
Logging in to ServicePoint 
ogging into ServicePoint is something you will do 
on a daily basis. If you have three consecutive bad 
login attempts you will be locked out of the data-

base and you will need to contact the system adminis-
trator. 

Action Steps 

1. Navigate in your browser to: https://sp5.ser-
vicept.com/cap_solano/ 

2. Enter in your Username and Password. 
3. Click Login  

Keep in mind that you should not store your pass-
word in your browser if prompted.  

Common Login Issues  

After you request a password reset or every three 
months, ServicePoint will prompt you to change your 
password even after you have logged in. If you get a 
screen like the one to the right, you have correctly en-
tered your information, but you will need to create a 
new password before you can access the system. 
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Another common issue is an expired user. Each user 
is required to go through an annual security training. If 
this training is not renewed in time, the user will be 
greeted with a login screen saying “Login Failed!” as 
demonstrated to the right. In these cases, the user 
should contact the system administrator and request a 
security training refresher in order to access the system 
again. 

  



Working in ServicePoint: Backdate 
Mode 

ll information in ServicePoint needs to be associ-
ated with the date the information was collected. 
For example, if you spoke with John Smith on 

January 1, but you are entering his information into 
ServicePoint on January 5, you will need to tell the da-
tabase to think it is January 1 in order to ensure the 
database correctly tracks John’s information. 

This is accomplished by entering into BackDate 
Mode. It is crucial that before entering any infor-
mation into the database you enter BackDate 
mode to the date that your organization acquired 
the information. 

Action Steps 

1. From the main page in ServicePoint, look at the up-
per right hand side and locate the “Enter Back Date 
Mode” option. 

2. A popup will appear asking you to input the correct 
date. Enter the date the information was acquired 
by your organization. 

3. The top bar in ServicePoint will turn yellow and the 
Back Date field in the upper right will display the 
selected Back Date. 

4. To exit the current Back Date, click the red x. 
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Confidentiality: Obtaining the ROI 
efore a client’s information can be added to ser-
vice point, a Release of Information (ROI) must 
be signed by the client. Once the ROI is signed, 

the rest of the intake procedure can occur. An ROI must 
be obtained for all members of a household that have 
reached the age of majority. 

If a client refuses to sign an ROI, their information 
can still be entered into the database, but the client 
must be “locked down.” This section will explain how to 
fill out the ROI information in ServicePoint as well as 
demonstrate how to lock and unlock a client. 

Entering the ROI 

Action Steps 

1. Explain the ROI to the client and ask them to sign 
it. Once the ROI is signed you may proceed to the 
next section and create the client profile. Once that 
profile is complete you may add the ROI to Service-
Point. 

2. Navigate to the ROI tab on the client information 
page. 

3. Click “Add Release of Information” 
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Entering the ROI (cont.) 

4. In the pop-up window, select the provider for the 
ROI. This should be the AGENCY that you work for, 
not the individual program that the client is partici-
pating in. 

5. Indicate whether the client gave their consent or not. 
If the client did not sign the release of information, 
indicate “no” and save the file. 

6. The start date for the release should be the date the 
client is entering your program. 

7. The ROI expires two years after the start date. 
8. Documentation should be “signed statement from 

client.” 
9.  The witness is the staff member who watched the 

client sign the ROI. 
10. Click “save release of information” 
11. Programs are responsible for saving the signed copy 

of the ROI. In the event the system administrator 
needs to audit the program, programs will need to 
provide the original ROI. 

12. Repeat this process for each majority member of the 
household. 

  



Locking a Client 

The Solano County HMIS is a default “open” HMIS. 
This means that any agency can see the information for 
any client in the database. If a client does not consent 
to that level of information sharing, you as a program 
need to “lock” the client file to prevent other agencies 
from viewing the information. 

Action Steps 

1. After the client is created, navigate to the client’s 
profile. 

2. In the upper right there is a large green lock icon 
that is unlocked. Click on that icon. 

3. To lock the client, click on the red minus sign next to 
“global” and hit “exit.” This will turn the lock icon 
red. 

4. To unlock a client, click on the now red lock icon and 
click the “Add Visibility Group” button. 

5. Search for “Global.” 
6. Click the green plus icon next to the global group. 
7. Click the “exit” button and the lock icon should re-

turn to the unlocked, green state. 

  



Adding a Client to ServicePoint 
dding a client to ServicePoint is a multi-step pro-
cess. The client must first be searched for in the 
database, then added, and then demographic in-

formation included. Once a client is added to the data-
base, they can be assigned an ROI, added to a house-
hold, and given entry, update, and exit assessments. 

Step 1: Searching for the client 

Action Steps 

1. On the left hand menu, on the main page click on 
“ClientPoint.” 

2. On the client search page enter as much infor-
mation as possible into the name and social security 
number fields. This will ensure the search is accu-
rate. 

3. Verify whether the individual is a veteran or not. 
4. Select “Search ALL Clients” 
5. Hit “search.” 
6.  Once you have run the search you will be presented 

with search results at the bottom of the page. Verify 
that the client does not match any existing client. 

7. Click “Add New Client with this Information” to 
add the client to the Database.  
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Step I1: Individual or Household 

After you add the client ServicePoint will ask you to 
either add the person to a household or add the person 
as an individual. A household is defined as two or more 
persons presenting for services at your project who 
identify as a family unit. If it is a single person who has 
a family, but that family is not presenting for services, 
that person is an individual for your project. Adding a 
client to a household will be addressed later in this 
guide.  

Action Steps 

1. Select “Add client as an individual” if the person 
presents as an individual. 

2. Select “Search for existing households” if the person 
is presenting as a household with other individuals 
and has contacted services prior to this entry. 

3. Select “create new household” if the client is pre-
senting as a household for the first time. 

 

  



Step I1I: Complete Client Profile 

Once the client is added to ServicePoint you will 
need to finish adding demographic information for the 
client. This information is contained on the “client pro-
file” tab found on the client information tab. 

Action Steps 

1. Click the “client profile” tab. 
2. On the client profile, click the pencil next to “client 

demographics.” 
3. Fill out the demographic information. 
4. Click “save” to store the demographic information. 

 NOTE: Gender is what the client identifies as their 
own self report for gender. In addition, client race and 
ethnicity are also self-reported. If the client does not 
wish to answer that information, respond as “client re-
fused.” If a client only indicates one type of race, you 
need only fill out the primary race category. You can 
leave secondary race blank. 

Once you have filled out the demographic infor-
mation the basic client profile is complete. You will still 
need to complete an entry assessment for the client to 
enter the client into your program. 

  



Creating Households 
ouseholds track groups of clients served by your 
project. As a reminder, a household is any two 
persons presenting for services in your program 

that identify as a family unit. When two minor children 
enter your program as a household, designate one of the 
children as the head of household.  

Whether you create the household at the time the cli-
ents are entered into ServicePoint or at a later time the 
process is the same. 

Step 1: Navigate to the Household page 

Action Steps 

1. Search for the client that you want to create a house-
hold for. Usually you start with the head of house-
hold and add additional members to the household. 

2. On the client information tab, navigate to the 
Households tab. 

3. If the client has a previous household, it will display 
on this page. 

4. To create a new household, click “start new house-
hold.”  
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Step II: Creating the Household 

Action Steps 

1. First, select the type of household from the drop 
down menu at the top of the pop-up window. 

2. Next, add the client you want to include the house-
hold. This works exactly like adding a client to Ser-
vicePoint. You must add in client information and 
then search for the client to ensure you are not add-
ing a duplicate to the database. 

3. Once you have added the additional family member 
to the ServicePoint database, the client will appear 
at the bottom of the page with the head of household.  

4. Repeat this steps 2 and 3 for all household members 
you want to include. 

5. Once all clients are added to the household, select 
“continue” to move to the next page. 

NOTE: If you erroneously included someone in the 
household, click the red minus icon to remove them 
from the household before creating the household. 

 

  



Step III: Finalizing the household details 

Action Steps 

1. On the next pop-up, indicate which person is the 
head of the household. Then indicate that the other 
members of the household are not the head of house-
hold. 

2. Indicate the relationship to head of household for 
each household member. 

3. Indicate the date that the members joined the house-
hold. This should match project entry if the members 
joined the project at the same time. 

4. Click “save and exit” at the bottom of the page when 
finished. 

NOTE: You will need to finish the client entry and 
assessment procedure for every other member of the 
household after you have created the household. 

  



Managing Households 
nce a household is created there will be certain 
circumstances where you need to update the 
household composition. Household members 

may join at a later date, members may leave at a later 
date, members may rejoin the household, and you may 
have erroneously added someone to the household. 
These next few pages will instruct you on how to 
properly document each one of these changes. 

Adding a member to the household who joins at a 
later date. 

Action Steps 

1. Search for the client that is the head of household 
and navigate to the households tab. 

2. Click “manage household” on the household you 
want to edit. 

3. Click “add/delete household member” to open the 
household management page. 

4. Expand the “Add Clients to the Household” tab. Add 
the client as you normally would in ServicePoint. 
Click “continue” at the bottom of the page when the 
desired client is selected. 

5. Finalize the household details for the new family 
member. 

NOTE: The “joined household” date is when the new 
member joined the household in your project. 
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Removing a member of the household who exits 
your program. 

Action Steps 

1. Search for the client that is the head of household 
and navigate to the households tab. 

2. Click “manage household” on the household you 
want to edit. 

3. Under Household Members, click on the red minus 
sign for the client who has left the household. 

4. In the pop-up window, indicate the date the client 
left the household and click save. This date should 
correspond with the date the client exits your pro-
ject. 

5. The client no longer appears in the household. 
6. To view the historical household composition, click 

the “household history report” button. This will show 
you the full history of who was in the household and 
when. 

  



Re-joining a member to the household who had 
previously exited. 

Action Steps 

1. Search for the client that is the head of household 
and navigate to the households tab. 

2. Click “manage household” on the household you 
want to edit. 

3. Click “Previous Household Members” to expand the 
tab. 

4. Click on the blue circular arrow icon. 
5. In the pop-up window, indicate the date the client 

rejoined the household. NOTE: If the client had ex-
ited your program you will need to do a new project 
entry when adding them back into the household. 

6. Click “save” to have the person rejoin the household. 

  



Deleting a member of the household who was er-
roneously added.  

NOTE: This method should ONLY be done when the 
household member was never actually a part of the 
household.  

Action Steps 

1. Search for the client that is the head of household 
and navigate to the households tab. 

2. Click “manage household” on the household you 
want to edit. 

3. Click “add/delete household member” to open the 
household management page. 

4. Click the trash can icon next to the name of the fam-
ily member you wish to delete and confirm the dele-
tion. 

5. Click “continue,” then click “save and exit” on the 
household page to finalize the changes. 

  



Completing the Entry Assessment 
nce you have added a client to ServicePoint you 
will need to complete an entry assessment to 
place the client in your project. This is a multi-

step process that requires you to collect information re-
garding income, benefits, and homelessness status. 
This guide incorporates not only the technical require-
ments of ServicePoint, but also the HUD Data Diction-
ary definitions for each data element where appropri-
ate. 

A note before you begin: you will need to complete an 
entry assessment for each member of the household. 
Begin by selecting all members of the household and 
conduct the entry for the Head of Household. Once that 
is complete, go back and create entries for each addi-
tional household member. However, when you conduct 
those entries, uncheck the other household members. 
Then make sure the entry information is correct for the 
relevant household member. 

  

O 



NOTE: Completing Subassessments 

Throughout all of ServicePoint’s assessments there 
are what are called “subassessments.” These self-con-
tained modules ask specific information about whether 
or not a client is receiving certain types of income, re-
ceiving certain non-cash benefits, has medical insur-
ance, or is disabled. These subassessments are not com-
plete until the user affirmatively indicates whether 
each data element applies to the client. 

Action Steps 

1. For each subassessment, begin by asking the client 
whether or not the data element in question applies 
to them or not. 

2. Once the affirmative records are created, click on the 
red triangle with the exclamation point. 

3. A pop-up window will appear indicating the remain-
ing data points that require an answer.  

4. Confirm with the client the status for each remain-
ing datapoint. 

5. If the answer is “no” to all of the remaining data, 
click the “no” bubble at the top of the page. This will 
default all other answers to no. In the client infor-
mation tab, click on the “Entry/Exit” tab. 

6. Click “save and exit.” The assessment is complete 
when the triangle turns green with a check mark. 

 
 

  



Step 1: Navigate to the entry assessment 

Action Steps 

7. Navigate to the client you would like to enter into 
your program. 

8. In the client information tab, click on the “En-
try/Exit” tab. 

9. On the Entry/Exit field, click “Add Entry/Exit” to 
begin a new entry. 

NOTE: Some clients, as demonstrated in the exam-
ple to the right, may have existing entries, updates, and 
exits. Keep in mind that for each new entry to a project 
you must ADD the entry, rather than just edit an exist-
ing entry. 

  



Step 1I: Enter Project Start Data 

The pop-up window that appears when you click 
“Add Entry/Exit” asks you some preliminary infor-
mation prior to generating the full entry assessment. 

Action Steps 

1. Select all household members that the entry will ap-
ply to. If the full household is presenting for services, 
all household members need to be checked in order 
to track the appropriate entry information. 

2. For provider, select the actual project the client will 
receive services through. This should not be your 
agency, but instead the individual project. 

3. The type of project is always HUD. There are two 
exceptions to this rule: 1) If you are an SSVF pro-
vider the entry is VA. If you are a PATH provider the 
entry is PATH. 

4. The “Project Start Date” should auto-populate to the 
current Back Date. In all cases, the Project Start 
Date should be the day the participants entered your 
program. 

5. Click “Save & Continue” to create the entry assess-
ment. 

  



Step III: Enter Remaining Demographic Information 

A new pop-up window will be generated showing 
the full entry assessment for the client. The top part of 
the assessment should auto-populate with most of the 
information you already put in for the Client Profile. 
However, there are a few elements you still need to fill 
out. 

Action Steps 

1. For “client location,” select “CA-518” from the drop 
down menu. 

2. “Housing Move-In Date” is the date the client takes 
possession of the unit for your project. In many 
cases, the client may enter your project without ac-
tually having a rental unit established. This field 
may autopopulate with a previous Housing Move-In 
Date. At the time of project entry, if the client does 
not have a unit this field should be blank. 

3. Ensure the demographic information is complete. 
4. Select the appropriate “Relationship to Head of 

Household” for the client that you are filling out the 
entry assessment for. 

  



Step IV: Enter in Homelessness Status Verification 
Information 

The next section in the Entry Assessment asks 
questions relating to homelessness status. This in-
cludes the time that someone has spent on the streets 
as well as information relating to their disabilities. 

The first portion of this section relates to length of 
time homeless. The first three questions relate to the 
CURRENT episode of homelessness. The final two ques-
tions relate to the ENTIRE history of homelessness. 

Action Steps 

1. “Residence Prior to Project Entry” asks where the 
client was staying the night before entering your 
project. Select the appropriate response from the 
drop-down menu. “Place not meant for human habi-
tation” refers to any location on the streets, in a car, 
or in an abandoned area or park.  

2. “Length of Stay in Previous Place” refers to the time 
spent in the Residence Prior to Project Entry. 

3. “Approximate date homelessness started” refers to 
the time that the CURRENT EPISODE of homeless-
ness began. This is NOT the entire time a person has 
been homeless if a person has had breaks in home-
lessness. 

  



Step IV: Enter in Homelessness Status Verification 
Information (cont.) 

Action Steps 

4. The next question is asking how many times the per-
son has had an episode of homelessness in the past 
three years. Episodes of homelessness are punctu-
ated by “breaks” in homelessness. HUD defines a 
break in homelessness as a stay of seven days or 
longer in a location other than emergency shelter, 
safe haven, or a place not meant for human habita-
tion.  

5. Total number of months homeless asks how many 
months person has been homeless in the past three 
years including breaks. Thus, a person could be 
homeless for six months, be housed for a year, and 
then homeless for one and a half years and would 
have a total of “more than 12 months” homeless in 
the past three years with one break. This would 
count as two episodes of homelessness. 

  



Step IV: Enter in Homelessness Status Verification 
Information (cont.) 

Action Steps 

6. You will now need to complete the disability 
subassessment. Click the “add” button to add a dis-
ability. 

7. Select the type of disability. 
8. Select whether or not the client has the disability. 

This does not require a formal diagnosis, but simply 
whether the client says they have the disability.  

9. Indicate whether the disability is expected to be of a 
long duration and substantially impair their daily 
life activities. 

10. Indicate the start date of the disability. This can be 
the project entry date if the client cannot provide a 
start date. 

11. Leave the end date blank if the condition is ongoing. 
12. Click “save” to save the record. 
13. Repeat the steps above for each disability. 
14. Complete the subassessment as described at the be-

ginning of this chapter by click on the red triangle 
and finalizing the other data element responses. 

15. Once the subassessment is complete, indicate 
whether or not the client has a disability. 
 

  



Step V: Complete the Income and Benefits 
Subassessments 

The next section in the Entry Assessment asks 
questions relating to sources of income, non-cash bene-
fits, and health insurance. NOTE: income and benefits 
for minor children should be recorded with the adult 
guardian with the exception of health insurance. 

Action Steps 

1. Under the “income” subbasement, click “add” to add 
a source of income. 

2. Indicate the monthly amount of the income. 
3. Indicate the source of the income. 
4. Indicate whether or not the client is receiving the 

source of income. 
5. Indicate the start date of the income. If the client 

cannot recall the start date, use the date of project 
entry.  

6. The end date field should be left blank if the client is 
receiving the income at the time of project entry 

7. Click “save” to close the record. 
8. Complete the rest of the subassessment and com-

plete the HUD verification. 
9. When the subassessment is complete, indicate 

whether the client is receiving income from any 
source. 

10. Total all of the amounts in the income subassment 
and include them in the total monthly income. 

  



Step V: Complete the Income and Benefits 
Subassessments (cont.) 

Action Steps 

11. Under the “non-cash benefits” subbasement, click 
“add” to add a non-cash benefit. 

12. Indicate the monthly amount of the benefit. 
13. Indicate the source of the benefit. 
14. Indicate whether or not the client is receiving the 

benefit. 
15. Indicate the start date of the income. If the client 

cannot recall the start date, use the date of project 
entry.  

16. The end date field should be left blank if the client is 
receiving the income at the time of project entry 

17. Click “save” to close the record. 
18. Complete the rest of the subassessment and com-

plete the HUD verification. 
19. When the subassessment is complete, indicate 

whether the client is receiving a non-cash benefit 
from any source. 

  



Step V: Complete the Income and Benefits 
Subassessments (cont.) 

Action Steps 

20. Under the “Health Insurance” subassessment, click 
“add” to add a type of health insurance.  

21. Indicate the start date of the health insurance. If the 
start date is unknown, use the project entry date. 

22. Indicate the type of health insurance. 
23. Indicate whether or not the client is covered. 
24. The end date should remain blank if the client is cur-

rently receiving the health insurance. 
25. Complete the rest of the subassessment and com-

plete the HUD verification. 
26. Indicate whether or not the client is covered by 

health insurance. 

  



Step VI: Complete the Domestic Violence History 

The final section in the Entry Assessment asks 
whether or not the client has been a victim of domestic 
violence. A client may be entered into HMIS if they are 
actively fleeing domestic violence so long as the project 
does not receive funding directly for service victims of 
domestic violence. 

Action Steps 

1. Indicate whether or not the client has experienced 
Domestic Violence. 

2. Indicate when the Domestic Violence occurred. 
3. Indicate whether the client is actively fleeing. 

  



Step VI: Complete the Entry Assessment 

Action Steps 

1. Verify that all subassessments are answered fully 
based on client responses. 

2. Verify that all information is complete and accurate. 
3. Click “save and exit” at the bottom of the page to 

complete the Entry Assessment. 

NOTE: You will need to complete an Entry Assess-
ment for EACH HOUSEHOLD MEMBER. Repeat 
these instructions for each individual household mem-
ber. You can quickly switch between household mem-
bers by opening the Entry Assessment for the Head of 
Household and clicking on the relevant household mem-
ber in the left hand menu. 

  



Updating Client Information 
lient information will change over time. In order 
to properly document that change, you need to 
enter in an “interim” or “update” assessment. 

This allows a user to tell the databse that there has 
been a change in client information. 

For HUD funded projects there are two required up-
dates: a 30 day update for rapid rehousing projects and 
an Annual Update for all projects. 

Step 1: Navigate to and create the Interim Update 

Action Steps 

1. Search for the client that you want to create the in-
terim update for and navigate to the entry/exit tab.  

2. Click on the paper icon under “Interims” on the same 
row as the Entry for your project. 

3. Click “add interim review” which generates the in-
terim review popup. 

4. Select “update” for Review Type unless it is a 30 day 
review in Rapid Rehousing or an Annual Review for 
any HUD funded housing project. 

5. The date should autopopulate based on your back-
date mode. 

6. Click “save and continue.” 

  

C 



NOTE: Updating Subassessment Information 

Updating subassessments requires that the exist-
ing record be modified and a new record added for each 
benefit. One does not change the original record, but in-
stead closes the old record, and opens a new record. To 
illustrate this, let’s take income. 

Let’s say that Han stops earning income and in-
stead receives social security benefits. To properly rec-
ord this change you would: 

1. Navigate to the existing income record for earned in-
come. Click the edit pencil to edit the entry. Enter in 
an end date for the earned income for the day before 
the update. Save the entry. 

2. Next, you would create a NEW earned income record 
indicating Han is not receiving earned income as of 
the update. 

3. Next, you would close out the period of non-receipt 
for SSI, editing the record and inserting an end date. 
Save the entry. 

4. Finally, create a NEW SSI record indicating Han is 
now receiving SSI income moving forward.  

Follow this procedure for all updates to subassess-
ments. 

  



Step III: Conduct the Update 

Action Steps 

1. For housing move-in date provide the date the client 
has taken possession of their unit.  

2. Update the entries in the disability subassessment. 
If not update is required, leave the subassessment 
unchanged. 

3. Update the entries for the Monthly Income 
subassessment. If changes are made to the income 
be sure to change the field for “Total Monthly In-
come” as this field does not autoupdate. 

4. Update the entries for Non-Cash Benefits. 
5. Update the entries for Health Insurance. 
6. Update the Domestic Violence information if neces-

sary. 
7. As with the Entry Assessment, ensure that all infor-

mation is checked out and no red triangles on the 
subassessments remain. 

8. Click “Save and Exit.” 

  



Exiting a Client 
hen a client leaves your program you will need 
to complete the Exit Assessment. Note that 
this assessment, like the update, will autopop-

ulate with existing information in the database. 

Step 1: Navigate to and create the Exit Assessment 

Action Steps 

1. Search for the client that you want to create the in-
terim update for and navigate to the Entry/Exit tab.  

2. Click on the edit pencil next to the column labeled 
“Exit Date” on the same row as the Entry for your 
project. 

3. In the pop-up window, select all household members 
who are exiting the program. 

4. The Exit Date should match the Back Date mode 
that you are currently in. This should match the 
date that the participants left your program. 

5. Select a reason for leaving.  
6. Select the destination. 
7. Click “Save & Continue.” 
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Step II: Complete the Exit Assessment 

Action Steps 

1. Update all subassessments for the client with any 
changes in information. Be sure to close out old rec-
ords and enter new records. 

2. Click “Save & Exit.” 

 

  



Conducting a VI-SDPAT Assessment 
ome projects utilize the VI-SDPAT to assess client 
need for services. This is the only assessment ac-
cessed thorugh the “assessment” tab in Service-

Point. 

Step 1: Navigate to and Create the VI-SDPAT 

Action Steps 

1. Search for the client that you want to create the VI-
SDPAT assessment for.  

2. Click on the tab labeled “Assessments” all the way 
to the right hand side of the Client Information page. 

3. In the drop down menu, select the VI-SDPAT 2.0 
and click “submit.” This will generate the VI-
SPDAT. 

4. Click “add” to conduct a new VI-SDPAT assessment. 
5. Click “calculate” at the end of the assessment to cre-

ate the category and grand totals. 
6. Click “Save & Exit” to finish the assessment. 

NOTE: To access an existing VI-SDPAT assessment, 
perform steps 1 through 3. The assessment will appear 
in the menu and you will be able to view the totals as-
sociated with the assessment. 
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Reporting the Annual Performance 
Report and Using it for Data Quality 

unning your Annual Performance Report (APR) 
is not only crucial for reporting to HUD, but it 
will also give you a snapshot of your project per-

formance at any point in time. 

This guide will explain how to locate the APR report 
in ServicePoint, run the report, and describe the main 
sections of the APR. 

Creating the APR in HMIS 
Step 1: Locating the APR 

Action Steps 

4. On the left hand menu, select the tab for “reports.” 
5. Scroll down to “Provider Reports.” 
6. In that section, select “CoC-APR”  

Formerly you could run the APR report through 
ART. However, this is no longer the case and you should 
utilize this report when creating your APR for reporting 
purposes or project monitoring.  
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Step 2: Creating the APR. 

Action Steps 

1. Select your provider by clicking the “search” button 
in provider field and locating the project you want 
to run the report for. APRs should be run at the 
Level 3 project, not at the Level 2 agency. 

2. Input the desired date range for your APR. For re-
porting to HUD this will be your contract period. 
For all other purposes you can utilize a custom field. 

3. For entry/exit types select the entry/exit type that 
you use for the project you are running the APR for. 
For example, if the project is HUD funded perma-
nent supportive housing, you would select the HUD 
entry/exit type. 

4. Click “build report” to run the report. 

HMIS will build out the report and display it under-
neath the report options. If for some reason the report 
is displaying no data it means the wrong provider was 
selected, the date range is too narrow, or the entry/exit 
type does not match with the entry/exit type used for 
the project. 

Note: the “Download” button will be greyed out un-
til you run the report. 

  



Step 3: Downloading the CSV file 

Action Steps 

1. Click “download.” 
2. Save the zip file to a location where you can find it 

on your computer 

This ZIP file is what you will upload to the SAGE HMIS 
repository for your reporting to HUD. Please refer to the 
training materials created by HUD for guidance on us-
ing SAGE. 

  



Using the APR for Data Quality 
Once you create the APR you will be greeted with a 

large set of data. This section of this guide will explain 
some of the parts of the APR. For a full explanation of 
the APR and where the information comes from, please 
consult the official HUD HMIS Programming Specifica-
tions. 

NOTE: Wherever you see a blue number, you can 
click on the number to see the client names and IDs as-
sociated with that entry. This makes it very easy to 
make changes to incorrect data. 

Report Validation Table 

The Report Validation Table provides information 
regarding the totals numbers of clients served and their 
demographic information for the specified time period.  

TIP: Utilize this table to double check the data for 
your program matches what is actually happening in 
your project. 

  



Data Quality Results 

Question 6 in the APR contains multiple parts 
which all address data quality for the project. 

Question 6a: Personally Identifiable Information 

This table shows the number of entries where the 
Personally Identifiable Information is missing or incor-
rect.  

Question 6b: Universal Data Elements 

This table provides error information for universal 
data elements. This table has special logic rules for the 
errors and will catch errors such as clients flagged as a 
veteran who’s birth date is under 18. 

Question 6c: Income and Housing Data Quality 

This table demonstrates errors in income and hous-
ing data information. Errors here include things like 
failing to provide an annual assessment for a client who 
has been enrolled in the program for more than a year. 

  



Data Quality Results (cont.) 

Question 6d: Chronic Homelessness 

This table breaks down the information required for 
the Database to make a determination of chronic home-
lessness status. The table informs the user if there is 
missing information for the chronic homelessness deter-
mination.  

Question 6e: Timeliness 

This table shows the amount of time between when 
the information was collected and when it was input 
into HMIS. This metric only tracks entry and exit rec-
ords. 

NOTE: The Housing First Solano HMIS Policies re-
quire that all information be entered within three days 
of acquisition. 

Question 6f: Inactive Records for Street Outreach 
and Emergency Shelter 

This table examines the number of clients in street 
outreach and emergency shelter programs that have not 
had activity for at least 90 continuous days. 

 


