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Client Served Report 
 

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 Client Served Report. 
 

 
 

4. This will bring up the Report Options. 
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5. By clicking the Search button in the Provider section, you can choose the provider, or program, 
you need the report to represent. 

 

 
 

 
 

6. Once you locate the program you wish the report to represent, click on the green circle  with 
the plus sign inside of it. That will close the Provider Search window above and return you to the 
Report Options. 
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7. If you are trying to report on a single program, choose This provider ONLY. If you would like to 
run the report on your entire organization, including all programs that enter data into HMIS, then 
make sure to choose the level 1 provider that represents your organization in the window above 
then choose This provider AND its subordinates. The default is This provider ONLY. 
 

 
 

8. The Served Date Range is used to input the start and end date of your report. The Served Before 
Date will allow you to add another column of data to compare against the month you’re reporting 
on as well as the total. 
 

 
 

9. Once your fields are complete, click the Build Report button. 
 

 
 

10. Once the report is complete, you can save it by clicking the Print Button and either printing it on 
paper or printing it to .pdf. 

 


