Step-by-Step Cheat Sheet for the FY2026 CoC APR

FY2026 CoC APR

1. Log into HMIS.
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https://sp5.servicept.com/HLB/com.bowmansystems.sp5.core.ServicePoint/index.html

3.

4.

Step-by-Step Cheat Sheet for the FY2026 CoC APR

Under the Provider Reports section, click on FY2026 CoC APR.

Provider Reports

L) 9 9

Call Record Report Client Served Report FY2026 CoC APR

[ 9 9

FY2026 Data Quality Framework Duplicate Client Report FY2026 ESG CAPER

L) 9

Referrals Service Transaction

This will bring up the Report Options.

» Report Run History

Report 1D Date Ran (Run-time) Report Type Name 9 ng Runing User Report Status
== —
Report Options

Name

Description

Provider Type. ® provider ) Reperting Groun

Provider Homeless Leadership Alliance e "

O i . 190)
Program Date Range * o Mmoo Hmom
Entry/Exit Types » OBesic [ Basic Center Program Entry/Exit  (JHup  [JPATH  [JQuickCall [JRHY  [)Standard [ Transttional Living Program Entry/Exit  [va () HPRE (Retired)

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

Provider Type ® provider © Reporting Group

Provider * Homeless Leadership Alliance

of Pinellas, Inc. (8190) [y P Ty

© This provider AND its subordinates O This provider ONLY

provider, or program,
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6. Once you locate the program you wish the report to represent, click on the green circle{-b with

7.

the plus sign inside of it. That will close the Provider Search window above and return you to the
Report Options.

Provider Search X

Provider Search

Search for Providers by using keywords from the Provider Name or Description.

Search Show Advanced Options

Provider Number

Enter or scan a Provider ID number to search for that Provider.
Provider ID #

Submit
Provider Search Results
# A B C D E F 6 H I J KL MMNUOWPUOQRSTWU VWX Y Z Al
Provider Level Phone Location Last Updated

o e 2023 Point-In-Time Count (16949) Level 2 727-582-7916 Saint Petersburg, FL 33701 01/18/2023
e @ 211 Tampa Bay Cares, Homeless Helpline (16848) | Level 2 Unknown Unknown 01/10/2024
a e 211 Tampa Bay Cares, Inc. (16847) Level 1 Unknown Unknown 01/10/2024
° e Alpha House of Pinellas County Inc. (7328) Level 1 727-822-8190 Saint Petersburg, FL 33701 10/13/2023
O B e o iy Lo faggay o 19 Level 2 727-622-8190 SaintPetersburg, FL33701  05/24/2024
o @ Bay Pines VA Healthcare System (15794) Level 2 727-398-6661 Bay Pines, FL 33744 09/30/2021

[+ )::) ?1363’6':‘3)“'5 S TR A L EE TS I e Unknawn Bay Pines, FL 33744 01/10/2024
Boley Centers, Adult Individual Permanent

(+] Supported Housing, Broadwater Place Apartments- | Level 2 727-499-2352 Saint Petersburg, FL33711  12/16/2022
Phase 2 (15114)
Boley Centers, Adult Individual Permanent
Supported Housing, Broadwater Place Apartments- | Level 2 727-499-2352 Saint Petersburg, FL 33711 12/16/2022
Phase 3 (15889)
Boley Centers, Adult Individual Permanent

e e Supported Housing , Broadwater Place Apartments- | Level 2 727-499-2352 Saint Petersburg, FL 33711 03/15/2024

Phase 4 (16327)

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.

Provider Type ® provider O Reporting Group

Provider * i i
sty e v

[O This provider AND its subordinates O This provider ONLY]

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.

» Report Run History

Report ID Date Ran (Run-time) Report Type MName  User Crealing Running Provider Running User Report Status

IEI\ 08406 08/16/2024 05:04:23 PM (0.00 mins) EsgCaper Test Tony Salgado Homeless Leadership Alliance of Pinellas, Inc. TVie Running |

Report Options Use Previous Parameters

Name Test

Description

Provider Type ®puovder O Renotting Grou

Provider * Homeless Leadership Allance . "
of Pinellas, Inc. (8190) My Provider
O This provider AND its (OThis provider oMLY

Program Date Range * 07 401 ;2024 MO M to 08,01 42024 [AOM

Entry/Exit Types * Epasic M pasic Center Program Entry/Ext  @HuD EparH  Eguickcall ERHY Estandard B Transitional Living Program Entrw/Ext  Eva U HPRP (Retired)

T T

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

» Report Run History

Report 10 Date Ran (Run-time) Report Type Name  User Creating Running Provider Running User Raport Status

Q108498 08/16/2024 05:04:22 PM (0.00 ming) EsgCaper Test Tony Salgado Homeless Leadership Alliance of Pinellas, Inc. TVie [Ruring |

1

» Report Run History

Report 10 Data Rian (Run-time) Report Type Name  User Creating Running Provider Running User Raport Status

@wsws T T e = e e e ey rvie ==
B

11. 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. | 108498 08/16/2024 05:04:23 PM (0.03 mins)
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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

13.

14.

your print menu.

a a2 o @ Omsominee 8 Ouese
Bmc PogmmEmyBd WD BTN Oy BN Saie Pommfyes W aed

17 pages |

cance

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

Print 30 pages

» Destination [n Save as FDF M ]

Pages All -

Layout Portrait v

More settings ~

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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1684168744382.zip

A

Mame

da.csv
B4 QSa.cov
Qba.csv
QTa.csv
37 QBa.csv
O%a.csv
£37) Q9b.csv
QBe.csv
£37] Q9dl.csv
Q0esv

v

4]
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jel

Search CSV-CEAPR_FY2023_1684168744382.zip

Type

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

Microsoft Excel Comma 5.

Compressed size

TKB
TKB
TKE
TKB
TKE
1KB
TKE
TKB
TKB
TKE

Password ... Size

MNe
Mo
Me
Mo
Mo
Mo
Mo
MNe
Mo
Me

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