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Running Reports in the HMIS

Within the HMIS, you are able to run a variety of Reports to assist with and verify correct
client placements and data entry as well as Quarterly and Annual reports required for
funding.

1) In the Common Tool area located at the top of each screen, click the Reports icon.
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2) The Report Library will be displayed. Click the folder icon to select the Report you
would like to run.

Reports
% Repdrts Available to Active User
Seargh Settings:
T . _ o
Text in|Title or Description: Report Category: System Location:
Report Al I~ W ] Start Clear
Library == = Search  Search
[Click Column Title to Sortl: O Paged List  ® Continuous List 24 Reports Found
Report Title Category Report Description [~
* |Huency - APR Assistance Client Lists
. :Q'gf:?zz;()llent List By Services Client Lists
'Wencv- Demographics Report [Client Lists
" |Agency - Emergency Shelter All
" |Agency - Program Specific Client Lists
" |Agency - Service Summary Client Lists
- |Agency - Transitional-Perm ; :
Housing Senvice Information
- |AHAR Emergency Shelter, 1
|Families iy E |
*|AHAR, Audit, Missing End Date |Other
- AHAR, Audit, Missing Shelter Al HUD-AHAR, AUDIT, MISSING SHELTER TYPE
Type of Family T OR FAMILY STATUS
- |AHAR, Emergency Shelter,
Individuals Qiner
- |AHAR, Families-Social Groups
IAudit Other
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3) Each report asks for a specific set of values (parameters from which to pull data).
This will differ for each report.

General parameters will include any or all of the following:
Start Date, End Date, Homeless Status, and the option to include or exclude Clients
whose placements have no end date.

For this example we are running the Client Demographics Report, which requires a Start

and End Date, Homeless Status, and the option to include or exclude records with no
End Dates.

Enter prompt values.

Enter Date Range: DateRange
Please enter Date in format "yyyy-mm-dd".
Start of Range: End of Range:
Enter a Value: Enter a Value:
|2009-9-1 B |2009-9-30 =
Include this value D No lower value Include this value D No upper value
Include or Exclude records with no End Date Ho End Date

iFalse - Exclude records with no end date

Enter HomelLess Status: HomelLessStatus

All

0K

NOTE: Every service placement requires both a Start and End Date; however, by
including Client records with no End Dates your report will pull any past clients with open-
ended placements done in error, as they would sfill be considered active regardless of
the date range parameters you have entered. If open-ended service placements have
been entered in the past, your Agency should attempt to identify those Clients and add
correct End Dates to their past services.
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4) Report layout overview:

Clicking the Print icon will The page number is displayed in the

display a list of printers. center box.

Choose your printer or pdf

writer from the list to print or Click the triangles to the left or right of

save the report. the centfer box fo navigate back or
forward by page.
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E' MetSYS M Repors List <
Reports
e » M1 /13 Main Report [ # [100% [ puscmomfocs &
Client Demographics 10/2/20¢
Provider: Bitfocus Demo Account 1047 :430
4 Bitfocu ( Service Active Between 9/1/2009 and 9/30/2009
\l Records Without End Dates are Excluded
Homeless Status: All Page 1 of 1!
Client Age Range Chart
10
o
8
2 Wo-17
.E' 18-21
o W29
s W30-33
3 W 40-49
2 50- 59
£ W E0-65
b4 0 Unknown
0-17 18-21 22-29 30-33 40-49 50-59 B0-65 Unknown
Age Range o
?f i i %
Enhance the view of your report by Return to the Main Report Library by
scrolling up, down left or right. clicking the back arrow in the upper
right corner.
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Recommended Reports:

Agency- APR Assistance:

Staff level listing of all case records. Includes Application, Enroliment, Services, and
Category details. If your Agency is required to supply an APR for HUD or HPRP Funds, this
report should be run at least once per month to verify correct Case Record intake for all
appropriate Clients.

Agency- Client List by Services:

Provides a list of Clients who have received services from your Agency during the date
range enfered. Report includes Client name, Data Quality average and UserlD of staff
member who placed the client. Clicking on a Client name will expand the report o show
individual information including Client service history and Data Quality analysis details
(i.e. missing data fields). This report should be run weekly by both Management and Staff
to ensure proper placement and data quality.

Agency- Demographics Report: (shown in above example)

This Report details demographic data for all Clients placed by your Agency during the
date range entered. Each page of the Report contains either a bar or pie chart with full
demographic data. This Report can be run as needed to supply demographic data for
funding and research.

Housing Inventory Report:

There are two separate Housing Inventory reports currently available, Emergency Shelter
and Transitional-Permanent Housing. Both reports provide the total number of Clients in
attendance per day for each housing program/category. Clicking on any specific date
will expand the report to view Participant (Client) names, Data Quality average and
UserlD of Staff who placed the Client info housing. You may further expand the report by
clicking on a Client name fo view housing service history and Data Quality Analysis for
that particular Client. This Report should be run on a weekly basis fo determine accurate
attendance intake.

Agency- Service Summary:

Provides details of all services with total Clients placed and any associated cost. Can be
expanded to list individual clients/costs. Management/Staff should run this Report on a
regular basis to ensure intake and placements are up to date and being reflected

properly.

Additional Reports are available and can be run by Management or Staff as needed.
Please contact Bitfocus support at 702-614-6690 x2 if you require assistance.
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