigned counselor for the client case. 
10. Exceptions: the red (prevents case from being reported) and yellow (does not prevent the case 

from being reported but highlights a potential missing or unusual data point).   
11. In Download?: If the case will or will not be included in the download.  If red flag exceptions 

exist for the case, or action items are not completed the case will be excluded.   

 

Criteria for Inclusion on the All Case Statuses report 
For a case to show on the All Case Statuses report the client case must meet the following criteria: 

1. Have an HSCP GPS attached to the case. 
2. Have at least one GPS action item completed. 

Exceptions and how to clear them 
The following are all possible red and yellow flag exceptions and how to clear them so that the case is 
included in the download (data export): 

1. Intake Date is before grant period:  



2. Red flag: Crisis situation – missing: “Is this a crisis situation?” Question not answered on HSCP 
Client Information form. 

3. Red flag: Over 30 Percent income on Housing missing: Does household spend more than 30% 
income on housing (rent or mortgage)? Question on the HSCP Client Info form not answered.  
Fill out the form and save responses to clear. 

4. Red flag: Primary Housing Instability Missing: “Client referred to and/or assisted with access to 
financial resources for housing stability. (leave blank if N/A)” question not answered on the 
HSCP Client Information form. 

5. Red flag: Eviction or Moratoria Missing: “Did client benefit from eviction or foreclosure 
moratoria during COVID-19 pandemic?” question not answered on the HSCP Client Information 
form. 

6. Red Flag: Monthly rent – missing: “Monthly rent amount (excluding utilities)?” question not 
answered on the HSCP Client Information form. 

7. Red Flag: Rent Arrears – missing: “Total amount of rent arrears?” question not answered on the 
HSCP Client Information form. 

8. Red flag: Primary outcome – missing: “Primary Outcome” field on Outcomes form not filled out. 
9. Red flag: Level Completion Date error – Counseling at this Level not provided: no HSCP 

counseling appointments saved in system for the level of counseling reported.  To clear add the 
appropriate counseling appointment in the Client log. 

10. Red flag: Primary Housing instability – invalid instability reason: the response to the “Primary 
reason for housing instability?” question on the HSCP Client Information form is incompatible 
with the type of service selected.  For example, a rental services case has a primary reason of 
“default” which is only appropriate to mortgage delinquency cases.  To clear the flag you must 
change the response to something compatible. 

11.   Red flag: Follow-up Session – missing: no HSCP Follow-up appointment recorded in system 
when trying to report at Follow-up level.  To clear the flag add the follow-up appointment to the 
client log. 

12. Yellow Flag: PITI - Total PITI is < $100. Please review.  If this is correct leave it.  If not, go back to 
form and correct it. 

13. Yellow flag: Household Income – missing:  income of $0 saved for the client case.  If this is 
correct leave it.  If incorrect update income in Intake form. 

14. Yellow flag: PITI - Total PITI is > $3000. Please review: If this is correct leave it.  If not, go back to 
form and correct it. 

15. Yellow flag: Monthly rent - Please confirm rent > 3000: if this is correct leave it.  If not, go back 
to form and correct it. 

Once you have reviewed all of your data and cleared any red flags you are ready to export your data to 
upload to the HSCP data collection system. 

Exporting Data and Uploading to the HSCP System 
Exporting Data 
To export your data file, follow these steps: 

1. Go to Global Mode. 
2. Select the “Reporting” tab 



3. Select HSCP Report. 
4. Select the “Downloads” radio button. 
5. Enter a reporting date range. 
6. Click “Ok” to begin the download. 

 

You will see a download message from your browser prompting you to save the file. 

 

Save the file to a local drive on your computer.  

You may open the file to review it and ensure all expected data is in the download.   

You must also save it as an Excel spreadsheet.  The download is a .csv file and cannot be uploaded until 
you save it as an Excel format.   Follow these steps: 

1. Open the downloaded .csv file in MS Excel (Google docs, etc. Will work too).   
2. Name the file something meaningful based on date ranges etc. 
3. Save the file in .xlxs format. 
4. Save it to a local or cloud drive you can securely access. 



 

Uploading data to the HSCP data collection system 
You must have an HSCP data reporting account to upload data into the system.  If you do not have one 
or are not aware of it contact your HSCP contact to obtain that.  CounselorMax cannot provide you with 
these accounts. 

To access your upload account go to https://report.nw.org/login .  Log in with your credentials. 

Once you log in you will see the HSCP survey section: 

 

Click on the link to go to the survey. 

Once in the HSCP survey page click on the “start” button to the right of “Client Counseling Data” 

https://report.nw.org/login


 

Click the “Add” button on the Client Counseling Data page: 



 

1. Click in the “Import Responses” file upload field. 
2. This will open your system file explorer.  Navigate to the location of your export file and click 

“OK.” 

 



Click “begin import”: 

 

You will see a message detailing the results of your upload and showing any errors or exceptions that 
may exist. Since most of these are caught by CounselorMax you should have few if any. 

 

Click “Continue” to view your data in the system. 



 

Your upload is now complete. 
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