Step-by-Step Cheat Sheet for the FY2024 ESG CAPER

FY2024 ESG CAPER

1. Log into HMIS.

aam WellSky

Community Services
Homeless Leadership Board

Password }

2. On the right side of HMIS, click on Reports.

s WellSk Y Community Services

Homeless Leadership Board
Homeless Leadership Alliance of Pinellas, Inc.
July 03,2024

D Last Viewed Home > Home Page Dashboard

W Favorites
System News (46)

A Home Date Headline

E Clients 06/07/2024 HMIS Virtual Office Hours This FRIDAY™M!

05/03/2024 HMIS Virtual Office Hours This FRIDAY!!

B Resources

04/05/2024 Important Update - Extended Network Maintenance

@ Shelters 04/05/2024 HMIS Virtual Office Hours This FRIDAY!!

=% Activities 03/04/2024 Important update - Issues with Firefox v123.0 and Community Services

03/01/2024 HMIS Virtual Office Hours This FRIDAY!!

Add System News View All

» Customize Home Page Dashboard

i Scans

8 Reports

@ Admin
P Legal Notices.

[ Logout

Collapse <<
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3.

4.

7.

@ 108496

Report Options

Build Report

Step-by-Step Cheat Sheet for the FY2024 ESG CAPER

Under the Provider Reports section, click on FY2024 CoC APR.

Provider Reports

Call Record Report Client Served Report FY2024 CoC APR

9 9 9

FY2024 ESG CAPER Needs Report

FY2024 Data Quality Framework

9

Service Transaction

This will bring up the Report Options.

» Report Run History

Report D Date Ran (Run-time] Report Type Name User Creating Running Provider Running User
Report Options
Neme
Description
Provider Type roun
Provider * Homeless Leadership Alliance
St gl ccoch | wyeoicer | cea |
O Ihis provider AND it OThis provider ONLY
Program Date Range * ;o MoMw , moM™
Entry /Exit Types * Basic [Basic Center Program Entry/Exit  (JHUD  (JpaTH  Clguickcall (JpHy (lStandsrd () Iransitional Living Program Entry/Exit [y

T T

HPRP (Retired)

Report Status

Start by naming the report. You can also add a description, if necessary. Again, you can
choose provider in the exact same way as the Client Served Report, as well as enter

the start and end date in the same fashion.

In the section for Entry/Exit Types, make sure all of them have been checked with the
exception of HPRP (Retired) before you hit the Build Report button.

Once you hit the Build Report button, it will show up in the Report Run History.

» Report Run History

Report ID Date Ran (Run-time) Report Type Name  User Creating Running Provider

08/16/2024 05:04:23 PM (0.00 mins) EsgCaper Test Tony Salgado Homeless Leadership Alliance of Pinellas, Inc.

Showing 1-1 of 1

Name Test
Description

Provider Type ® provider O Reporting Group
Provider * Homeless Leadership Alliance

OThis provider ONLY

of Pinellas, Inc. (8190)
This provider AND its subordinates

Program Date Range *

07 401 ;2024 PO M to 08 ;01 ;2024 [ O

Basic Basic Center Program Entry/Exit & HUD PATH  EQuick Call RHY ®sStandard & Transitional Living Program Entry/Exit

Entry/Exit Types *

Running User Report Status

TVie [Running _____ |

Use Previous Parameters

@ya  (JHPRP (Retired)

Click the Refresh button until the report changes from Running to Completed.
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» Report Run History

Report ID Date Ran (Run-time) Report Type Name  UserCreating Running Provider Running User Report Status
Q108496 08/16/2024 05:04:23 PM (0.00 mins) EsgCaper Test  TonySalgado Homeless Leadership Alliance of Pinellss, Inc vie T —

» Report Run History

Report ID Date Ran (Run-time) Report Type Name  User Creating Running Provider Running User Report Status
E]mma 06/16/2026 0502 M (003 mins) Esqcaper Test | TonySeigado Homeless Leadershp Alance of Pnels, n. ie

8. To access the report once it has been completed, click on the magnifying glass on the
left side of the report.

» Report Run History

Report ID Date Ran (Run-time)

Q 108496 08/16/2024 05:04:23 PM (0.03 mins)

9. To save the report as a PDF, you can use the print option in your browser, or hold down
your Ctrl button on your keyboard and press P. Once you press Ctrl + P, it will bring up
your print menu.

I Pri 17 pages I
» Report Run History int pag b
Report 1D DateRan (Run-sme) BepontType Name Use Cresting R Provder Runming User Repor tatin >
108696 | 08/16/2024 050423 PM (03 mi)  EsgCaper  Test Tony Sugado MomelessLesdership Allrce of Pocos ke, Tvie  [ESRDRl Destination B seveasror
Showing 11061 ]
Report Option: E
Pages Al
Name et
Desertion
Provder Type § .
: Layout Portrait E
Program Date Rane:
More settings v
1 s 9
i
¢ 108496

Weisky

2024 2028

FLS02 122724 False  Communty 2024 224 g o
Y 5701 081

Showing 1-1.0f1

cance

10. In order to print, select your printer in the Destination section above.
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Print

* Destination

Pages

Layout

More settings

30 pages

[n Save as PDF v ]
All M
Portrait v
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11. You can either print it to paper, or you can change the destination to Adobe PDF or
Save as PDF. This will allow you to save a digital version of the report. If you use the
download button in HMIS, it will save each table as a separate CSV file within a zip file
which could be difficult to navigate; as seen below.

1684168744382 7ip

A

Narmne

@Q‘ia.cw
B QSa.cov
@ Oba.csv
B QTa.cov
B3 Qfa.csv
B33 Q%a.cov
33 Q9b.csv
B39 Qdc.csv
B9 09d.csv
@ Q10.csv

Search CSV-CEAPR_FY2023_1684168744382.7ip

Type

Microsoft Excel Comma 5...
Microsoft Excel Comma 5...
Microsoft Excel Comma 5.
Microsoft Excel Comma 5...

Microsoft Excel Comma 5...

S
s
5
Microsoft Excel Comma 5...
Microsoft Excel Comma 5.
Microsoft Excel Comma 5...
Microsoft Excel Comma 5.

Microsoft Excel Comma 5.

Cormpressed size

1KB
TKE
1KB
TKE
TKB
TKE
TKB
TKB
TKE
1KB

Password ...

Mo
Mo
Mo
Mo
MNe
Mo
Me
Mo
Me
Mo

Size

2K
1K
1K
1K
1K
1K
1K
1K
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