
HMIS Data Quality 
Reports

Welcome! As a valued user of HMIS, you are front and center of this handout. We hope it contains 
everything you need to successfully run data quality reports, find any errors and submit your 
required HMIS data quality reports timely.

WHAT'S INSIDE
How to run required data quality reports
Tip: Use this guidance along with the "Fixing Data Quality Errors" handout 
to ensure timely, accurate monthly DQ reports

Getting Started
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Running APR Report in HMIS

Navigate to Home Workspace>Reports>HMIS Exports>CSV APR-
FY2024

CSV-APR - FY2024

Ensure you are logged 
into the correct 
organization
All sections on this 
page must be 
completed

•

Date Range: 
Begin date is 
when your grant 
or fiscal year 
started. End 
date is the date 
you are running 
the report (DQ 
only).
Grant Program: 
Funding 
specific; if 
unknown, ask.

• Grant: Click on
all that appear.

• Project: only
select one per
report.

• Click Run Export
Note-"Generate
Validation File"
should always be
pre-populated.

•
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Export Encryption

Note: After selecting Done, the system will 

show you that your export has been 

queued and will process at the next 

available time. While this process is taking 

place on the backend, you may navigate to 

other areas in ClientTrack.

Step 1: Uncheck Encrypt Export
Step 2: Select “I assume the full 
responsibility...” statement
Step 3: Select Done

Report Progress
Navigate to: Home 
Workspace>Reports>Files on Server 
Click “View the status of report or report 
task” if your report is not showing 
Asynchronous Tasks: Select “Show only 
my tasks”
Find the status of your report under the 
“Status” column
“Completed Successfully”: refresh 
screen, (select CTRL+F5) to see all files 
on the server
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APR/CAPER Review 
Report

This review report is a valuable tool for finding 
and working data quality errors.

﻿

Navigate to: Home 
Workspace>Reports>HMIS 
Exports>APR/CAPER Review Report
Launch by clicking on the ellipsis then “View 
2024 APR/CAPER
The system will run the reviewer and tell you 
when it is ready. 

Note: You will not be able to use this reviewer 

until your APR Export has successfully 

completed. 

Important facts about the APR/
CAPER Review Report 4



Note: The report can also be saved as a PDF 
but once saved in this format, the report will no 
longer be interactive.

1. Interactive functionality: Users can click on
any hyperlink throughout the report to view
additional data.

2. Ability to view project set-up information,
report date range, counts of clients
(including sub-populations such as,
veterans and youth), data quality errors,
Leavers & Stayers data

3. Users can generate a full detail report by
clicking on “Full Detail” option or by
selecting the save icon at the top of the
report and choosing “Excel Data”:

Using APR/CAPER Review for DQ Errors

Use the data element tables to know where DQ errors are present.
Click on the links to find out which clients are missing data.
Links can take you to the client’s dashboard so that you may fix the errors in ClientTrack.
See “How to fix DQ errors” handout for additional guidance.
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Click on the link to find out which client is 

missing the Enrollment CoC data element.

Another screen will open displaying the 

Client ID, name and the error. Click on the 

Client ID link and the system will take you to 

the client’s dashboard.

How do I get back to my report?

Once you have fixed the error you can 
navigate back to the reviewer to continue 
working any additional errors on the report.
Hover over the files icon on the Navigation 
Pane and you will be able to see the 
minimized files.
Click on the files and you should be taken 
back to the APR/CAPER Review Report

Sage HMIS Reporting Repository Upload
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Step 1: Verify your project information
Step 2: Review Numbers
Step 3: Click on “View your upload”

http://www.sagehmis.info/ 

Sage is a web-based reporting system. You 
do not need log-in credentials to test your 
report output.

Once all correctable errors have been 
fixed in ClientTrack, you must run a 
new APR export to upload to Sage. 
Run and download the export to your 
computer; you can access the export 
by navigating to the “Downloads” file 
on your computer.
Never open the zipped APR export prior 
to uploading. This will cause you to 
receive an error in Sage if you attempt 
to upload an opened file. If you wish to 
look at the files, create a copy of your 
export and open your copy instead.
Ensure you select the correct report 
type from the dropdown list
Click to choose file and select your 
most recent APR Export download on 
your computer
Click “Upload and Test”
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Saving/Printing Sage report

Once your report is visible, right click 
and select Print>Save as PDF
Ensure the layout is Landscape. If 
saved in Portrait, the dates will not be 
visible on the report.
Do not right click and select “Save As”. 
This saves the report as a webpage 
and the HMIS team cannot open it.

Sage Upload Issues
﻿

﻿

Missing files: May need to re-run your export. Ensure 
you complete all APR report parameters in ClientTrack.
Uploaded different file type that what was selected 
from drop down menu: Select “Test another upload” 
and start over making sure to select the correct file 
type.
You have the option to enter your email address and 
Sage will email you a copy of the errors.
If you need additional assistance with Sage, send an 
issue ticket through ClientTrack and include a copy of 
the email from Sage describing the errors.

Data Quality Report 
Expectations

• All  projects entering data into HMIS must run and submit reports
by the 10th of each month.

• Please turn in a Sage Detail Report after all DQ errors have either
been verified or fixed. The entire report must be submitted for DQ
to be considered timely.

• Save a copy of your APR Validation File in order to assist the HMIS
team with any questions about DQ.

• Utilize the ClientTrack issue ticket system to submit DQ reports.
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