APR Data Quality Review and Cleanup Procedures

The following outlines the procedures for running an Annual Progress Report (APR),
reviewing data quality, then correcting missing information.

1. Configure your browser to automatically prompt for downloads.
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2. Run APR Report

Log in to ClientTrack.

From the Home Tab, select the Standard Reports menu
group.

Click APR for CoC Grant-Funded Programs

Click OK to continue
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Click the 2" Excel icon (the
icon with the yellow symbol) in
the new report viewer. This
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Select Open to open the
document or Save to save the
document and open later.
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Race | Report Period 41112012 to 4/30/2012
Ethnic | Organizatianis) Edgewater Systems for Balanced Living
. Grant Program Shelter Plus Care
fRiar Component Project-based Rental Assistance (PRA)
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The document should open in Microsoft Excel. If you experience any issues opening the

file, please contact the Help Desk
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at HMISHelpDesk@ihcdaonline.com
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| 4 | 67967 4088 10178 09/02/2000 Full DOB Reported 11 Black or African American Non-Hispanic/Latino |Female | Child Mo Adults and Children  Stayer
|| 5 | B798T: 4088 10178 06/12/2003 Full DOB Reparted B Black or African American  Mon-Hispanic/Lating | Female Child Mo Adults and Children  Stayer
| B | 82207 4083 10178 0841541980 Missing 31 Black or African American |Mon-Hispanic/Lating |Female |Adult Mo Adults and Children  Stayer
| 7 | 7987 4088710178 08/06/2006 Full DOB Reported % Black or African American Mon-Hispanic/Latino  Fernale |Child Mo Adults and Children  Stayer
| B | 67966 4626 110184 04/30/1998 | Full DOB Reparted 13 Black or African American  Mon-Hispanic/Lating | Ferale Child Mo Adults and Children  Stayer
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[ 11| 82163 4599702133637 09/09/1958 Missing B3 White Hispanic/Latino Male  Adult Mo Adults Only Stayer
[ 12| 81017 0345 102666637 01/22A1956 Full DOB Reported 56 Black or African American |Man-Hispanic/Lating |Female |Adult Mo Adults Only Stayer
| 13| 52208 7340105766237 1241741983 Missing 8 Black or African American |Man-Hispanic/Lating |Fermale |Adult Mo Adults Only Stayer
[ 14| 82180 1922107354837 100341957 Missing "4 Black or African American |Mon-Hispanic/Lating [Male | Adult Mo Adults Only Stayer
| 15| 52296 5634107385737 01/30M1963 Full DOB Reported 48 Black or African American | Mon-Hispanic/Latino |Female | Adult Mo Adults Only Stayer
| 16| 83295 0407 112281737 10/08A1957 Full DOB Reported 54 Black or African American |Man-Hispanic/Lating [Male  |Adult Mo Adults Only Stayer
| 17 | 52709 052 113550937 EIE!MME)TZIFLIH DOB Resnnad 139 Black or African American Hispanic/Latino Male  Adult Mo Adults Only Stayer
[ 18| 81232 8655 35128 031471951 Full DOB Reported 51 Asian Mon-Hispanic/Lating  Female |Adult Mo Adults Only Stayer

19 | RRNZ AA07 1A 11145990 Full NOR Reanrted 21 Rlack nr African American Nnn-Hisnanic/l atinn (Male Adult Mn Addults Onlw Rtaver

The Excel document will list the missing, don’t know and refused values for each client
on the various sections of the data quality section of the APR.



3. Correcting Data Quality Issues

Missing Master Assessments
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Locate a client from the Excel extract with missing information. Open his/her record in
ClientTrack.

On the client dashboard, verify that the client has an Enroll ID if they are enrolled in a
program and an Exit ID if they are exited.

In the above example, you will see an Enroll data, but no associated Enroll ID. Note the
Enroll Date and Program Name.

If there is an Enroll ID and, if applicable, an Exit ID, skip this section and proceed to the
next section — Reviewing Entry/Exit Assessments.

# g Workflows %] i
49 Client Dashboard All of client's enrollments display below. An enrollment represents a defined period of participation in a grant and/or program. From here, you can enroll a client in a program, exit
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(@2 Fanmily Members

5 dsessments IS Add eve

Case
Members

Last
Organization Assessment
‘Completed

Assessment Enrollment
&) Domestic Violence
W Education - Adult
W Education - Child
‘ W Empioyment

Enroll Date  Exit Date Enroll ID|  Exit ID
-

Edgewater Systems for Balanced
Living

SEdgewater Sfstems - SPC (PH-R1a-

2 07/01/2011 11/22/2011

£, Financial FEdk Envollment
o Healtn mFarlnrm annual assessment
) Universal Data [ Exit the Enrollment
W Veteran
- y

(2 Enrolments £

o

From the Navigation Menu, select Enrollments. Then, click the blue circle next to the
desired enrollment and click Edit Enrollment.
| ase Manager: Lf‘&
T o S At the bottom of the enrollment
; ity assesment screen it will display Entry
EO‘ | ~ Assessment: No Assessment
Comments: | I | | . .
~ Selected. Click the lookup icon
ablelh & EoNu B e (Magnifying Glass) to search for
and attach an Entry Assessment
to the enrollment.




®,_ Search

|'®, Find Assessment

Use the criteria below to find the Assessment containing accurate data for the client.

Assessment Date: =)
e ESEECT-
program: | |
User:
Comments:

2 records found.

Assessment Date v Comments
11/22/2011 Ouring Program Enrollment Edgewater Systems - SPC [PH-R1a3-45) Data Systems
07/01/2011 Entry Edgewater Systems - SPC (PH-R1a-45) Data Systems

Leaving the search fields blank, click Search at the bottom of the Find Assessment dialog
box.

A list will be displayed of each of the client’s Master Assessments.

Select the appropriate assessment from this list by hovering over the line with your
mouse and clicking.

Be sure the select the Master Assessment with the same date as the enrollment, the same
type (Entry for Entry Assessments, Exit for Exit Assessments), and the same Program.
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Notice the assessment is now attached to the enrollment. Click Save to continue.



Reviewing Entry/Exit Assessments

From the Enrollment screen, select the icon next to the desired enroliment and click
Review Entry (or Exit) Assessments. Note, for these options to appear on the menu, an
Entry Assessment and, if exited, Exit Assessment must be attached to the enrollment. If
you do not see these options, complete the steps above to attach an assessment to the
enrollment.
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If an assessment is not checked, it is either missing or is not tied to the master assessment
correctly.

Each assessment category on the Assessment Status screen correlates to a corresponding
assessment on the navigation menu. In the above example, the client is missing the
HMIS Universal Data assessment. To determine if a Universal Data assessment exists
for this client, click Universal Data on the navigation menu.
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If an assessment exists and the date corresponds to the same date as the enrollment, click
the Edit icon next to it to link it to the Master Assessment.
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Click the lookup icon (Magnifying Glass) under the section Assessment: No Assessment
Selected.

®_ search 2
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Use the criteria below to find the Assessment containing accurate data for the client.

Assessment Date: Eq
Tyoe: LSEECT- M
Program:
User:
[

2 records found.

Aceocemant Nato v
11/22/2011 During Program Enroliment  Edgewater Systems - SPC (PH-R1a-45) Data Systems
07/0172011 Entry Edgewater Systems - SPC (PH-R1a-45) Data Systems

Leaving the search fields blank, click Search at the bottom of the Find Assessment dialog
box.

A list will be displayed of each of the client’s Master Assessments.

Select the appropriate assessment from this list by hovering over the line with your
mouse and clicking.

Be sure the select the Master Assessment with the same date as the enrollment, the same
type (Entry for Entry Assessments, Exit for Exit Assessments), and the same Program.
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G Worlflows

€9 Client Dashboard Completa the information below related to the selected client’s housing status and other relevant information.
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Notice the assessment is now attached to the enrollment. Click Save to continue.

Return to the Enrollments screen, click the icon next to the desired enrollment and select
Review Entry Assessments.
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A checkmark should appear next to the assessment you just linked.

In some cases, an unchecked assessment on the Assessment Status screen could mean an
assessment is completely missing.

For example, the Assessment Status screen above shows a missing Domestic Violence
assessment.
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5 Ctient Dashtoard Tre clients domestiz violenze assessment history disalays below. To crecte a new domestic violznce assessment at entry to- FMIS, click Add New. To 2d't an 2x'stng assessment
| ‘g& =dit Client click Ecit next to the racord.

B @2 “amily Members
3 & Nssessments
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Assessment ID
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Clicking Domestic Violence on the left Navigation Menu returns no results.

To create a missing assessment, return to the Enrollments screen, click the icon next to
the desired enrollment and select Review Entry Assessments.

isplayed below is the status of the Assessment.

Assessment Finished

HMIS Universal Data "

Chrenic Homelessness

]CIick the name of the missing assessment

Emj ent

Adult Education
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Health v
Veteran Details > 4

A new assessment
will be created. The
system will
automatically set the
Assessment Date to
the same date as the
enrollment.

Asgessmans Aclhe

Asvessment Date:
Domestic Vislence Experionce :

0792011 5

© Retuied
Restriction: (& Resyict o Organization @
O Larestrictnd

Complete the
assessment and click
Save to continue.
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€9 Ciient Dashboard Displayed below is the status of the Assessment.
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55 Domestic Viclence Domestic Violence v
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o Healtn Health 7
2 Universal Bata Veteran Details -4
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() seif Sufficiency Matrix
(=% Frrnliments -

A checkmark will now appear next to the newly created assessment.

Repeat the above steps to link the remaining assessments. Note, if the client is an Adult,
no Child Education Assessment is necessary. If the client is a Child, no Adult Education
or DV Assessment is required.

For additional assistance, please contact the Help Desk at
HMISHelpDesk@ihcdaonline.com




