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FY2024 ESG CAPER 
 

1. Log into HMIS. 
 

 
 

2. On the right side of HMIS, click on Reports. 
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3. Under the Provider Reports section, click on FY2024 CoC APR. 

 

 
 

4. This will bring up the Report Options. 
 

 
 

5. 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. 
 

6. 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. 
 

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

 
 
Click the Refresh button until the report changes from Running to Completed. 
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8. To access the report once it has been completed, click on the magnifying glass on the 

left side of the report. 
 
 

 
 

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. 

 

 
 

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

 

 
 
 
 


