HMIS REPORT INSTRUCTIONS for Long-term Homeless Projects

The quarterly LTH HMIS report should include complete information for all indivelaadt
households served from July 1, 2009 through June 30, Z0&0LTH report is due to Minnesota
Housing by August 3, 201(Email all seven PDF filesto: LTH.HMIS@state.mn.us

The LTH reports are generated using the Advanced Reporting Tool (ART) &mtkitice
following information (in 7 separate report documents in the LTH and BaR&psrt folders):

1. LTH _Entry/Demographics:

Number of participants and households served

Household composition

Age, race, ethnicity and gender

Disability and military service information

Homeless status at entry

Living situation before program entry and length of stay

State, county, city and length of time since last permanent residence

oOoo0oooO0ooo

2. LTH _Exits
o Length of time in program for people who have exited and for people still in the
program
Reason participant left program
Reason participant left residence
Reason subsidy ended
Destination, tenure and subsidy in new housing

© O 0O

3. LTH _Current Household Residence:
o Housing Status must be either site-based supportive housing or scattered site
o County and metro city of current residence

4. LTH_ Current Income:
o Total monthly household income and breakouts of wage and non-wage income
o Sources of income and non-cash assistance
o Change in income from entry to exit

5. LTH_Housing Cost and Subsidy:
o Client portion of rent
o Percent of household income paid for rent
0 Subsidy received and source
6. LTH_ Services: Types of services provided — one required for each household

7. Barriersto Housing Stability: Tenant and Income Barriers

NOTE: This is located in a separate folder in ART (Barriers Report)
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T O PREPARE DATA FOR THISREPORT.:

1. Enter the required information in HMIS (ServicePoint) for all households served T#th
funding (seaBasic Instructions for Entering LTH data into ServicePoint on the MN HMIS
website).

2. Update information that has changed since a household entered the program:
= LTH Assessmenrtchanges in income (for all adults or unaccompanied youth); housing
status/residence, housing cost and subsidy information (in head of household record).

3. If households have moved or exited the program, make sure to enter the exit information in
HMIS.

= Exit form: enter exit date, reason for leaving, destination, and update all residence and
subsidy information for all households and changes in income (for all adults or
unaccompanied youth)

= Service Transactionsenter end dates on services that have ended

4. Update information in household records that was incomplete or inaccurate on tbpdéast

Run LTH data checking and summary reports in ART. Review and correct data in
ServicePoint.

= The data checking reports have instructions for reviewing data. Generallypfook f
blank fields (missing data) and duplicate data for the same household.

» In the summary reports look for “X Missing” or blank fields — that means that
information is missing in your data. Also look for “error” in data fields — thedms
something is not working correctly in your report (some will be highlighteddn
Call the Wilder HMIS help line if you can’t figure out the problem.

6.  After checking and correcting data, run data checking and summary repontsReyaew
and correct data as needed in ServicePoint.

IMPORTANT NOTE: The Advanced Reporting Tool (ART) uploads data from ServicePoint
each night, so if you make changes to data in ServicePoint you have to wait untitttiayne
run reports that will include the changes.

Wilder HMIS Help desk: If you have technical questions about using HMIS or ART (the report
tool in Business Objects) please contact the Wilder HMIS help desk at:
Phone 651-280-2700 and ask for HMIS help, or enméid@wilder.org

HMIS Report instructions for LTH Page2 of 9
June 2010


http://www.hmismn.org/forms/pdfs/ELTHBasicInstructionsSept2006.pdf
mailto:hmis@wilder.org

Running the LTH Report using ART (Advanced Reporting Tool)

To access the Advanced Reporting Tool (ART), log on to ServicePoint. Click on the Advanced
Reporting Tookection (as shown below). You can also access ART from the Rppgdsbut

this is the most direct route.

ServicePoint - Home - Microsoft Internet Explorer
File Edit M“iew Favorites Tools Help

@E\ack Tigd = \ﬂ @ _;‘| | /--" Search fll? Favorites €2| = ___’ =7 . | ﬂ

Address I@j hitps A rinnesota, servicept.cormyindex. php? 115894 1412

. Minnesota Sep 22, 2006
ServicPornt

i . Wilder Research Center f Saint Paul
Connecting your community.

X

PHoMmME

Navigate MewsFlash - System

ClientPoint - &dd, edit or view client profile, client assessments, or add, edit, or

- z Weekly down time for
wigw service transactions

Maintenance - Wednesdays 9-10
pm - Each week the Service Point
ResourcePaoint - Find community resources server will be down for approxirmately
one hour during this time for regular
Shelterpaint - Check housing availability in your community. E;lz}:ﬁznpaence s G R B e

Reports - Wiew standard reports, or generate custorn reparts, Assessment Changes - During
September, we have made a number

| : L of changes to most of the
Advanced Reporting Tool (ART) - Generate and/or view advanced custorm > assessments in Service Point, So ta
e eeRale e POkt the Announcement column on the
HMIS home page o find a list of the
Mewsflash - Wiew or post newsflashes for your agency changss made. Full Stor

If you need to delete services....
Help - Wisit the help area for assistance in using the system, - The last upgrade to ServicePaint
added a limitation on deleting services
entered by another provider, The new
limitation has an error in how it is

Administration - Maintain ServicePoint™ {administrator access only)

This is the Advanced Reporting Tool (ART)

B All public reports are stored in the minnesota_live_folder
B Click on the + to open the folder

File Edit “iew Favorites Tools Help | ar
) 8 ) : d " _ T — E
G Bam e g ﬂ é] u) | - search ¢ Favorites &4) | mea=ne=N ﬂ

Addrass If‘;ﬁ https:ffreportl.servicept.com:8443;‘13u5inessobjectﬁfenterprisellfdesktopIaunchﬂnfoviewflogonflogon.do?token:REPORTl@SélLI Go | Lirks

BUSINESS OBJECTS' Welcome: minnesota_live:imclain

»

& T3 [ Mew > S [ Send - [ My infoview | Searchiiie - | 12 -
| =L Folders: sollapsedd —

EecBa@x

3 My Folders

Fublic Folders - — ™
e BUISINESSObje

BusinessObjects InfoView collects and presents business intelligence information and
provides:

s Complete wiewing and interaction for query & analysis, reporting, and perdformance management
e Integrated collaboration with threaded discussions, intuitive navigation, and support for 3rd party documents
e Advanced scheduling and distribution capabilities making it easier to share information with others

Personalize Infoliew now
Go to Infotview Inbax
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(j Info¥iew - Windows Internet Explorer

@ y v || https:/freportd, servicept, com: 3443/

i? & |féInFOViaw

—
Business Objects-

@- [ new - % [ send - [H

3 Folders
EeeB=aE X
2 #FiHome
2 My Folders
B L3l Public Folders
2 ART Documentation
I ART Report Templates
B 3 minnesota_live_folder
3 Ascension Place

W

- <
[J Barriers Report €
A Bowman Test

G ESGP
B CHESP
CAFHPAP

g CaLTH &

[ General Use Reports

2 DHS Youth Transitions

CZESP Counting Reports
[Z ESP Data Check Reports

label:LTH

3 Salvation Army
B CATHP

3 Wilder in progress

<
CZLTH Counting Reports
3 LTH Data Check Reports

2 THP Counting Reports
2 THP Data Check reports

B You now see a list of all funding source or
agency reports

B To see reports for each funding source, cli
on the_namef the folder

Barriers ReportClick on the Barriers Report name
to see the Barriers Counting Report and the Barri
Data Check Report.

For the remaining LTH reports, click on the folder

B The LTH Counting reports are the summary
reports you will submit to your funder.

B The LTH Data Check Reports are for
checking individual household data. DO
NOT SEND THESE TO your funder!

ers

LTH Counting Reports: When you click on the LTH Counting Repoftdder name, you will

see the summary (or counting) reports that you need to run, save and email to youMbhde
Housing or DHS). In addition to the Barriers Counting Report, thergbareports here that you
will need to run, save and submit (see descriptions on page 1):

Business Objects" Welcome: minnesota_r
& «| O vew - & [ send ~ My Infoview | Search title ~ [ [5]
[ Folders I || LTH Counting Reports. *
E BaeEm@ X =l organize ~ | X | Fiter: AlTypes ~
= @Home O 0O & |Tite ~ Last Run Type Owner Instance

[ My Folders [0 &1 # LTH_CurrentHousehold Residence Never run Web Intelligence Document minnesota_live:Sharon ]
~ History | Schedule | Modify | Properties
EJF_‘ubI\cFo\ders 1HBI200T-
[0 ART Dacumentation
3 ART Report Templates O &1 + LTH_Currentincome Mever run Web Intlligence Document minnesota_livelas1 ]
B Caminnesota_live_folder History | Schedule | Modify | Properties
_ T 01/05/07 Counting
[ Ascension Place
[Z3 Barriers Report O &1 + LTH_Demographics Mever run Web Intlligence Document minnesota_livelas1 ]
C2 Bowman Test History | Schedule | Modify | Properties
_ 12/08/06—Send to MHFA
[33 DHE Youth Transitions endiol
[aEsGP O &1 + LTH_EntryData_EE Mever run Web Intelligence Document minnesota_livelas1 0
= CIESP History | Schedule | Madify | Properties
[51ESP Counting Reparts 10/18/2006 Run for MHFA
[ZIESP Data Check Reporis 0O &l + LTH_Exits Never run Web Intelligence Document minnesota_live:Sharon ]
[CIFHPAP History | Schedule | Modify | Properties
[ General Use Reports Modified 1/4/2007 First posted: 11/08/2006
s L_TH O &1 + LTH_Housing Costand Subsidy Mever run Web Intlligence Document minnesota_live:Sharon ]
[ LTH Counting Reports Histary | Schedule | Modify | Properties
[ LTH Data Check Reports Posted 1116/2007
U Satvation Army O &1 + LTH_Length of Subsidy Neverrun  Web Intelligence Document minnesota_live:Sharon 0
B [ETHP History | Schedule | Modify | Properties
3 THP Counting Reports Lastupdated 1/16/2006
@ 3 THP Data Check reports
= P O &1 + LTH_Senices Mever run Web Intlligence Document minnesota_livelas1 ]

[ZZwilderin progress

History | Schedule | Modify | Properties
01/05/2007 - Semvices, length of services
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Data checking reports
Click on the LTH-Data Check Repofftsider name to open it up and see the data checking

reports. There are six data checking reports. Each data check report cointtidiee summary

reports above.

3

Welcome: minne

[ Wilder in progress

History | Schedule | Modify | Properties
01/05/07 Data check client detail LTH sernvices

To start the process of running a report, click on the

The first time you click on a name of a report you will see:

Click “Yes”

Security Information x|

Thiz page containg bath zecure and nonsecure

Do pou wank to digplay the nonzecure iems?

Mare Info
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& - L) vew ~ & 13 send ~ WMy InfoView | Search titie ~ [ 5]
[ Folders # || LTH Data Check Reports
E BPo@E@BE X (=l Organize » | X | Fiter: AlTypes ~
@ #Homs 10O + |Tie ~ Last Run Type Owner
[ My Folders [0 &1 # LTH_CurrentHousehold Residence_Data Check Neverrun  Web Intelligence Document minnesota_live:Sharon
@ 3 Public Folders History | Schedule | Modify | Properties
_ 1MB/2007. Renamed Current Household residence; Last updated 1/16/2007;11/08/06 TEST - continue testing. Last updated 12/5/06
[ ART Documentation
3 ART Report Templates 0 &1 # LTH_Currentincome_DataCheck MNeverrun  Web Intelligence Document minnesota_livelas1
B C3minnesota_live_folder History | Schedule | Modify | Properties
- - 01/05/07 Data check client detail LTH income data
3 Ascension Place
[ Barriers Report [0 &1 # LTH_Demographics_DataCheck MNeverrun  Web Intelligence Document minnesota_livelas1
3 Bowman Test History | Schedule | Modify | Properiies
5 DHE Youth Transitions 12/06/20068.Data check client detail for LTH Demographics & disabilities
[JESGP [0 &1 #+ LTH_EntryData_DataCheck MNever run ‘Web Intelligence Document minnesota_live:las1
B CRESP History | Schedule | Modify | Properiies
CIIESP Counting Reports 10/03/2006. Data check client detail LTH entry data
[SIESP Data Check Reports || ] 2| # LTH_Exits _DataCheck Meverrun  Web Intelligence Document minnesota_live:Sharon
A FHPAP History | Schedule | Modify | Properties
[ General Use Reports Modified 11412007 First posted: 11/08/2006
sl ETH O @l #+ LTH Housing Costand Subsidy Data Check Mever run ‘Web Intelligence Document minnesota_live:Sharon
ALTH Counting Reports History | Schedule | Modify | Properties
[ZLTH Data Check Reports Updated & reposted 1/16/2007,Updated 1/4/2007, First posted: 11/30/2006
_J Salvation Amy O 3j # LTH_Length of Subsidy Data Check Mever run Weh Intelligence Document minnesota_live:Sharon
B ATHP History | Schedule | Modify | Properties
A THF Counting Reports Last updated 1/16/2006
® CATHP Data Check reports
= P O )j # LTH_Senvices_DataCheck Mever run Web Intelligence Document minnesota_live:las1

name of the report:
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REPORT PROMPTS:

mert + Wiew = | (2] Save | 33 Find | (% Undo (#) Redo | Zoom 100% -+ [ ] ¥, Refresh Data
11
ﬁ Prompts £
Reply to prompts hefore running the guery.
v Erter effective date : 8292006 12:00:00 AM Run Query
* Report Start Date
* Report End Date
W Service Provide Provider Inlist: @ Rise Emergency Services: Shelter{TT6)

Enter effective date

2/29/2006 12:00:00 AM | j

Enter information here 1

Enter the information for each prompt. Once you have data in the box, the red X
becomes a green v to show it is complete.

B Do not use the Calendar function to select dates- the report will have errors.

B Enter Effective Date: the day you are running the report (this will pull the most
recent updated or corrected data into the report).

= The Entry, Exit, and Barriers Reports do not have Effective Dates.
B Enter Report Start Date: (For this report July 1, 2009)

B Enter Report End Date: (for this report July 1, 2010)

Note that you must use January 1 for the end date to include activities thatebocudrene 30
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B Select Provider (your LTH program/project)

f Prompts g
Feply to prompts before running the gquery.
- Erter effective date = /292006 12:00:00 AM Run Cuery
* Report Start Date
o Feport End Date
- Service Provide Provider Inlist: @ Rise Emergency Services: Shelter(TT6)

4 IACCAP Transitional: Anoka West .ﬂ.pELI 4 @ ervice Provide Provider In list:

ACCAP Transttional, Anoka West Apartmerts(412) =
ACCAP Transftional: Ferry Street Sheter(409)
ACCAP Transitional Housing(405)

ACCAP Transtional Housing: City Yiew(647)
ACCAP Transitional Ramsey Townhomes(410)
ACCAP Transitional Single Family Housing(411)
Advocates for Family Peace: Housing Programs(isl E;I

| 48

ize Emergency Services: Shelter(7 78]

(7} hore Infarmation

Select or type the values yvou wart to return to reports for each prompt displayed here.

B Use the arrow buttons in the middle to move providers back and forth between
sections.

B Move the LTH provider name(s) to the box on the right side.
B You can add multiple providers to the list

When all prompts have been entered, the v will be green (or when you have
updated information in all prompts). Click on RUN QUERY.

ﬂ Prompts

=
Reply 1o prompts befare running the gquery.
- Erter effective date @ 1070712006 Run Giuery

-f Report Start Date @ 070172005
w Report End Date @ 097302006
'

Service Provide Provider In list: : Wilder Research Center(1)
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VIEW REPORTS

It will take a minute or two for the report to run. This is what you will see when a
report opens:

17 £ P e M - 2D 0|
L] D enock EE nf] -

A BusinessObjects InfoView - Microsoft Internet Explorer =] 3]

File Edit Wiew Favorites Tools  Help ‘ w

@Back - ‘_/ ¥ d @ :‘J | /-]SEarch ‘I_\'J_?:’Favor\tes Q"‘| L thd ?. |__‘ _I ﬁ

Address |@] https:ffreportl.servicept.com:8443;"businessobjects,fenterprise11jdeskmpIaunchﬂnfaviewf\ogonjlogon.do?b:ken:REF‘ORTl@SEj G0 | Links

BUSINESS OB] ECTS Welcome: minnesota_live:limclain

>

@ E |:| News ~ F2 LL&J Send - Iy Infotiew: | Search tile v| |i:j _E_}| ._;. (]
0as
¥ Document - View - | (2] Save | 3% Find | (48 Undo (%) Redo | Zoom 100% - { .M . ¥2 RefreshData | ()

-

&) TH Exit Report - Length of Stay i
Service Provider (s)

Wilder Research Center(1)

Report Period: 07/01/2008 to 9730500

Report Run Date: 1001 8/06

Clients Still in Program

% of Households &
Head of Household & Singles stillin

Singles Program
Less than 1 Manth 4 100.00%
1- 3 Manths i) 0.00%
3 Months - 1 Year 0 0.00%
1 %ear ar Longer i}

0.00% -
« ;H
3 H| 2 Length of Stay ’TI son femving Frog; ] ET N l ﬁ eunon Subsidy Ende J % Destinat enure Subsidy

Discussions expand G|

&1 Dore [T T @ riternst “

REVIEW REPORTS
You can review the report on the screen or save it and print it out. Review all LTHr@ount
reports for accuracy.

DATA CHECKING REPORTS
Run all data checking reports and review for data completeness and errting Gaecific
instructions in the data check reports).

CORRECT DATA

You can have both the report tool and ServicePoint open at the same time to help witimgorrecti
and updating information. If there is data that needs to be corrected, go badkriteoint

and make the corrections to participant records. NO/t: will have to wait until the next day

to run new reports that will include your corrections.

RUN REPORTS AGAIN

Run all the reports again and check for accuracy and completeness. Ifiegeigoks good,
you are ready to save the reports and submit them via email to your fundergdlinHeusing
or DHS).

HMIS Report instructions for LTH Page 8 of 9
June 2010



SAVING REPORTS

To save, click on “Document” on the tool bar at the top left.

[l BusinessObijects InfoView - Microsoft Internet Explorer j ] S
File Edit “ew Favorites Tools Help | "

@Back - ‘) - \ﬂ @ _;\||/7'I Search '-L.::f.,-‘Favorites €§| T - - ﬂ

Address |s§] https:,.ffrepnrtl.ser\flcept.cnm:E443fhus|nessoh]ectsfenterprlselljdeskmpIaunchﬂnfn\/'|ewﬂugon,flognnﬂo?h:ken:REPORTl@EEj Go ‘ Lirks

BUSINESS OBJECTS" Welcome: minnesota_live:dmclain
\Q; e D New ~ T L:]J“ Send - @ bty Infoliew | Search title v‘ |I____j ’1' & a
" . FEn

] Documerrt|v| view + | (2] Save | 34 Find | (% Undo (% Reco | Zoom 100% - m ¥4 RefreshData | ©),

Edit a

- 1gth of Stay i

@ Save

Saveas
Save to my computer as Excel
POF
Report Period: 0701 CsY /00
Report Run Date: 10i1 8106

Clients Still in Program

% of Households &
Head of Household &  Singles Stillin

Singles Program
Less than 1 Manth 4 100.00%
1 -3 Months i} 0.00%
3 Months - 1 Year 1] 0.00%
1 Yearor Longer 1]

0.00% -
« | ;|_|
PH| @Lengthorstay || @0 | dRea ce || ity Ei | 5 Destination-1 z

Select “Save to my computer as” and then select to save as a PDF or Excgafik the file in a
location you can easily find (see the naming file instructions below foepgwets you will send

to your funder — Minnesota Housing or DHS).

SUBMIT YOUR REPORTS TO MINNESOTA HOUSING

You will submit the saved LTH reports to Minnesota Housing (see list on page 1).&8ave e
LTH report as a PDF file and name each report so that it can be easilfiedeagtifollows:

B your project name_ Report name _ Report end date
EXAMPLE: SycamoreSquare LTHexit 1209
SycamoreSguare_LTHentry 1209

Email all seven PDF files to: LTH.HMIS@state.mn.us

If you have questions about how to submit your report to Minnesota Housing, contact

Carrie Marsh @ (651) 215-6236 or Vicki Farden @ 651-296-8125 or at the email listed

above.

= For HMIS and ART technical questions, contact the HMIS help desk:
Phone 651-280-2700 and ask for HMIS help, or ehmais @wilder.org
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	To prepare data for this report:
	Enter the required information in HMIS (ServicePoint) for all households served with LTH funding (see Basic Instructions for Entering LTH data into ServicePoint on the MN HMIS website).
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	Data checking reports
	To start the process of running a report, click on the name of the report:
	The first time you click on a name of a report you will see:


