Homeless Housing Grant Program
Clarity HMIS Quarterly Report Instructions

1. Log in to Clarity HMIS and go to the Reports Module

Kitsap County
oo =
1a. Log into HMIS (Clarity) 1b. Select the

& select the Modules Icon

Reports module

2. Select the Report

Once the Reports Page loads, follow these steps:

« C A & https://wa.clarityhs.com/reports 7o o B=
i Apps o Bookmarks (] MyTools (] Work Tools [J KRCC Tools (7 Homelessness [ LinksILlike (3 Soccer (] UW (] NKOptions [ Cexing (] Alice's Links [ Clarity HMIS 3 Other bookmarks

. Kirsten Jewell,
Kitsap County Kitsap County . 5
%

Report Library EUENEH Search

Processed Reports

HUD Reports 7 report(s v
_ . No reports K
Housing 2 levots v 2a. Click on the down
arrow to expand
Service Based Reports 3report(s

Program Based
Reports to show the
list of reports

Administrator Reports 2 report(s

Email Reports 8 report(s

Program Based Reports 20 report

Agency Management 1 report(s v

th Clarity Human Services
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<« [ ] https://wa.clarityhs.com/reports g o=
222 Apps o Bookmarks (CJ My Tools (O3 Work Tools (0] KRCC Tools (] Homelessness (O] LinksIlike [J Soccer (J UW (] NKOptions ([ Coxing (O3 Alice's Links ﬂ Clarity HMIS (3 Other bookmarks

Kirsten Jewell,

Kitsap County Kitsap County .,

Report Library JEUEVEH Search

Program Based Reports

[GNRL-106] Program Roster Run | MORE INFO
[EXPS-102] Program Service Expense Review Run | MORE INFO
[OUTS-101] Program Quicome Measures Run | MORE INFO
[EXIT-101] Potential Exits Run | MORE INFO
[GNRL-105] Program Participation Summary Run | MORE INFO
2b. Find the
[EMPL-101] Employment Report Run | MORE INFO [G N RL 220]
[JRSD-104] Zip Code Jurisdictional Breakout Run | MORE INFO .
Program Details
[DQXX-102] Program Data Review Run | MORE INFO
Report and select
[QUTS-106] Client Demagraphics Run | MORE INFO
Run
[EMPL-102] Employment / Education Report Run | MORE INFO
[OUTS-720] Client Program Service Run | Schedule
[GNRL-230] Program Group Income Run | Schedule
[GNRL-220] Program Details Report
——————————
[GNRL-240] Program Household Served Report
[GNRL-241] New vs. Re-Entry Client Program Classification Run | Schedule
[GNRL-247] NOFA CoC Project Data Query Run | MORE INFO
[HUDX-222] Homeless TAY Run | MORE INFO
[OUTS-205] Program Recidivism Run | Schedule
[GNRL-400] Program Linked Service Review Run | MORE INFO
3. Create the Report
€« C f https://wa.clarityhs.com/reports w7 o=
i Apps W Bookmarks (] MyTools [] Work Tools (] KRCC Tools (] Homelessness [ LinksILike [ Soccer (] UW [] MKOptions (1] Coxing (] Alice's Links [ Clarity HMIS [ Other bookmarks

Kirsten Jewell,
Housing Kitsap ..

Report Library  Analysis U Search

7&22:: 2oegen - 3a. Choose the Program.
< (You can select multiple
programs by holding
down the SHIFT key.)
|
/ / 3b. Select “Entry Date”
I
= L ——

- —— 3c. Use the Calendar
r'm@m" ‘ icons to enter the

®! Entry Data Exit Data Entry/Exit Data

Quarter start date and
the Quarter end date
(e.g. 1/1/16 and

r—Choose a starting date ]

P
< ‘

[~ Choose an ending date 3/31/16)
i / I

3d. Click the “OK” button

Select Report Format:
’7 * Excel ‘
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Kirsten Jewell,
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N Processed Reports
HUD Reports T reg v
u N . No reports
ousin, 2 repori(s .
¢ v 3e. When the report is
ready, the Report Queue
Service Based Report: 3 report(s
T - = Scheduled Repol - Manager will notify you.
- g vy
Administrator Reports REle‘l QUEUE Manager.
No reports u“ ”
Your report has been added to the Queue. Please check SeIeCt Open
the Queue Manager in the top right of your screen to
Email Reports review processing status. I‘
The report is also
Frogram Based Reports . available by clickingon ~ |—
Report is ready. the Report Queue List.
Agency Management
Report "[GNRL-220] Program Details Report” is

( [doseall ] )|

« cC N https://wa.clarityhs.com/reporting_queue/open/5505 e o=
iif Apps r Bookmarks (] MyTools (] WorkTools (] KRCCTools (] Homelessness [ LinksIlike (] Soccer [CJ UW (] NKOptions (] Coxing (1 Alice's Links [§} Clarity HMIS (T Other bookmarks
. Kirsten Jewell, ;
s
4
Report Library  Analysis [0 Search
3f. Open the
Downloaded
Report.
Managad with Clarity Human Services
downloaded (30)xs - * Showall downloads., %
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4. Verify the Report Information

4a. Review the client information for accuracy. This report includes A LOT of columns. Some columns may be blank due

to data migration or because they are not relevant for the program.

Verify that the clients listed are correct — it should list all clients served during the quarter.

Verify that information in the following columns is correct and filled in:

Data Type Report Column
DEMOGRAPHICS DOB Gender Race Ethnicity Veteran
Status
HOUSING Housing Residence Length of Number of times Total number
SITUATION Status at Prior to Stay in on the street... of months
Entry Program Previous homeless...
Entry Place
HEALTH Disabling Physical Long Term Developmental Chronic Mental Substance
CONDITIONS Condition Disability Disability Disability Health Health Abuse
Condition Problem Problem
INCOME ALL Income
Columns

4b. Correct any inaccurate data and add any missing data in Clarity HMIS and re-run the report.

5. Format the Report in Excel

This will open an Excel Window. The Excel document must be formatted as follows to remove client identifying

information.

Note: If you selected more than one Program, you will need to do this formatting for each Program Tab.

=] :
HOME | INSERT

PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Kirsten Jewell -
LT 4 - R = -: 4 Eolnsert ~ 2 v A
D % - Arial 10 A A = _ ¥ =# Wrap Text General - ’;‘J > E)‘ Dt - m ) ZY H
Paste B I U-~ Fy . . === & 5= M & Center = oG oy R Conditional Formatas Cell r Sort & Find &
- o - A B Merge & Center $ e Formatting= Tablew Styles- EEIFormat~ &~ Fiers Select~
Clipboard 1= Font [F1 Alignment F1 Number [F1 Styles Cells Editing ~
Al - Jx || FirstName v
| A B C D E F G H |
1 First Name Last Name Agency Staff I:nrollg}'i:trlt Sl Enrollment Exit Date  Housing Semice DOB SSN
2 Ano ous Anonfnous Housing Kitsap 2014-06-01 1962-01-01 000-00-0000
3 Anonymous Anonymous Housing Kitsap 2014-06-01 19 5a. Select the
4 Anonymaus Anonymous Housing Kitsap 2014-01-01 Program Tab
5 Anonymous Anonymous Housing Kitsap 2014-01-01 19 T
6 Anonymous Anongmous Housing Kitsap 2014-01-01 194 5h. Double click on
7 Anonymous Anonymous Housing Kitsap 2014-01-01 194 the First Name
g TTOUSITg Psap -0 T-01 5 column. Then nght
o Housing Kitsap 2014-01-01 19 Click and “Delete”
10 Housing Kitsap 2014-07-01 194
1 Housing Kitsap 2015-12-01 1971 5¢. Double click on
12 Housing Kitsap 2014-01-01 1944 the Last Name
13 Housing Kitsap 931" column. Then Right
14 Housing Kitsap 194 Click and “Delete”
15 Housing Kitsap 2014-08-01 193
16 Housing Kitsap 2014-04-01 193 5d. Double click on
17 Housing Kitsap 2015-11-01 194 the SSN column
18 Housing Kitsap 2014-01-01 195 Then nght CIick.and
Pragrams List ENT-CHAHousing Stabilization Pr () 1
g g —t IlDeIetell
READY isi] — . S
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6. Save the Report

6a. Save the report in Excel, using the following naming convention:
[Year] [Quarter Number] QR HMIS [Contract Number]

(e.g. 2016 1QR HMIS 001-16 or 2016 2QR HMIS 099-16)

6b. Save the report for your files.

7. Submit the Report via Email

Send the report as an email attachment to:

Kirsten Jewell
kjewell@co.kitsap.wa.us

Reports are due each quarter by the end of the month following the quarter’s end (unless otherwise specified by the
Program Coordinator):

1°t Quarter Report due: April 30 (For 2016, this due date is: June 15)
2" Quarter Report due: July 31

3 Quarter Report due: October 31

4™ Quarter Report due: January 31

Please direct questions to:

Kirsten Jewell

Housing & Homelessness Program Coordinator
kjewell@co.kitsap.wa.usg

360-337-7286

Kitsap County Human Services
HHGP Grant Program: HMIS Quarterly Report Instructions

Updated for Clarity HMIS Page 5 of 5


mailto:kjewell@co.kitsap.wa.us

