
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. 
 

 
 
Open Internet Explorer.  From the Tools menu, 
select Internet Options. 
 
 
 
 
 
 
 
 

 
 
 
 
 
Click the Security Tab, then select Custom 
Level 
 
 
 
 
 



 
 
Scroll down to the Downloads section.  
Make sure the settings for Automatic 
prompting for file downloads and File 
download are both set to Enable. 
 
Click OK to continue 
 
Click OK again to close the Internet Options 
dialog box. 
 
 
 
 
 

 
 
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 



Enter the Report Parameters 
 
Select a Predefined 
Date Range or enter 
a start and end date. 
 
Select your 
Organization name. 
 
Select the Grant 
Program type and 
Grant Program 
Component type 
 
Choose the Grant(s) 
and the associated 
Program(s) 
 
Click Report. 
 
 

 
 
 
 
 
 
 
Navigate to Page 2 of the 
report using the green arrows 
at the top of the Report 
Viewer. 
 
Click on the Section Heading 
Q7. Data Quality. 
 



 
 
Click the 2nd Excel icon (the 
icon with the yellow symbol) in 
the new report viewer.  This 
will export the data only to 
Excel – no formatting – making 
it easier to sort as needed. 
 
 
 
 
 

 
 
 
 
 
Select Open to open the 
document or Save to save the 
document and open later. 
 
 
 
 
 
 
 
The document should open in Microsoft Excel.  If you experience any issues opening the 
file, please contact the Help Desk at HMISHelpDesk@ihcdaonline.com 
 

 
 
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 
 

 
 
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. 
 

 
 
From the Navigation Menu, select Enrollments.  Then, click the blue circle next to the 
desired enrollment and click Edit Enrollment. 

 
At the bottom of the enrollment 
screen it will display Entry 
Assessment: No Assessment 
Selected.  Click the lookup icon 
(Magnifying Glass) to search for 
and attach an Entry Assessment 
to the enrollment. 



 
 
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. 
 

 
 
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 enrollment 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. 
 

 
 
The Assessment Status 
window will display a list 
of the required HMIS 
assessments.  A checkmark 
indicates the assessment is 
finished and correctly 
linked to the enrollment.  If 
assessments are missing, 
the data quality section of 
the APR report will display 
missing data 
 
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. 
 

 
 
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. 



 
 
Click the lookup icon (Magnifying Glass) under the section Assessment:  No Assessment 
Selected. 
 

 
 
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. 



 
 
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. 
 

 
 
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. 



 
 
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. 
 

 
 
 
 
 
Click the name of the missing assessment 
 
 
 
 

 
A new assessment 
will be created.  The 
system will 
automatically set the 
Assessment Date to 
the same date as the 
enrollment. 
 
Complete the 
assessment and click 
Save to continue. 
 
 
 
 
 



 
 
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 
 
 


