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APR Report Guide Step by Step

1.

2.

Log into our Client Track.19 HMIS using the email that you supplied on
your user agreement and your password.

Once you are logged into HMIS look at the top left side and see the
menu. If the heading on the menu says anything other than Reports you
will click the flag next to the search box that has two arrows each
going a different direction.

. By clicking on the flag, you will open the carousel. To navigate the

carousel use the left and right arrows at each extreme left and right
ends of the screen. Navigate to the active work space box that says
Reports.

CLIENTS PROVIDERS

John Devaroe The Provider

363

. After you have opened the Reports workspace you will look to your

menu on the left and select HMIS Exports. The HMIS Exports menu will
open you will select the file CSV - APR FY2020.

. Select the Date Range by either choosing the from the dropdown menu

or opening the calendar and selecting the desired range.



Reports ‘ )'(C | I en tTraCk Search n ‘ Antonio Diaz (Training) | Help | Sign Out

@ DEIERSGIGCT

-
Y= Files on Server

< Yy BCSVAPR-FY2020 L0860

By Name List (BNL) Date Range

HMIS Exports

Indicate the time period for his report. Only records that fall within the date range you select will be included

B csv APR-FY2020

Date Range List: | Since One Month Ago
B» Csv CAPER-FY2020 Begin Date: 06/30/2020 [Eltaln2/31/2020 18]
B ? June, 2020 x
CSV Export 2020
p « < Today >
3 . § Sun Mon Tue Wed Thu Fri S ’
B> ssvF Export- CsV 2020 Organization : R
7 g8 9 10 M 12 13
E’ RHY Export - CSV 2020 Indicate which organizations should be included in the report by seleq 14 15 16 1718 19 20 pk the ¥ icon to select all. Note: The list
only shows organizations you are authorized to view. Only enrollments| 21 2 23 24 25 26 27 fere will be included in the export.
HMIS Reports @ 2| W]
, * A Partnersh Mon, Jun 1 4
Client Reports

B e SARTESD

6. The next step is organization choice. HMIS will automatically populate
the organization that you are logged into. By hovering over the
organization box the selected organizations will pop up. If the
organization is the one that you want to run the report for then you don’t
need to do anything. Organization is a mandatory field and must be
populated to run the report.

Reports ; )"/C | l en tTraCk Search n ‘ Antonio Diaz (Training) | Help | Sign Out
@ Data Explorer

¥= Files on Server

< v¥ BCSVAPR-FY2020 L0860

By Name List (BNL) Organization

HMIS EXpOI'tSv Indicate which organizations should be included in the n e “—tion separately, or click the ¥ icon to select all. Note: The list
only shows organizations you are authorized to view. On| Selected: anizations selected here will be included in the export.

B csv APR-FY2020 My Fake Organization (PAG601)

E' CSV CAPER - FY2020 * A Partnership in Housing / v
/ A Woman's Place
e Adams County
E' CSV Export 2020 Organization: Adams County Chilsfen & Youth
Adams County Housing Authority
E’ SSVF Export - CSV 2020 /.ldv_o.cates. for Hom‘elesls of Upp.er Bucks

B> RHY Export - CSV 2020

Grant Program
HMIS Reports

Use the Grant Program and Grant Component drop down selections to narrow down the list of Grants

Client Reports




7. The next four sections are non - mandatory fields and it’s recommended
that you leave them at SELECT unless you are certain of the selection.
A faulty selection can result in an unsuccessful APR.

7a. Grant Program - This dropdown menu allows you to choose the Grant
Program the program that your APR is being run on belongs to.

7b. Grant Component - This dropdown allows you to select the Grant
Component (section of the Grant Program) that the program your running
the APR belongs to.

7c. Filter By Grant — By checking this box a dropdown menu will appear
and allow you to select the grant or grants that you are running the APR

on.

Repons ; ).I(C | iC n tTraC k Search n ‘ Antonio Diaz (Training) | Help | Sign Out

@ Data Explorer

¥= Files on Server < Y% BCSVAPR-FY2020 L0860
By Name List (BNL)

Use the Grant Program and Grant Component drop down selections to narrow down the list of Grants
HMIS Exports
-~

Grant Program: ‘ - SELECT - v

Grant Component: - SELECT - v

[B» Ccsv CAPER-FY2020 y

B> csv Export 2020 Grant(s)

B> csv APR- FY2020

E’ SSVF Export - CSV 2020 This list displays grants that belong to the organizations you selected above. Indicate which grants should be included in the report by selecting each
grant separately, or click the ¥ icon to select all. Use the Grants filter to narrow down the list of projects for your report

B> RHY Export - CSV 2020

Grant(s): | Filter by Grant(s)

HMIS Reports

Client Reports

7d. Filter By Program Component - This dropdown allows you to select
which program component the program your running your APR on is a part
of.
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@ Data Explorer

¥= Files on Server

By Name List (BNL)
HMIS Exports

B> csv APR- FY2020

B+ Csv CAPER-FY2020
B» csv Export 2020

B» SSVF Export - CSV 2020
B> RHY Export - CSV 2020
HMIS Reports

Client Reports

(i N m- a o
* )‘ C I ien tTraC l( All earcl ‘ Antonio Diaz (Training) | Help | Sign Out
< Y% BCSVAPR-FY2020 L0860
Program
A list of programs based on the grant selected.
Program Type: Filter by Program Type «
* K4 Filter by Program r
\/M;' Fake Organization Permanent Housing (PSH-601 v
. My Fake Organization RHY BCP (ES-601)
Program: My Fake Organization RHY Outreach (S0-601)
My Fake Organization Transitional Housing (TH-601)
My Fake Organization VA SSVF Prevention (SSVF-601)
My Fake Organization VA SSVF RRH (SSVF-601)
..

8. Filter By Program is a mandatory. After checking the Filter by Program
box, the dropdown will appear of available programs. When you select a

program, a check will appear next to your program choice.

Once you get to this point you can run the APR by selecting Run Export.
It is recommended but not required that before hitting Run Export you

select the box for Validation File. What this will do is generate a second
file that will provide details on your APR.

Reports

@ Data Explorer

¥= Files on Server
By Name List (BNL)
HMIS Exportsv

B» csvAPR-FY2020

¥ )]’(LIicntTrack B s [ Q|

< ¢ BCSVAPR-FY2020

*

v

My Fake Organization RHY BCP (ES-601)

Program: My Fake Organization RHY Outreach (S0-601)

4 Antonio Diaz (Training) | Help

asLe

—

e e
n Permanent Housing (PSH-601) v

My Fake Organization Transitional Housing (TH-601)
My Fake Organization VA SSVF Prevention (SSVF-601)

Sign Out

8 e

B» csv CAPER-FY2020
B» csv Export 2020

B» SSVF Export - CSV 2020

B> RHY Export - CSV 2020

HMIS Reports

Client Reports

My Fake Organization VA SSVF RRH (SSVF-601)

Validation File

Checking this box will generate a separate task to generate a validation file once the file export task has completed. This will not affect the running of or

delay the main export
Generate Validation File: \

Now that you have checked the Generate Validation File box you are
ready to click Run Export.




10. The next box that will pop up is the Export Encryption box. This box is
going to ask you to create a password for the file. When you download
files of this type they have to be extracted before uploading them into
SAGE. If you are planning on emailing your APR files to another person
you will need to encrypt the export. Before clicking done make sure
that both the “include header Row in CSV File(s)” and the “Always
Quote CSV Value(s)” boxes are checked.

RepOftS X ).{’\ lientTrack Search n 4 Antonio Diaz (Training) | Help | Sign Out

@ Data Explorer

¥= Files on Server .
Export Encryption

By Name List (BNL) If you encrypt the export, the generated exports will be zipped and encrypted using 256 bit AES encryption
that can only be decrypted using the password you provide. Strong passwords are not enforced here, but
the password you provide must be at least 8 characters long.

HMIS Exports

If you choose to not to encrypt your export, the file exported may contain person identifying information in
plain text. All appropriate cautions should be exercised to ensure the protection of this information.
B+ csv APR-FY2020

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates what
each of the values in the CSV file represent and if values in the CSV should always be enclosed in double-

[B» csv CAPER-FY2020 e
E‘ CSV Export 2020 Encrypt Export: h
P d: *

B» SSVF Export - CSV 2020 SReser

Confirm Password: *

ED RHY Export - CSV 2020 Include Header Row in CSV
File(s): n_

HMIS Reports Always Quote CSV Values(s): %‘

Client Reports

[ Done |
11. When the Export Encryption box appears, you can choose not to

encrypt the files by unselecting the Encrypt Export box. By deselecting
this box, you will not have to provide a password, but you will need to
check the box that asks you to accept responsibility for the files. As
with an encrypted export be sure that the” include header Row in CSV
File(s)” and the “Always Quote CSV Value(s)” boxes are checked.

Repor‘ls * ){ . IIL‘ - IITI'HC 1( Search n ‘ Antonio Diaz (Training) | Help | Sign Out

@ Data Explorer

¥= Files on Server

Export Encryption
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By Name List (BNL) enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export, the file exported may contain person identifying information
HMIS Exports in plain text. All appropriate cautions should be exercised to ensure the protection of this information
-~

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates what
E’ CSV APR - FY2020 each of the values in the CSV file represent and if values in the CSV should always be enclosed in
double-quotes.

B CSV CAPER - FY2020 0

Encrypt Export:

B» csv Export 2020 Include Header Row in CSV
; File(s): h
B» SSVF Export - CSV 2020 Always Quote CSV Values(s):  Egg

E’ RHY Export - CSV 2020 ClientTrack is not responsible for the protection, use, or misuse of information contained in the
exported file(s).

HMIS Reports n‘/
I assume the full responsibility of ensuring the security of the exported file(s) and any data contained

Client Reports within




12. Once you hit the done button a new box will appear. This box is will
states that the APR has been queued and will be processed at the next
available time. Click okay on this box and the next box will load.

Reports X )(L lientTra¢ YourePort has been queved and will be processed at the next A Antonio Diaz (Training) | Help | Sign Out
I : L

available time

@ Data Explorer

———
7= Files on Server

By Name List (BNL)

HMIS Exports
B» csvAPR-FY2020
B» csv CAPER-FY2020
B> csv Export 2020
B+ ssvF Export - CSV 2020
B> RrHY Export - CSV 2020
HMIS Reports

Client Reports

13. The next box that will be queued up after you hit OK is the Files on
Server Page. This page holds all the files that you have exported from
the server. Only the files that are completely exported will show on this
page. To return to this page at a later date you can find it listed in the
left-hand menu of the Reports workspace. In the upper left side of the
Files on Server page it will say in underlined in blue Click to view.

Repons ; );(C“entTraCk Search a ‘ Antonio Diaz (Training) | Help | Sign Out

@ Data Explorer

¥= Files on Server Files on Server
Displayed below is a list of the files available for you to download. Files may be available for a limited time they expire, and will be automatically removed,
. on the date specified. To download the file click the download link, to remove the file from file on server click the delete link. The file will no longer be
By Name List (BNL)

available for download by any user or be available for processing if used in an import once deleted.

HMIS EXPOI'TS Click to view the status of export or import tasks.

File Name Creator Created Expires
B> csv APR- FY2020
r x HMIS APR_CAPER 2020 Validation_20200801000515_TaskID_197706.zip  Antonio Diaz 8/1/2020 12:05:15 AM 7/31/2021 7:05:15 PM
B+ csv CAPER-FY2020 =
P b4 HMIS APR 2020 Export_20200801000508_TaskID_197705.zip Antonio Diaz  8/1/2020 12:05:08 AM  7/31/2021 7:05:08 PM
B> csv Export 2020 -
B £ X HVISAPRCAPER 2020 Pre-Load 2020073123550 TaskiD.197704 2  Antorio Diaz 7/31/2020 11:5S.00PM  7/31/2021 6:5500 PM
SSVF Export - CSV 2020 -
b r x HMIS APR_CAPER 2020 Validation_20200731233510_TaskID_197703.zip Antonio Diaz 7/31/2020 11:35:10 PM  7/31/2021 6:35:10 PM
RHY Export - CSV 2020 =
r x HMIS APR 2020 Export_20200731233503_TaskID_197702.zip Antonio Diaz  7/31/2020 11:35:03 PM  7/31/2021 6:35:03 PM
HMIS Reports -
alidation_ askiD_ .Zip ntonio Diaz :05: :05:
| ry x HMIS APR_CAPER 2020 Validation_20200731210512_TaskID_197699.zi Al io Di 7/31/20209:05:12PM  7/31/2021 4:05:12 PM
Client Reports
2 4 HMIS APR 2020 Export_20200731210504_TaskID_197698.zip Antonio Diaz  7/31/2020 9:05:04 PM  7/31/2021 4:05:04 PM




14. By selecting the Click to view you will open the Tasks page that tracks
how your export is progressing. This page will update every 30 seconds,
or you can hit the Refresh Now button and it will update. You can select
the box to show only your tasks and only your tasks will appear. This
page also will tell you if your task has started or is in progress and it
will show the files in the queue.

DTaskLlst
Q Asynchronous Tasks LOEREBO

Below is a listing of tasks that are either queued to be completed or that have been completed in the last 40 Days. To view the full
task detail, click the view details folder to the left of the task. To view a log of the task execution, upon task processing, completion
or error, click view log. It's important to note that it a task begins its execution at the next available time based on overall system
load

/ + New Scheduled Task
Show only my tasks: O

Refreshing in 23 seconds () is; Refresh Now | s
Next Last

Displaying 1-200 of 4,295 results.

Desired Start End Time & Statisa TaskID

Task Name & Ticea ol

o HMIS APR/CAPER 2020 Validation 07/31/2020 Not Started 197709
7:37PM

o HMIS APR 2020 Export 07/31/2020 Not Started 197708
7:37PM

o Run CSV Export - HMIS APR/CAPER 2020 Pre-Load 07/31/2020 07/31/2020 Completed 197707
7:31PM 7:35PM Successfully

15. If you have chosen to Generate a Validation file (recommended) you
will have three downloads. If you chose not to run the Validation file you
will have two downloads. The Export file will always run and is what
you will load into SAGE. The other file that runs every time is the Pre-
Load file and is useless to the user of Client Track. The Pre-Load file is
a file that helps the Export file load onto the server and you can delete
this after all your files appear on the Files on Server page. The third file
only runs when you check the box to generate a Validation file. The
Validation file is a details file for your report.



Reports X );((_ lientTrack Search n A Antonio Diaz (Training) | Help | Sign Out
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¥= Files on Server *
HMIS APR_CAPER 2020 Pre-Lo&d_20200731205500_TaskID_197697.zip  Antonio Diaz 7/31/2020 8:55:00 PM  7/31/2021 3:55:00 PM

» (=
By Name List (BNL)
= p x HMIS APR_CAPER 2020 Validaﬂo@ofﬂ193505_Task|D_1 97696.zip  Antonio Diaz 7/31/2020 7:35:05 PM 7/31/2021 2:35:.05 PM
HMIS Exports
-~ r x HMIS APR 202?(”(_20200731 193458_TaskID_197695.zip Antonio Diaz  7/31/2020 7:34:58 PM 7/31/2021 2:34:58 PM
B> csv APR- FY2020
r x HMIS APR_CAPER 2020 Pre-Load_20200731192500_TaskID_197694.zip Antonio Diaz  7/31/2020 7:25:00 PM 7/31/2021 2:25:00 PM
B» CcSV CAPER- FY2020
r x HMIS APR_CAPER 2020 Validation_20200731191507_TaskID_197693.zip  Antonio Diaz 7/31/2020 7:15:07 PM 7/31/2021 2:15:07 PM
B» csv Export 2020
E. r x HMIS APR 2020 Export_20200731191459_TaskID_197692.zip Antonio Diaz  7/31/2020 7:14:59 PM 7/31/2021 2:14:59 PM
SSVF Export - CSV 2020
HMIS APR_CAPER 2020 Validation_20200731175518_TaskID_197687.zip Antonio Diaz 7/31/2020 5:55:18 PM 7/31/2021 12:55:18 PM
E e X
RHY Export - CSV 2020
P x HMIS APR 2020 Export_20200731175509_TaskID_197686.zip Antonio Diaz  7/31/2020 5:55:09 PM 7/31/2021 12:55:09 PM
HMIS Reports -
C] R P b4 HMIS APR_CAPER 2020 Validation_20200730115038_TaskID_197571.zip  Antonio Diaz 7/30/2020 11:50:38 AM  7/30/2021 6:50:38 AM
ient Reports
- 4 HMIS APR 2020 Export_20200730115029_TaskID_197570.zip Antonio Diaz  7/30/2020 11:50:29 AM  7/30/2021 6:50:29 AM

16. When you look at the Files on Server page you will see the paper with
the green arrow, clicking on this will download your APR. Next to it is a
blue X, clicking on this X will delete the file. Three keywords to look for
are Pre-Load, Validation, and Export. These keywords will tell you which
part of the APR you are downloading. Remember that the Pre-Load does
not get downloaded. The Export is the file that gets uploaded into
SAGE. The Validation file is a details file that will help you find errors in
your APR and should be downloaded and used for troubleshooting.

17. After you click on the white paper with green arrow and your APR has
downloaded and you see the folder with a zipper. By clicking on the
arrow next to the file you will be prompted to choose between Open,
Always open files of this type, Show in folder, and Cancel. If you want to
view your APR you can choose to open it. Using the Always open files of
this type option will tell Client Track to always open the APR files that
are downloaded. The Show in folder function will place the APR on your
computer, always write down where your file is placed. Cancel will stop
the process and end the download. This is the last step in the process
of running and downloading your APR. Once the file is on your computer
you are ready to upload it into SAGE.
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)i Sign in to ClientTrack

Reports

® Data Explorer

P
7= Files on Server

Ji Signin to ClientTra.

‘ Antonio Diaz (Training)
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ps 3 HMIS APR_CAPER 2020 Validation_20200731193505_TaskiD_197696.zip  Antonio Diaz 7/31/20207:35:05PM  7/31/2021 2:35:05 PM
By Name List (BNL) _ _
-~ r x HMIS APR 2020 Export_20200731193458_TaskID_197695.zip Antonio Diaz  7/31/20207:34:58 PM  7/31/2021 2:34:58 PM
B HMIS Active Client List
s 3¢ HMIS APR_CAPER 2020 Pre-Load_20200731192500_TaskiD_197694 zip  Antonio Diaz 7/31/20207:2500PM  7/31/2021 2:25:00 PM
E HMIS Veterans By Name
T s £ X HMISAPR.CAPER 2020 Validation 2020731191507 TaskiD_197693.zip  Antonio Disz  7/31/2020 7:1507 PM  7/31/2021 21507 PM
HMIS Exports rS 3¢ HMIS APR 2020 Export_20200731191459_TaskiD_197692.zip Antonio Diaz  7/31/2020 7:14:59 PM  7/31/2021 2:14:59 PM
HMIS Reports P b 4 HMIS APR_CAPER 2020 Validation_20200731175518_TaskID_197687.zip  Antonio Diaz 7/31/2020 5:55:18 PM  7/31/2021 12:55:18 PM
Client Reports FS 3¢ HMIS APR 2020 Export_20200731175509_TaskiD_197686.zip Antonio Diaz  7/31/2020 5:55:09 PM  7/31/2021 12:55:09 PM
Enrollment Reports ps 3 HMIS APR_CAPER 2020 Validation_20200730115038_TaskID_197571.zip  Antonio Diaz 7/30/2020 11:50:38 AM  7/30/2021 6:50:38 AM
Referral Reports PS 3¢ HMIS APR 2020 Export_20200730115029_TaskID_197570.2ip Antonio Diaz  7/30/2020 11:50:29 AM  7/30/2021 6:50:29 AM
I HMISAPR2020E.2ip Showall X
ici - <] oo e o
Reports X )‘C |IentTrack All Search ‘ Antonio Diaz (Training) | Help | Sign Out

@ Data Explorer

¥= Files on Server

r x HMIS APR_CAPER 2020 Validation_20200731193505_TaskID_197696.zip  Antonio Diaz
By Name List (BNL) ) .
L x HMIS APR 2020 Export_20200731193458_TaskID_197695.zip Antonio Diaz
HMIS Exports
= ¢ X HMISAPRCAPER2020 Pre-Load_20200731192500_TaskID_197694.zip  Antonio Diaz
B> csvAPR-FY2020
g X HMISAPRCAPER2020 Validation_20200731191507_TaskID_197693.zip  Antonio Diaz
B» Csv CAPER-FY2 =
e X HMSAPR2020 Export_20200731191459_TaskID_197692.zip Antonio Diaz
B» csv Export 2020 am
g) X HMISAPRCAPER 2020 Validation_20200731175518_TaskID_197687.zip ~ Antonio Diaz
B» SSVF Export - CSV 2020 -
B . S HMIS APR 2020 Export_20200731175509_TaskID_197686.zip Antonio Diaz
RHY Export - CSV 20[NSNR S
Always open files of this type _CAPER 2020 Validation_20200730115038_TaskID_197571.zip  Antonio Diaz
HMIS Reports
Show in folder h APR 2020 Export_20200730115029_TaskID_197570.zip Antonio Diaz

Client Reports
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