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FY2026 CoC APR 
 

1. Log into HMIS. 
 

 
 

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

 
  

https://sp5.servicept.com/HLB/com.bowmansystems.sp5.core.ServicePoint/index.html
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3. Under the Provider Reports section, click on FY2026 CoC APR. 
 

 
 

4. This will bring up the Report Options. 
 

 
 

5. By clicking the Search button in the Provider section, you can choose the provider, or program, 
you need the report to represent. 
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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. 
 

 
 

 
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. In the section for Entry/Exit Types, make sure all of them have been checked before you 
hit the Build Report button. 
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9. Once you hit the Build Report button, it will show up in the Report Run History.  
 

 
 

10. Click the Refresh button until the report changes from Running to Completed. 
 

 

 
11. To access the report once it has been completed, click on the magnifying glass on the 

left side of the report. 
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12. 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. 

 

 
 

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

 
 

14. 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. 
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