Tips for the CoC APR report (ART 625)
· Do not leave any data fields left empty in client’s Entry and Exit assessments  
· Client record must have the Entry/exit type set to “HUD”

· Correct all records flagged with “missing information” in Table 7 first
· Use the ART 631 report to determine what data is missing on the 625 report
· Look at the Disability table and Income table in this document to understand how the client data will display in the report
· Run the 625 report at least once a month and correct mistakes as soon as you see them.
How to interpret ART 625 numbers:
Table 7 – shows the client count for the report period. Calculates number of Missing and Do not Know answers.
Table 8 – shows the count of adult and children. Records with no date of birth will show as missing data. Also shows the client count for PIT dates (Point in Time). 

Table 9 – this table shows the number of families served during the operating year, based on the number of persons that were in Households. The 631 Report, Tab D, can be used to troubleshoot data in this table.
Table 17b.  – The report is looking for the following primary race entries:

Don’t Know (HUD)

Refused (HUD)

White (HUD)

Black or African American (HUD)

Asian (HUD)

American Indian or Alaska Native (HUD)

Native Hawaiian or Other Pacific Islander (HUD)

Example: client with “Multiple Races” answer will be flagged as “missing data”.  Correct answer would be to select one Primary and one Secondary race, using the choices above.
Table 18a. This table shows the physical and mental disability types at the time of entry. 

Table 18b. This table shows the number of known conditions of those in 18a. Three questions in KYHMIS are used to determine client disability:  
“Do you have a disability of long duration” = assessment question
“Disability determination” = disability sub-assessment question
“Disability type” = disability sub-assessment question.

All 3 questions about disability need to be answered. Disability determination answer will affect how the disability appears on the 625 report.
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Note that non-HUD value disabilities will be counted as DNK/Refused, No disability or Missing. The following disability types are counted as HUD-values:

Alcohol Abuse
Alcohol and Drug Abuse
Developmental
Drug Abuse
HIV/AIDS
Mental Health Problem
Physical
Physical Medical
Chronic Health Condition

Table 19a. This question deals with domestic violence.  If you answered yes to this question, you also need to answer the following question on the Extent of DV experience.  

Table 19b.  New question – need to be answered for any client with Domestic violence = yes. 
Table 20a1/a2/a3 – This table summarizes answers Prior living situation question from the Entry assessment.  If you answer prior living as “On the Street (HUD 40118)”, it will be counted as missing data. Use the answer “Place not meant for human habitation inclusive of non-housing service site …… (HUD)” instead. 

Table 23 and 24 – this table summarizes Income for program “stayers” and “leavers”. 
For clients with no income, record “No financial resources” and set the amount to 0. The table below shows how the Income appears in the report. 
Income logic in the 625 report: 

	Income received from any source?
	Last 30 Day income amount
	625 income result

	Yes
	a dollar amount
	applicable $ category

	Yes
	0$
	No Income

	Yes
	NULL
	Missing/No Follow-up

	No
	a dollar amount
	applicable $ category

	No
	0$
	No Income

	No
	NULL
	No Income

	Don't Know
	a dollar amount
	applicable $ category

	Don't Know
	0$
	No Income

	Don't Know
	NULL
	Don't Know/Refuse

	Refused
	a dollar amount
	applicable $ category

	Refused
	0$
	No Income

	Refused
	NULL
	Don't Know/Refuse

	NULL
	a dollar amount
	applicable $ category

	NULL
	0$
	No Income

	NULL
	NULL
	Missing/No Follow-up


Table 23 and Table 25a2 – number of leavers in these 2 tables should be the same. All clients who exit a program have to have their income updated. If you are exiting a household, you need to update Income and Housing status for each household member (click the pencil icon in front of the exit date). 
Table 24 and Table 22b2– the numbers of stayers in these 2 tables should be the same.  You have to update income for all clients who are staying in the program (HUD requirement). 
If you are updating a household, update the income for all household members.  
Income of long term clients in PSH has to be updated at least once a year (recertification). You can do this on Entry page because income has its own set of dates.  Record “end date” for any income listed, using the last day of the grant fiscal year. Then, record updated income and use the first day of the new fiscal year as the “start date”. 
Table 26b1/b2 –this table shows non-cash income for stayers and leavers.         
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