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1. Leave EDA Provider as is 
2. Enter the start date of the time period 

you are currently working with. (This is 
usually October 1st to present.) 

3. Enter today’s date + 1 
4. Confirm it is set to CoC Code CA-506 
5. Select the providers (You can run this 

on program, agency and CoC level.) 
6. Confirm if you would like to include 

services on Report Card. (Most likely 
not.) 

7. Click “Next”  

Either Click “View Report” or “Schedule 
Report” 

 
NOTE: The rest of this document will be 
based on scheduling the report. 



 
1. Name- You can leave it as is or 

change it  
2. Report Format- Choose either .pdf 

or Excel 
3. Interval- Choose how many times 

you would like the report to run 
(Once, Daily, Weekly, Monthly) 

4. Start Date- The date you want the 
report to start running 

5. End Date- The date you want the 
report to stop running 

 
* If you only want to run the report 
once, leave the start and end date as is. 

After you click “Send” the report will appear in your inbox when ready. 



 
• Overall Grade – this chart shows the overall 
Data Completeness scores for all providers in 
the data set 
 
• UDE ONLY Grade – this chart shows the 
UDE (Universal Data Elements) ONLY scores 
for all the providers in the data set 
 
• Additional ONLY – this chart shows the 
Additional Information ONLY scores for all 
providers in the data set 
 
• HUD Verification ONLY Grade – this chart 
shows the HUD Verification ONLY scores for 
all providers in the data set 

The Tab A- Summary contains four charts that 
contain summary information for all Providers 
included in the report (the Grading Scale is 
displayed at the top of the page): 



Tab A- Summary also includes the 
Overall Grade of all Providers selected 
for the report 

HUD requires all HMIS participating 
agencies to have a data quality score of 
95% for all non-outreach programs and 
85% for outreach programs 



Tab B- Overall Report Card &  
Tab C- Provider Report Card 

• Required for – this column has the types 
of client for which the data element is 
applicable 
 
• Number of Applicable Entry Exits – this 
column provides the count of entry exits 
for each specified data element 
 
• Number of Non-Null Values – this 
column provides the count of non-null 
values. Both “-select-” and “Data Not 
Collected” are considered null values 
 
• Percentage Complete – this column 
provides the percentage complete for 
each data element based on the number 
of applicable Entry/Exits. 



Tab D- Client Detail: This table displays a row for each Client served during the 
reporting period. This information pulls from the ENTRY RECORD (the point of entry 
into the project), so you correct your records on the Entry/Exit tab. 

A row will display for each Entry/Exit record for clients served during the designated 
reporting period. Keep in my mind, that if a client has duplicate entries during the 
reporting period, then a row for each entry will display. 
 
If there is a recorded value in the client’s entry record for each data element, an green |Ok| 
will display. 
 
If there is no recorded value in the client’s entry record for each data element, a red 
will display.  
 

If the data element does not apply to a client (e.g. Veteran Status for a minor child), 
then a small dash  will display. 



Client ID Client ID # in HMIS 

Entry Date Client’s Project Entry Date 

Exit Date Client’s Project Exit Date 

Name Name Field Completed 

SSN SSN Completed 

DOB Client Date of Birth 

Race Client’s Race (Primary) 

Eth Client’s Ethnicity 

Gen Client’s Gender 

Vet Veteran Status 

YN Disab “Does client have a disabling condition?”  Y/N 

Res Prior Residence prior to project entry 

LOS Prior Length of stay in previous place 

Dest Exit Destination at project exit 

HoH Relationship to head of household 

Loc Client location- SHOULD ALWAYS BE CA-506 

Client Enter “Client entering from the street, ES or SH” Y/N 

Apprx Date If yes for “Client entering from the street, ES or SH”, approximate date started: [Date Field] 

Num Times 
“Regardless of where they stayed last night - Number of times the client has been on the 

streets, in ES, or SH in the past three years including today” 

Total Mths “Total number of months homeless on the street, in ES or SH in the past three years” 

DV “Domestic violence victim/survivor” Y/N 

SVS Is there at least one service from this provider during the reporting period? 

YN Inc “Income from Any Source” Y/N 

YN NC “Non-cash benefit from any source” Y/N 

YN Ins “Covered by Health Insurance” Y/N 

Disab OK=8 Are all 8 Disability types verified? 

Inc OK=15 Are all 15 Income types verified? 

Inc Amt Is Monthly Income amount recorded? 

NC OK= 8 Are all 8 Non-cash benefit types verified? 

Ins OK=8 Are all 8 Insurance types verified? 
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Look for clients with red null 
values or numbers present 

After logging into HMIS, click Enter Data As for 
the Provider we want to clean-up. Then go into 
ClientPoint and search for the Client whose 
record you are fixing.  



Nulls in Name, SSN, DOB, Race, Eth, Gen 
and Vet can be fixed by clicking the       
on the Client Profile tab. 

Remaining columns with nulls or numbers 
will be fixed in the Entry. Find the Client’s 
Entry record for your project. Then, click 
on the Edit pencil by the Client’s Entry 
Date. 

Click “Save & Continue” on the “Edit Entry 
Data” screen.  



 
Remember: 
 If you select “Yes” for “Client entering from the streets, ES or SH” you MUST enter 

an approximate date this living pattern started. If you select “No” you may skip the 
following question. 

 
 There are four sections where HUD requires you to verify a set number of elements 

in a sub-assessment. If you failed to collect the correct amount of data, you will 
get a number as the error, indicating how many you collected vs. how many you 
need. Once fully verified, the red triangle will turn to a green checkbox. 
 Disability=8 
 Income=15 
 Non-cash Benefits=8 
 Insurance=8 
 

 Bowman updates their database in the middle of the night, so you will not see the 
corrections reflected on your DQR until tomorrow. 

 

Using the KEY TO COLUMNS IN CLIENT DETAIL locate the error on the 
client entry and make necessary corrections. 



There are other entry errors that can adversely affect your project’s 
data quality. You can use your DCRC to address these issues as well.  

 

Some of these include: 
 Entries into wrong provider- Failure to click “Enter Data As” will 

cause clients to land in the wrong provider and will affect your 
reports. 

 

 Wrong Entry Type- The only acceptable entry types are : RHY, PATH, 
VA or HUD. If you are not funded by RHY, PATH or VA, use HUD. 

 

 Duplicate Entries 

 

 No Exit Dates- As data standards change each year, it is imperative 
that inactive clients be Exited from program within 6 months of last 
known activity.  



Entries into Wrong Provider 
 
On the Client Detail, if you 
see clients who are not in 
the correct program they will 
need to be updated. You can 
do this at the top of the 
Entry/Exit Data screen. 

Wrong Entry Type 
 
If you have used the 
incorrect entry type, you will 
need to update the Client’s 
entry record to the correct 
entry type. You can do this 
at the top of the Entry/Exit 
Data screen. 



Duplicate Entries 
 
On the Client Detail, if you see multiple rows for the same Client, with entry 
and/or exit dates that cover the same time period, then this Client has duplicate 
entry records in the system. While a Client can be enrolled in multiple projects at 
the same time, a Client should not have multiple entries in the same project with 
overlapping entry/exit dates. Duplicate entry records can lead to inaccurate 
reporting, and must be removed or updated. 

You can do this on 
the “Entry/Exit 
tab in ClientPoint. 
Find the entry 
record that needs to 
be removed in the 
“Entry/Exit” list. 
Click on the trash 
can icon next to 
the Entry/Exit you 
wish to delete. 


