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TROUBLESHOOTING HMIS REPORTS
(A) HUD 40118 APR report 
In order for a client to be counted on the APR report, record must have Entry/exit into the program and the Entry/exit type has to be HUD 40118 type. You will see client counts in section 2 of the report. When you click on a number in that section, client names and ID numbers will be displayed.
1/ client is not counted in the report

Typical cause = missing entry date

What to do:

You cannot fix this problem from within the APR report. You’ll have to modify individual client records, then re-run the report.

Compare clients in the APR report with the actual list of clients from your own records. Identify clients who are missing from the APR report. Search HMIS for those records.

Add Entry/exit for each record.  The entry date needs to be connected to the correct program name, and the type needs to be HUD 40118. Re-run the APR report, check client counts in section 2.
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2/ too many clients in report

Typical cause = missing exit date

What to do:

This problem can be fixed from within the APR report.
Compare clients in the APR report with the actual client list from your own records. Identify clients who should not be on the APR report.  While you are in the APR report, click on the client name and add the exit date. Program exit includes reason for leaving, destination, and income at exit. Re-run the APR report and check counts in section 2.
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3/ household count is low or incorrect
Typical cause = data for children in household is missing OR household members do not have program Entry/exit.
What to do:

You’ll have to update the client records, then re-run the report.
Identify Head of household that is counted in the wrong APR category. Find their HMIS records and follow this procedure:

· Check the household definition in the record 
(Household dates should be on or before the program entry date, all household members need to be listed)
· Go to the Entry/exit screen and click pencil in front of the Entry date
· Identify household members that are not listed in the Overview box
· Click Add related entry/exit  and select missing members from the list
· Save, then edit the new Entry/exit (for the household member you just added)
· answer the questions on the entry form (for children, stop at Housing status)
· re-run the APR report
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(B) Entry/exit report
This reports works just like the HUD 40118 APR. Follow the same troubleshooting steps. The only difference is that the Entry/exit report can be of several types (Basic, HPRP, HUD 40118, etc.)

(C) Client Served Report

Client must have a service transaction in order to appear on this report. The service transaction needs to be linked to the correct program name, and needs to have service start date within the report range. You will see client counts in the top section of the report. When you click on a number in that section, client names and ID numbers will be displayed.

1/ client is not counted in the report

Typical cause = missing service transaction

What to do:

You’ll have to modify individual client records, then re-run the report.

· Compare clients in the report with the actual list of clients from your own records
· Identify clients who are missing
· Search HMIS for those records
· Add appropriate Service transaction to each record
(the Service start date needs to be connected to the correct program name, and the Service end should be the same as the start date)

· Re-run the Client Served report
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2/ too many clients on the report

Typical cause = services were recorded for clients who did not receive them
What to do:
You will need to delete the service transactions from client records that should not have them.  
· Compare list of actual program clients with names on the Client Served report
· Identify records that need to be corrected

· Find the record, go to Service transaction

· Click on Display Services, and delete the wrong service transaction
· Re-run the Client Served report
3/ household count is incorrect

Typical cause = household was not defined for the Head of household 
What to do:

Find the record for Head of household and create a household. Add all household members, Save and refresh. Re-run the Client Served report.
