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By-Name referrals for non-shelter agencies 
 

Peel Region has incorporated their By-Name List (BNL) into its existing Housing 

Transformation Initiative (HTI) technology.  

A By-Name List (BNL) is a real-time list of people experiencing homelessness in Peel 

that can connect people to housing services and supports they need and can create a 

foundation for better service coordination.  

The BNL provides a more standardized approach for assessment and referral 

protocols to support people experiencing homelessness by matching them to the 

services and supports they need.  

The BNL helps organizations to understand homelessness, track changes in service 

needs, and coordinate and prioritize service delivery in Peel.   
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Logging in to the HTI Portal: Creating a password 

You will have received an e-mail that looks like the screenshot below. The purpose of 
this e-mail is to create your password. Click on the link in the e-mail to be directed to 
the screen to set your password. 

 

Once you’ve set your password, you will be immediately directed to the home page. 
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Logging in to the HTI Portal 

 

If you already have a password, click on the following URL:  

https://web.apps.peelregion.ca/customer  

You will be directed to the login page. Enter your e-mail and password. 
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How to reset a password 

 

If you’re having difficulty logging in or you have forgotten your password, at the login 

page you can click Forgot Your Password? to reset your password.  

You will receive an e-mail from Housing Portal (our IT) prompting you to reset your 

password. Please follow the directions in the e-mail. 
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Searching a client: using the Coordinated Access report 

 

From the home page click on the Reports tab near the top.  

 

 

 

Make sure “All Folders” is selected and in the middle search bar type in “Peel’s 

Coordinated Access Report”. Click on the report.  

 

 

 

You will be directed to the report page. From here you can view all active clients on 

the By Name List across all service providers in Peel. 

 

Click 
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On your keyboard, press CTFL + F to bring up the search window on your browser. 

Type in the name of the client you want to search in the search window. The client’s 

name will be highlighted on he left sisde if it is on the report. If you can find the 

client’s name on the report, this means that the client is active on the BNL.  

If you cannot locate the client on this list, then please proceed to Creating a New 

Referral.  
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Creating the client record 

 

Once it has been established that the client is not already active on the By-Name List, 

you will need to create the Client Record. This will allow you to launch the BNL 

Referral form.   

At the home screen, navigate to and click on the “Create Non-Shelter Intake” button. 

 

 

 

Please ensure all of the fields with a (*). You will need to record the Client’s First 

Name, Last Name, and Date of Birth, and Shelter Type.  

Please ignore all of the other fields, as you will be filling out this information once the 

BNL referral form is launched.  

Click on Next to advance to the next page. Keep on clicking Next to skip the pages 

until you get to the Terms of Agreement page.  
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Once you get to the Terms of Agreement page, you will need to click on the 

checkboxes in order to advance.   

Click Next to complete the creation of the Client record.  

Note: You may receive a message that says “Popup Blocked. Please disable any Popup 

Blocker and try again.” Click on “OK”.  
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Once that is complete, you will be directed to the final screen. Click on “Next”  to 

proceed to the Client’s Program Enrollment page.  

 

 

 

The Program Enrollment page is where you can launch the process to refer the client 

to the By-Name List. Please navigate to Creating a new referral in this manual to 

proceed. 
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Creating a new By-Name list referral 

 

To create a new By-Name List Referral, from the Client’s Program Enrollment Page 

click on Create a Benefit Case.  

 

 

 

Click on Create to proceed. 
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You will be directed to the Benefit Case Detail page. Click on Create Service Plan. 

 

 

You will be directed to the “Create Service Plan” page. 

1. Select Family Member: ensure to select the family head from the drop down. 

2. Service Plan Type: Select “Assistance with housing” from the drop down. 

Click on Create to proceed. 
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You will be directed to the Service Plan details page. Click on Create Referral. 

 

 

You will be directed to the Referral Details page. Please fill in the following fields: 

1. Reason for Referral: type in “Refer to BNL”.  

2. Referral Type: Select “Housing Services” from the list. 

3. Service Offering: Select “By-Name List” from the list. 

Once the above is completed, please click on Submit. 

 

 

 

 

http://peelregion.ca/
http://peelregion.ca/
https://www.facebook.com/regionofpeel
https://www.instagram.com/peelregion.ca/?hl=en
http://twitter.com/regionofpeel
https://peelregion.ca/


For more information visit peelregion.ca 

 @regionofpeel   @peelregion.ca   @regionofpeel  

You will see the new Referral appear in the Referrals section. Please click on the link to 

the new Referral to be directed to the Referral page.  

 

 

 

Once you are in the Referral page, please click on the Create BNL Referral action 

button near the top of the page. 
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Next you will be directed to the By Name List Consents page. When working with a 

client it is imperative that they read through and understand this page. Proceed 

through all of the questions with the client and approriately indicate their responses.  

 

Click Next to proceed. 
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You will be directed to more consent related questions. Please read through each 

question carefully with the client. 

 

 

You will be directed to the Referral Details page. Enter your own details and contact 

information here. Click Next to proceed.  

Note: the fields with the (*) next to them are mandatory and must be filled in before 

proceeding. 

 

 

 

The following pages will require you to record personal and demographic 

information about the client. Once you are finished with this page, click on Next to 

proceed.   
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Note: the fields with the (*) next to them are mandatory and must be filled in before 

proceeding. The questions that have the checkboxes () are multi-select which allows 

you to select multiple responses for one question. 
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If you want to add an additional member click on the Add button on the top right of 

the form.  

 

  

Next you will be asked to record the client’s Accommodation Expenses. This refers to 

their costs to maintain their housing. This information is not mandatory. 

 

 

 

Next you will be directed to the Confirmation page.  

IMPORTANT! You must click on the Save button to successfully save changes 

otherwise your progress will be lost. 
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On the same page, click on Needs Assessment to proceed to the Needs Assessment 

portion of the process.  

Note: the Needs Assessment can be completed at any time with the client. 

 

 

Proceed through all of the questions with the client. All of the question are 

mandatory and must be answered.  

 

Note: The questions that have the checkboxes () are multi-select which allows you 

to select multiple responses for one question. The questions with the round 

checkboxes ( ) are single-select. 
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Once you finished going through all of the questions, you will reach the Save Needs 

Assessment page.  

IMPORTANT! To ensure your progress is saved, click on the Save and Complete 

button.  

Once that is done, you will receive a message saying that it has been saved, and you 

can close the window. 

 

 

 

Both the Referral and Needs Assessment will be processed by the By-Name List 

Coordinator. Once the By-Name List Coordinator has reviewed and processed them, 

the client’s By-Name list record will show up on your service provider’s By-Name list 

report. 
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Creating a Needs Assessment 

 

From the client’s BNL program enrollment, click on Create BNL Needs Assessment 

towards the top of the page.  

 

 

Proceed through all of the questions with the client. All of the question are mandatory 

and must be answered.  

 

Note: The questions that have the checkboxes () are multi-select which allows you 

to select multiple responses for one question. The questions with the round 

checkboxes ( ) are single-select. 
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Once you are finished going through all of the questions, you will reach a 

confirmation page. From here you can close the window. 
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Accessing Peel’s Coordinated Access report 

 

From the home page click on the Reports tab near the top.  

 

 

 

Make sure “All Folders” is selected and in the middle search bar type in “Peel’s 

Coordinated Access Report”. Click on the report.   

 

 

 

Click 
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You will be directed to the report page. From here you can view all active clients on 

the By Name List across all service providers in Peel. 
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Accessing your organization’s By-Name list 

 

From the home page click on the Reports tab near the top. 

 

 

 

Make sure “All Folders” is selected and in the middle search bar type in “By Name 

List”. Click on the report. 

 

 

 

Click 
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You will be directed to the report page. From here you can view all of your active 

clients on the By Name List. From here you can access your client’s BNL record 

directly to make any updates. 

 

 

 

 

 

 

 

 

 

 

 

Click to access client record 
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Maintaining client file: updating last contact date 

 

From the home page click on the Reports tab near the top.  

 

 

 

Make sure “All Folders” is selected and in the middle search bar type in “By Name 

List”. Click on the report.   

 

 

 

Click 
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You will be directed to the report page. From here you can view all of your active 

clients on the By Name List. From here you can access your client’s BNL record 

directly to make any updates.  

 

 

You will be directed to the client’s BNL program enrollment page. Navigate your 

cursor to the “Last Contacted Date” field on the page. Highlight the field until you see 

a pencil symbol . 

 

Click to access client record 
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Double click the field to edit its information. A calendar will pop up for you to enter 

the date. Click “Today” at the bottom of the calendar if you want to enter today’s date 

automatically. 
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Maintaining client file: editing client information 

 

From the home page click on the Reports tab near the top. 

 

 

 

Make sure “All Folders” is selected and in the middle search bar type in “By Name 

List”. Click on the report.   

 

 

 

Click 
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You will be directed to the report page. From here you can view all of your active 

clients on the By Name List. From here you can access your client’s BNL record 

directly to make any updates. 

 

 

You will be directed to the client’s BNL program enrollment page. From this page, 

navigate to the “Program Enrollment Members” section by scrolling down the page.  

 

Click to access client record 
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Click on the reference number hyperlink of the client. 

 

 

 

To edit information about the client, just highlight the field you want to edit until the 

pencil icon becomes visible . 

 

 

Scroll down 
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Once you’re finished with the edits, please make sure to click the Save button that 

appears at the top or bottom of the page. 

 

 

 

To go back to the client’s BNL program enrollment page click on the hyperlink next to 

the Program Enrollment field. 
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Closing a client’s BNL file 

 

From a client’s BNL program enrollment page, at the top of the page, click on the 

button Deactivate Service. 

 

 

 

You will be asked the Reason for Closure. From the drop-down that appears, select 

the option that is most applicable. Click Yes to proceed.  

 

 

You will be directed to a confirmation page. Click Done to proceed.   
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You will be redirected to the client’s BNL program enrollment page. The Inactive field 

that is present on the page will show a check mark, indicating that the file has been 

successfully deactivated. 
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What is the difference between the Peel’s Coordinated 
Access report and the By-Name list report? 

The key difference between the two is that the Coordinated Access Report allows 
you to see clients that have been onboarded to the BNL by another service 
provider, whereas the By-Name List report allows you to see clients that your 
organization has onboarded to the BNL. Due to privacy barriers, client records on 
the Coordinated Access Report contain very limited information about the client. 
The By-Name List Report on the other hand gives you access to more detailed 
information about your organization’s clients. 
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	Searching a client: using the Coordinated Access report 
	 From the home page click on the Reports tab near the top.   
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	Make sure “All Folders” is selected and in the middle search bar type in “Peel’s Coordinated Access Report”. Click on the report.    
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	Click 
	Click 
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	 You will be directed to the report page. From here you can view all active clients on the By Name List across all service providers in Peel.  
	  On your keyboard, press CTFL + F to bring up the search window on your browser. Type in the name of the client you want to search in the search window. The client’s name will be highlighted on he left sisde if it is on the report. If you can find the client’s name on the report, this means that the client is active on the BNL.  
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	If you cannot locate the client on this list, then please proceed to Creating a New Referral.  
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	Creating the client record 
	 Once it has been established that the client is not already active on the By-Name List, you will need to create the Client Record. This will allow you to launch the BNL Referral form.   
	At the home screen, navigate to and click on the “Create Non-Shelter Intake” button.  
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	Please ensure all of the fields with a (*). You will need to record the Client’s First Name, Last Name, and Date of Birth, and Shelter Type.  
	Please ignore all of the other fields, as you will be filling out this information once the BNL referral form is launched.  
	Click on Next to advance to the next page. Keep on clicking Next to skip the pages until you get to the Terms of Agreement page.  
	  Once you get to the Terms of Agreement page, you will need to click on the checkboxes in order to advance.   
	Click Next to complete the creation of the Client record.  
	Note: You may receive a message that says “Popup Blocked. Please disable any Popup Blocker and try again.” Click on “OK”.   
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	Once that is complete, you will be directed to the final screen. Click on “Next”  to proceed to the Client’s Program Enrollment page.   
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	The Program Enrollment page is where you can launch the process to refer the client to the By-Name List. Please navigate to  in this manual to proceed.  
	Creating a new referral

	 
	 
	  
	   
	 
	 
	Creating a new By-Name list referral 
	 
	To create a new By-Name List Referral, from the Client’s Program Enrollment Page click on Create a Benefit Case.  
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	Click on Create to proceed. 
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	You will be directed to the Benefit Case Detail page. Click on Create Service Plan. 
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	You will be directed to the “Create Service Plan” page. 
	1.
	1.
	1.
	 Select Family Member: ensure to select the family head from the drop down. 

	2.
	2.
	 Service Plan Type: Select “Assistance with housing” from the drop down. 


	Click on Create to proceed. 
	 
	Figure
	 
	You will be directed to the Service Plan details page. Click on Create Referral. 
	 
	 
	You will be directed to the Referral Details page. Please fill in the following fields: 
	1.
	1.
	1.
	 Reason for Referral: type in “Refer to BNL”.  

	2.
	2.
	 Referral Type: Select “Housing Services” from the list. 

	3.
	3.
	 Service Offering: Select “By-Name List” from the list. 


	Once the above is completed, please click on Submit. 
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	You will see the new Referral appear in the Referrals section. Please click on the link to the new Referral to be directed to the Referral page.   
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	 Once you are in the Referral page, please click on the Create BNL Referral action button near the top of the page.   
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	Next you will be directed to the By Name List Consents page. When working with a client it is imperative that they read through and understand this page. Proceed through all of the questions with the client and approriately indicate their responses.   
	Click Next to proceed. 
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	You will be directed to more consent related questions. Please read through each question carefully with the client. 
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	You will be directed to the Referral Details page. Enter your own details and contact information here. Click Next to proceed.  
	Note: the fields with the (*) next to them are mandatory and must be filled in before proceeding. 
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	The following pages will require you to record personal and demographic information about the client. Once you are finished with this page, click on Next to proceed.   
	 
	Note: the fields with the (*) next to them are mandatory and must be filled in before proceeding. The questions that have the checkboxes () are multi-select which allows you to select multiple responses for one question. 
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	If you want to add an additional member click on the Add button on the top right of the form.  
	 
	Figure
	Figure
	  
	Next you will be asked to record the client’s Accommodation Expenses. This refers to their costs to maintain their housing. This information is not mandatory. 
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	Next you will be directed to the Confirmation page.  
	IMPORTANT! You must click on the Save button to successfully save changes otherwise your progress will be lost. 
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	On the same page, click on Needs Assessment to proceed to the Needs Assessment portion of the process.  
	Note: the Needs Assessment can be completed at any time with the client. 
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	Proceed through all of the questions with the client. All of the question are mandatory and must be answered.   
	Note: The questions that have the checkboxes () are multi-select which allows you to select multiple responses for one question. The questions with the round checkboxes () are single-select. 
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	Once you finished going through all of the questions, you will reach the Save Needs Assessment page.  
	IMPORTANT! To ensure your progress is saved, click on the Save and Complete button.  
	Once that is done, you will receive a message saying that it has been saved, and you can close the window. 
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	Both the Referral and Needs Assessment will be processed by the By-Name List Coordinator. Once the By-Name List Coordinator has reviewed and processed them, the client’s By-Name list record will show up on your service provider’s By-Name list report. 
	 
	 
	 
	 
	Creating a Needs Assessment 
	 
	From the client’s BNL program enrollment, click on Create BNL Needs Assessment towards the top of the page.  
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	Proceed through all of the questions with the client. All of the question are mandatory and must be answered.  
	 
	Note: The questions that have the checkboxes () are multi-select which allows you to select multiple responses for one question. The questions with the round checkboxes () are single-select. 
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	Once you are finished going through all of the questions, you will reach a confirmation page. From here you can close the window. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Accessing Peel’s Coordinated Access report 
	 
	From the home page click on the Reports tab near the top.  
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	Make sure “All Folders” is selected and in the middle search bar type in “Peel’s Coordinated Access Report”. Click on the report.   
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	Click 
	Click 
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	You will be directed to the report page. From here you can view all active clients on the By Name List across all service providers in Peel. 
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	Accessing your organization’s By-Name list 
	 
	From the home page click on the Reports tab near the top. 
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	Make sure “All Folders” is selected and in the middle search bar type in “By Name List”. Click on the report. 
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	You will be directed to the report page. From here you can view all of your active clients on the By Name List. From here you can access your client’s BNL record directly to make any updates. 
	  
	Click to access client record 
	Click to access client record 
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	Maintaining client file: updating last contact date 
	 
	From the home page click on the Reports tab near the top.  
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	Make sure “All Folders” is selected and in the middle search bar type in “By Name List”. Click on the report.   
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	Click 
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	You will be directed to the report page. From here you can view all of your active clients on the By Name List. From here you can access your client’s BNL record directly to make any updates.  
	 
	Click to access client record 
	Click to access client record 
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	You will be directed to the client’s BNL program enrollment page. Navigate your cursor to the “Last Contacted Date” field on the page. Highlight the field until you see a pencil symbol . 
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	Double click the field to edit its information. A calendar will pop up for you to enter the date. Click “Today” at the bottom of the calendar if you want to enter today’s date automatically. 
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	Maintaining client file: editing client information 
	 
	From the home page click on the Reports tab near the top. 
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	Make sure “All Folders” is selected and in the middle search bar type in “By Name List”. Click on the report.   
	 
	 
	Click 
	Click 
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	You will be directed to the report page. From here you can view all of your active clients on the By Name List. From here you can access your client’s BNL record directly to make any updates. 
	 
	Click to access client record 
	Click to access client record 
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	You will be directed to the client’s BNL program enrollment page. From this page, navigate to the “Program Enrollment Members” section by scrolling down the page.  
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	Scroll down 
	Scroll down 
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	Click on the reference number hyperlink of the client. 
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	To edit information about the client, just highlight the field you want to edit until the pencil icon becomes visible . 
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	Once you’re finished with the edits, please make sure to click the Save button that appears at the top or bottom of the page. 
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	 To go back to the client’s BNL program enrollment page click on the hyperlink next to the Program Enrollment field.  
	 
	Figure
	Figure
	 
	Closing a client’s BNL file 
	 
	From a client’s BNL program enrollment page, at the top of the page, click on the button Deactivate Service. 
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	You will be asked the Reason for Closure. From the drop-down that appears, select the option that is most applicable. Click Yes to proceed.  
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	You will be directed to a confirmation page. Click Done to proceed.   
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	You will be redirected to the client’s BNL program enrollment page. The Inactive field that is present on the page will show a check mark, indicating that the file has been successfully deactivated. 
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	What is the difference between the Peel’s Coordinated Access report and the By-Name list report? 
	The key difference between the two is that the Coordinated Access Report allows you to see clients that have been onboarded to the BNL by another service provider, whereas the By-Name List report allows you to see clients that your organization has onboarded to the BNL. Due to privacy barriers, client records on the Coordinated Access Report contain very limited information about the client. The By-Name List Report on the other hand gives you access to more detailed information about your organization’s cli
	 
	 



