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For technical concerns or additional information, please submit a ticket in ClientTrack.  For in-
depth assistance understanding the report, please send an e-mail to philahmis@phila.gov.  
 

 
 

http://philadelphiaofficeofhomelessservices.org/wp-content/uploads/2018/09/Quick-Guide-Submitting-and-Updating-Tickets-in-ClientTrack.pdf
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Updated: October 29, 2018 Page 3  

About the CSV - APR 

The CSV-APR Export, also referred to as the APR (Annual Performance Report), is a comprehensive report that looks 
at all of the participants served by a project during the reporting period. Projects that receive funding from the 
Continuum of Care program are required to submit an APR using the reporting site SAGE. The APR can also be used as 
a helpful tool for agencies to track data quality, ensure accurate reporting, and create project summaries.  

Generating the CSV – APR will produce two reports, the CSV- APR Export and the APR Detail. The CSV – APR Export 
contains the 66 Comma Separated Values (CSV) files that are uploaded into SAGE to view and submit the APR.  

The second report, the APR Detail, contains 11 DQ (data quality) Detail spreadsheets that focus on identifying 
reporting errors in the APR. These spreadsheets are defined below.  
 

 APR_6_3_Detail: Lists all clients served and provides information regarding demographics, prior living 
situation, chronic status, exit destination, income/benefits received, and length of stay.  

o This spreadsheet lists all participants in the project. 
 APR_6_3_DQ_2_Detail: Identifies errors in basic demographic information, such as name, Social Security 

number, race, ethnicity and gender.  
o This spreadsheet only lists participants with errors. 

 APR_6_3_DQ_3_Detail: Identifies errors in supplemental demographic information, such as veteran status, 
project entry, client location, disabling condition, and relationship to head of household.  

o Only lists participants with errors. 
 APR_6_3_DQ_4_Detail: Identifies participants with errors in exit destination and income resources reported 

at entry and the most recent (annual or exit) assessments. 
o Only lists adult (18+) participants with errors. 

 APR_6_3_DQ_5_Detail: Lists all of the data errors related to reporting a participant’s prior living situation. 
o Only lists adult (18+) participants who entered the project on or after October 1st, 2016. 

 APR_6_3_DQ_6_Detail: Length of time between Client’s actual entry into or exit from the project, and the date 
that the information was entered into ClientTrack.  

o Lists all adult (18+) participants with an entry or exit that is on or after October 1st, 2017. 
 APR_6_3_DQ_7 _Detail: Only applies to Emergency Housing Night-by-Night shelters (ex. After Hours or 

Winter Initiative) and Street Outreach projects.  
o Lists inactive participants enrolled in a project more than 90 days. 

 APR_6_3_DQ_13_Detail: Lists all of the responses to the HMIS Barriers sub-assessment for all participants 
during entry and their most recent assessment (annual or exit). 

o Lists all participants’ barrier responses at entry and their most recent assessment. 
 APR_6_3_DQ_14_Detail: Lists the responses for Domestic Violence Experience field in every adult 

participant’s most recent assessment.    
o Lists all adult (18+) participants. 

 APR_6_3_DQ_19_Detail: Categorizes the income change for all adult participants between their project entry 
and most recent assessment. 

o Lists all adult (18+) participants. 
 APR_6_3_DQ_21_Detail: Lists all of the responses for health insurance for each participant’s entry and most 

recent assessment (annual or exit).  
o Lists all participants’ health insurance responses at entry and their most recent assessment. 

 
 
Definitions of key terms and additional resources can be found at the end of this manual. 
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Instructions for Locating and Running the CSV – APR Report 

 

Locating the CSV - APR report in ClientTrack 
 

1. From the HOME workspace, click on HMIS Reports on the menu on the left side of the screen.  

 

2. Hover your mouse over the HUD/HMIS Reports folder, and click on CSV – APR 2018. 

 
 

Setting the Report Parameters 
 

1. Select the Date Range to use for the report. You can either select a date range using the 

predefined Date Range List drop-down menu, or enter custom dates in the Begin Date and 

to fields.  

 

2. The Organization will default to your organization. 

 

 

Selecting a Grant Program, a Grant Component or a Grant(s) is not recommended because 

it may impact which participants are listed in the report. Please ignore these fields and 

proceed to step 3.  

 

3. Select the program type to include in the report by checking the Filter by Program Type 

box, and then clicking on the Program Type.  

 

4. After selecting a Program Type, check the box next to Filter by Program and then click on 

the program(s) to include in the report. Multiple programs may be selected.  
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5. Check the box next to Generate Validation File, in order to include the data validation 

spreadsheets that are used to check the report’s data quality.  

 

 

6. To create the report, click the Run Export button on the bottom right side of the screen. 

 

7. A pop-up window will appear. Create a password for the report that is at least 8 characters 

long. Check the box next to Always Quote CSV Value(s), and then click Done.  

 

 

You will automatically be re-directed to Files on Server page. This page lists all of the reports 

available to download. The report will appear at the top of the list, with the date the report was created 

(time listed next to the date is not Eastern Standard).  

 

This report typically generates in a few minutes, depending on the amount of the participants in the 

project(s) selected. If you leave the Files on Server page, you can return by using the HOME workspace 

and selecting HMIS Reports and then Files on Server. 

 

Downloading the Reports 

The export will create two reports that need to be downloaded, the APR export and the data quality 

spreadsheets. The APR export will have a file name that starts with “HMIS APR 6.3 Export” and the data 

quality spreadsheets file will start with “HMIS APR_CAPER 6.3 Validation”. There is a third file, titled 

“HMIS APR_CAPER 6.3 Pre-Load,” but it is not necessary and does not need to be downloaded. 

 

1. Download the report by selecting the green arrow to the left of the file name.  

 

 

2. An icon will appear in the bottom left corner of the screen. Click on that icon to open the 

report.  
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3. The pop-up picture below will appear. Click on the Run button.  

 

 

4. The next window will ask for the password you created when generating the report. Enter 

the password and select the box next to I assume responsibility for the security of the extracted 

file(s).   

 
 

5. Select where the report should be saved by clicking on the “…” button, which is circled in red 

in the picture below.  

  

 

 

6. Browse for an appropriate folder to save the report (or select Desktop as seen below) and 

then click Make New Folder.  A “New Folder” icon will appear. Click the Ok button to close 

the window.  

 

 

7. Click the Extract button.  

 

 

 



 

Updated: October 29, 2018 Page 7  

8. The files will download and a pop-up window will appear with 11 data quality files.  

 

Open the spreadsheet labeled “APR_6_3_Detail” to ensure that the report was run 

successfully. If the spreadsheet lists the participants enrolled in the project, then the report 

was successfully run. If there are no participants listed in the first spreadsheet, re-run the 

report or submit a ticket in ClientTrack.  

 

9. Repeat steps 1 through 7 for the APR Export.  

 
The third file will also be available, titled “HMIS APR_CAPER 6.3 Pre-Load,” but does not need 

to be downloaded. 

 

Prepare File for SAGE Upload 
Before uploading the APR data into SAGE, the CSV-APR Export files must be placed into a zip file.  
 

1. Open the folder containing the APR Export files. Click Organize in the upper left hand corner 

and then click Select All. 

 

 

All of the files in the folder should be highlighted, as seen in the image below.  

 

 

2. Right click on any file and hover over the option Send To and then select Compressed 

(Zipped) Folder.  

 
3. A compressed zipped folder containing all the files will be created and will appear in the 
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same folder as the files. In the example below, the compressed zip folder was automatically 

named Q7a. 

 
 

This zip file, Q7a, is the file that will be uploaded into SAGE. Opting to change the name of the file 

will not alter the contents within the zip folder. 

 
 

Upload a ‘Test’ Report to Review the APR 
Once your data has been placed in a zip file, you can upload a first draft or ‘test’ report on SAGE to preview 
how the report will look. This provides you with an opportunity to carefully examine the APR for accuracy.  
 

1. Open the SAGE webpage: https://www.SAGEhmis.info/ 

 

2. Do not log in to SAGE. Instead, select the link under “Test run a report,” as highlighted below 

in the red box.  

 

3. On the next page, select “CSV-APR 2018” from the dropdown list.  

 

4. The following information will appear. Click Choose File and select the compressed zipped 

folder. For instructions on creating a compressed zipped file review the previous section, ‘To 

Prepare for SAGE Upload.’  

 
 

5. Select “I am not a Robot” and complete the verification steps if necessary. 

 

6. Click Upload and Test. 

 

7. The project information will appear on the right side of the page. Scroll to the bottom of the 

page, and click Create Report. 

 
 

8. At the bottom of this page, a link will appear. Click View This Report to open the APR.  

 

Reviewing the Data Quality Spreadsheets and Correcting Common Errors 

https://www.sagehmis.info/
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The following sections review the 11 data quality files from the APR Detail Export. Opening the first 
spreadsheet, “APR_6_3_Detail,” is recommended as a first step to ensure that all of the participants enrolled in 
the project are reported. The rest of the spreadsheets can be reviewed in any order.  

 

 

Please Note:  Any data element with Client Doesn’t Know, Client Refused, or Data Not 

Collected selected is considered an error. Please update client records with information as it 

available or becomes known. 

 

 

APR_6_3_Detail 
The first spreadsheet lists all of the project’s participants served during the reporting period. It 
includes client record level details on demographics, income resources, non-cash benefits, and 
information pertaining to chronic status and household composition. This spreadsheet can be useful 
for identifying which data is used to generate aggregate totals, such as total persons employed at 
project entry, or total chronically homeless persons served.  
 
Use this spreadsheet to make sure that all of the participants in the project are listed. If a participant 
is missing, check their record in ClientTrack to see if their entry and exit dates are correct. If the dates 
are accurate and the participant is still missing, please submit a help ticket in ClientTrack. 

 
 

APR_6_3_DQ_2_Detail 
This spreadsheet identifies client record errors regarding the participant’s basic client data elements, 
which includes their name, Social Security number, gender, race, ethnicity, and their date of birth. 
Only client records with data errors will be listed. If there are no client records listed in this 
spreadsheet, then no errors were found.  
 

 
 

Common Errors 

Errors are classified into three categories, Don’t Know, Missing, and Data Issues. Common causes of 
these types of errors are listed below. For Missing and Data Issue errors, a brief explanation of the 
error will be listed under the Data Issue Reason column.   

 Don’t Know 

o Selected “Client doesn’t know,” or “Client refused,” in response to name quality, SSN 
quality, date of birth quality, ethnicity, race, or gender.   

 Missing 

o Selected “Data not collected” 

o Did not provide a response.  

 Data Issues 

o Name has numerical values (“John Doe222”). 

o Social Security number only partially entered or uses letters (for example, entering 
“5__-25-2525” or “XXXX-XXX-2525”).  

 

o Social Security number does not conform to rules set by the Social Security 

http://philadelphiaofficeofhomelessservices.org/wp-content/uploads/2018/09/Quick-Guide-Submitting-and-Updating-Tickets-in-ClientTrack.pdf
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Administration, such as repetitive (5555-55-5555) or sequential (123-45-6789). 

o Date of Birth provided is later than the date the participant enrolled in the project. 
Participants born while the family is in a project must have a project start date at least 
one day after their date of birth.  

 

Errors listed in this spreadsheet can be reviewed and fixed by opening the participant’s basic information 
page, as seen in steps 2 & 3 in the example below.  
 
Example – Correcting Name and Social Security Data Errors 

 
1. In the screenshot below, Jane Doe has data quality errors for her name and social security 

number. 

 

2. In ClientTrack, open the client record by using the Client ID.  

 

3. Open the Basic Client Information by clicking on Edit Client Information on the left side of 

the screen.  

 

 

4. In the screenshot of Jane Doe’s information below, the Name Quality field has not been 
selected, and the Social Security number is missing a digit. To resolve the data quality issues, 
select a Name Quality and enter the full Social Security number. Click Finish at the bottom of 
the page.  

 
 

The Basic Client Information page can be used resolve data errors for gender, race, ethnicity, and 

veteran status. Veteran status errors are identified in the next spreadsheet, APR_6_3_DQ_3_Detail. 

   

 

 

 

 

 

 

 

APR_6_3_DQ_3_Detail 



 

Updated: October 29, 2018 Page 11  

This spreadsheet identifies additional demographic information, such as veteran status, project entry, 
client location, disabling condition, and relationship to head of household. As with the previous data 
quality spreadsheet, DQ2, only client records with data errors will be listed. If there are no client records 
listed in this spreadsheet, then no errors were found. 
 

 
 
 

Common Errors 

Errors for these data elements are identified under the Data Issue Reason column. Common errors and 
their causes are listed below.  

 Client Refused indicates that “Client refused,” was selected for the data element.  
 Client Doesn’t Know indicates that “Client doesn’t know,” was selected for the data element.  
 Missing indicates that no response was selected for this data element. Data Not Collected 

indicates that “Data not collected” was selected for the data element.  
 Head of Household without Location refers to the Client Location section of the Entry Assessment 

for the Head of Household only. If the person is a single individual, that person is the head of 
household.  Guidance for fixing this error is provided on page 11. 

 Missing or More than one Head of Household is from a household missing a Head of Household, or 
having multiple heads of households. For these errors, please submit a ticket in ClientTrack.  

 No Disabling Condition but Chronic Condition indicates there are conflicting responses for this 
data element. Guidance for fixing this error is provided on page 12. 

 Overlapping Enrollments indicates that the project enrollment dates coincides with another 
project’s enrollment dates. This could be due to a duplicated project entry, or an outstanding 
enrollment by another agency. For these errors, please submit a ticket in ClientTrack.  
 

Correcting Common Errors 

Veteran status errors can be resolved by reviewing the participant’s client information, as seen in the 
previous section, APR_6_3_DQ_2_Detail, in steps 2 through 4 on page 10. As previously stated, for errors 
regarding Missing or More than one Head of Household and Overlapping Enrollments, please submit a 
ticket in ClientTrack. 

 
Example – Correcting Head of Household without Location 

 
1. Open the participant’s client record in ClientTrack.  

 
2. On the left-side of the screen, click Assessments.  

 
3. Click the blue button next to the appropriate entry assessment for the project.  From the drop-

down menu that appears, select View Related Assessments. 
 

 
 

4. Click the pencil and notebook icon next to the HMIS Universal Data assessment.  
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5. Under the Disabling Condition there is a section labeled Client Location. From the drop-down 

menu, select the only option, which is PA-500 – Philadelphia CoC. 

 
 
 

This field will only appear for the head of household’s entry. If this field does not appear, check to 
see if the household is properly set-up by clicking Household Members on the left side of the 
screen. 

 
6. Click the Save button in the bottom right corner.  

 
 

Example – Correcting No Disabling Condition but Chronic Condition 
One of the most common errors is due to a participant response for disabling condition in the HMIS 
Universal Data sub-assessment does not match what is in the HMIS Barriers assessment. For example, 
selecting ‘No’ for disabling condition, and then ‘Yes’ for development disability, is a data error. 
 
If the disabling condition is consistent in both records and the report still identifies the client, please 
submit a ticket in ClientTrack. 
 

1. Open the participant’s client record in ClientTrack.  
 

2. On the left-side of the screen, click Assessments.  

 
3. Select the Entry assessment for the project.  

 

 
 
 

4. Open the HMIS Universal Data assessment by clicking the notebook and pencil icon next to it.  
 

 
 
 

5. Look at the response for the disabling condition. In the picture below, “No” is selected. 
 

 
 

6. Click Cancel in the bottom right corner to return to the previous screen.  
 

7. Open the HMIS Barriers assessment by clicking the notebook and pencil icon next to it.  
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8. As seen below, the participant is recorded as having two disabilities, which does not match what 
was seen in step 4. The disabling condition in the HMIS Universal Data assessment must be 
changed to reflect what is in the HMIS Barriers assessment. So either the disabling condition 
must be changed to ‘Yes’ (steps 1 through 5), or the Barriers have ‘No’ for Condition is 
Indefinite. 

 
 

9. Click Cancel to return to the previous screen.  
 

10. Open the HMIS Universal Data assessment and change the disabling condition status to “Yes.” 
 

11. Click Save.  
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APR_6_3_DQ_4_Detail 
This spreadsheet identifies errors in destination and income and sources for entry and the most recent 
assessment completed (annual or exit). As with the previous data quality spreadsheets, only client 
records with data errors will be listed. If there are no client records listed in this spreadsheet, then no 
errors were found. 
 

 
 
Common Errors 

 Destination indicates that one of the following exit destinations was selected: 

“No Exit Interview Completed”, “Client Doesn’t Know”, “Client Refused”, or “Data 

Not Collected.”  

 Income and Sources at Start and Income and Sources at Exit indicates the financial section of the 
assessment was not filled out properly. This includes:  

o Selecting “Client Doesn’t Know”, “Client Refused”, or “Data Not Collected” for the 
Financial section of the Annual Assessment is also identified as an error.  

o The date of financial section does not match the date of the assessment.  

o Response to Income from Any Source is “Yes” but no sources of income are identified 

o The assessment is missing the financial section.  

 Income and Sources at Annual Assessment errors are usually due to the annual assessment 
missing (see Definitions section for more information on Annual Assessments). Errors can also 
be caused by the date of the Annual Assessment, which should one year after the Head of 
Households entry date. It is recommended that Annual Assessments are dated within the same 
month of the Head of Households’ anniversary.  

o Selecting “Client Doesn’t Know”, “Client Refused”, or “Data Not Collected” for the 
Financial section of the Annual Assessment is also identified as an error.  

 
Example – Correcting Income and Sources at Start 

 
1. Open the participant’s client record in ClientTrack.  

 
2. On the left-side of the screen, click Assessments. 

 
3. Find the Entry Assessment and note the date (the date is listed in the red bow in the image for 

Step 4).  
 

4. Open the assessment by clicking the blue circle icon on the far left, and then selecting View 
Related Assessments from the drop-down menu.  

 
 

 
5. Select Financial from the lists of assessments by clicking on the notebook and pencil icon to the 

left of it.  
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6. At the top of the page, note the Assessment Date. If this date is different than the entry 
assessment, then correct the date so that it matches the entry assessment.  

 
 
 

7. If “Yes” is selected for Income from Any Source then at least one Type of income source must 
have a check mark to indicate that resource is received and the Monthly Amount must be listed 
to the right of that income type.    

 
 

 
8. If “Yes” is selected for Non-Cash Benefits from Any Source then at least one Type of non-cash 

benefit must have a check mark next to it. Entering the value of the non-cash benefit is not 
required. 

 
 

9. At the bottom right corner, select Save & Close.  
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APR_6_3_DQ_5_Detail 
This spreadsheet looks at errors regarding the participant’s or household’s previous living situation. This 
information is only required to be entered for Heads of Households and adults (18 years+), and is 
required to be reported during the entry assessment. Examples are provided below to further illustrate 
who this information is required for. APR_6_3_DQ_5_Detail lists all of the participants enrolled who are 
required to have this information. If information is missing, the report identifies which response is 
missing.  
 

 
 

    Participants who are required to have Prior Living Situation reported 

Household Composition 

Prior Living 
Situation 
required 

Explanation 

Family: Single Father (age 
36) & Child (age 3)  

Father 

Father is the head of household. It is not required 
for the child because the child is under 18 years 
old.  

Family: Single Mother (age 
52) & Adult Child (age 19)   

Mother & Child 
Mother is Head of Household and the Child is over 
the age of 18.   

Individual: Youth (age 17)  Youth Youth is the Head of Household. 

 
 

Common Errors 

Any records with a column marked as “Missing” is a result of either selecting “Client Doesn’t Know”, 
“Client Refused”, or “Data Not Collected” for that field, or not entering the data for this section. The 
columns and their corresponding fields in the entry assessment are listed below. 

 Missing Time Housing refers to the Length of stay in prior living situation drop-down menu 

 Approx. Date Started refers to the Approximate date homelessness start field 

 Number of Times refers to the Regardless of where they stayed last night – Number of times 
the client has been on the streets, in ES, or SH in the past three years including today drop-
down menu 

 Number of Months refers to the Total number of months homeless on the streets, in ES, or SH 
in the past three years drop-down menu 

 
Example – Correcting “Missing” for Number of Times and Number of Months 

 

1. Open the participant’s client record in ClientTrack.  
 

2. On the left-side of the screen, click Assessments. 
 

3. Locate the Entry assessment for your project, and open it by clicking the blue circle icon on the 
far left, and then selecting View Related Assessments from the drop-down menu. 
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4. From the assessments select HMIS Universal Data by clicking on the notebook and pencil icon 
to the left of it. 

 
 
 

5. Scroll down the section labeled Living Situation (living situation refers to the location the 
participant stayed in the night before entering the project). 

 
*The Living Situation fields that are displayed depend on the Type of Residence selected. In the 
screenshot below, a response under the “Transitional and Permanent Housing Situation” 
category was selected.  
 

 
 
 
 

6. Enter the missing information by making sure that all of the fields have responses (Client doesn’t 
know, Client refused, and Data not collected are not considered accurate responses). In image 
above, Client Refused was selected for  Regardless of where they stayed last night – Number 
of times the client has been on the streets, in ES, or SH in the past three years including 
today and for  Total number of months homeless on the streets, in ES, or SH in the past 
three years. To correct these errors, provide accurate responses, as seen in the image below.  
 

 
 
 

7. Click the Save button in the bottom right corner.  
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APR_6_3_DQ_6_Detail 
This spreadsheet looks at the timeliness of data entry. It does not list any errors. Instead, it provides the 
length of time between an event, such as entry, and the date the event was reported in ClientTrack. There 
are no data errors reported in this spreadsheet. The purpose of this spreadsheet is to provide insight on 
data quality. In order to ensure the highest data quality, HUD recommends entering data into ClientTrack 
within 3 days of the event.  
 

 
 
Data entry timeliness is reviewed on a project level by OHS on a quarterly basis, and is reported to 
providers through the Data Quality Reports distributed during the Quarterly Provider meetings.  

 
 
 

APR_6_3_DQ_7_Detail 
Only applies to Emergency Housing Night-by-Night shelters and Street Outreach projects. 
 
Participants in street outreach and night-by-night projects often leave or disappear without completing 
an exit assessment. To prevent these project types from having too many open records, this report 
identifies all of the inactive participants enrolled in a project more than 90 days.  

 

 

 

APR_6_3_DQ_13_Detail 
This spreadsheet lists all of the responses to the HMIS Barriers section in the entry and most recent 
assessment (annual or exit) completed. It also lists all of the data that is used to populate tables Q13a1 
through Q13c2 of the APR.  

 

 
 

Common Errors 

Common Errors for reporting Disabling Condition are reviewed in APR_6_3_DQ3_Detail on page 10. For 
all other errors, please submit a ticket in ClientTrack.  
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APR_6_3_DQ_14_Detail 
This spreadsheet reports a participant’s most recent response to Domestic Violence Survivor.  This 
report includes adults only. 

 

 
 

Common Errors 

 A participant missing from the APR_6_3 _DQ_14_Detail  spreadsheet indicates one of the 
following errors 

o Date above Domestic Violence Survivor field does not match date of the assessment 

o Missing a response to Domestic Violence Survivor field 

 
Example – Participant Missing from Data DQ 14 spreadsheet 

 
1. Open the participant’s client record in ClientTrack.  

 
2. On the left-side of the screen, click Assessments. 

 
3. Open the Entry Assessment and select the Domestic Violence sub-assessment.  

 
4. Check the dates of the assessment and the sub-assessment, seen in the red boxes in the image 

below. If these dates do not match, as in the image, change the date Assessment Date of the sub-
assessment.  

 

 
 

5. Click Save. 
 

6. If the dates are correct and the Domestic Violence Survivor field has a response, repeat steps 1 
through 5 for the latest assessment (Annual or Exit). 
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APR_6_3_DQ_19_Detail 
This spreadsheet assigns a category to describe the change in income for all adult participants 
between their project entry and most recent assessment (annual or exit). Participants enrolled in a 
project less than one year, or who are under the age of 18, are excluded from this report.  

 
Common Errors 

 Client marked as not having income, but ‘Yes’ is reported in assessment.  

o If ‘Yes’ is selected for earned income, but no amount is recorded, the person is not 
reported as having earned income. This rule applies to other income (defined in Key 
Terms).   

 
Correcting Common Errors 

Common Errors for reporting financial information are reviewed in APR_6_3_DQ4_Detail section  on page 
13. For all other errors, please submit a ticket in ClientTrack.  

 
 
 
 

APR_6_3_DQ_21_Detail 
This spreadsheet lists all of the responses for health insurance for all participants reported in their 
entry and most recent assessment. 
 

 
 

Common Errors 

 Data not collected  

o Selected “Data Not Collected” or the date of the assessment is not consistent with the 
event (i.e. entry date doesn’t match the entry assessment date). 

 Insurance Types are blank 

o A response was not selected for the Insurance Type, or date of the assessment is not 
consistent with the event (i.e. entry date doesn’t match the entry assessment date). 

 
Correcting Common Errors 

Errors found in this spreadsheet can be repaired by opening the participant’s assessment and reviewing 
the health insurance information. Instructions for this can be found using steps 1 through 4 of Example – 
Correcting Head of Household without Location on page 11. The assessment type is identified in the 
spreadsheet in column L (InsuranceFromAnySource), as seen below.  
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Definitions of Key Terms 

The following terms are all data elements that are reported in the first spreadsheet, APR_6_3_Detail. 

Age:  the age of the client at the start of the reporting period. If the reporting period was 2/1/2018 to 
2/28/2018, then the age would be the client’s age as of 2/1/2018. This is different from other reports, such 
as the APR, which uses the age of the client at project entry, or the report start date; whichever is later. 
 
Annual Assessment: an assessment to be completed on an annual basis for anyone enrolled in a project for 
more than one year. This assessment is required for all participants enrolled in Continuum of Care funded 
projects.  
 
It is recommended that when completing an annual assessment, the date of the assessment should be any day 
within the month of the anniversary (e.g. participant enrolled in the project 09/22/2016, should have an 
annual assessment for any date in September 2017.) 
 
For Families Only- the date of the annual assessment should always be according to the head of household’s 
entry date regardless of the other household member’s entry date. For example, the head of household 
enrolled in a project 9/22/2016. In December, a family member joined the household and enrolled in the 
project. The new family member’s annual assessment would need to be completed for September 2017.  
 
Chronically Homeless: if a client or a client’s head of household is considered chronically homeless, this field 
will populate with a “Yes”. Otherwise, the field will populate with a “No”. To review which clients are 
chronically homeless, and which are chronically homeless by association (their head of household is 
considered chronically homeless), review the APR_6_3_Detail spreadsheet.  
 

Disabling Condition: A disabling condition in reference to chronic homelessness is defined by HUD as a 
diagnosable substance use disorder, serious mental illness, developmental disability, or chronic physical 
illness or disability, including the co-occurrence of two or more of these conditions. A disabling condition 
limits an individual’s ability to work or perform one or more activities of daily living (Source: U.S. Department of 
Housing and Urban Development (2007), Defining Chronic Homelessness: A Technical Guide for HUD Programs. Page 3).  
 
Enroll Date: the date that the client’s participation in the project started. This definition can vary by project 
type, as described below.  
 

HUD’s Definition of the Enroll Date by Project Type1 

 Street Outreach: date of the first contact or interaction with the client. 
 Emergency Shelter: first night the client stayed in the shelter.   
 Safe Haven and Transitional Housing: the date the client moves into the residential project 
 Permanent Housing (All types, including Rapid Rehousing): the date the client was admitted into 

project. To be considered admitted, the client must meet the project’s eligibility criteria, indicate 
that they want to enroll in the project, and be able to access services and housing through the 
project, if not right immediately, then in a reasonable amount of time. 

1 U.S. Department of Housing and Urban Development (2017). HMIS Data Standards Manual. Page 29. 
 
Enroll ID: a unique number associated with a client’s entry into a project. If a client enters a project multiple 
times during the reporting period, the report will list the client record twice, with two distinct Enroll IDs.  

Entry/Annual/Exit Income Assessment Date: date listed in the financial section of the entry, annual or exit 
assessment. This date must match the corresponding assessment. These dates are found in the 
APR_6_3_Detail  spreadsheet, and are listed below.  

 EntryIncomeAssessmentDate must match the entry date in column At_Start_AssessmentDate 
 ExitIncomeAssessmentDate must match the exit date in column Exit_AssessmentDate 
 Annual_AssessmentDate must match the annual assessment date in column 

AnnualIncomeAssessmentDate  
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Entry/Annual/Exit Earned Amount: Total amount of earned income received by the participant on a 
monthly basis.  

Family Account ID: an additional identification number to link households. All members of a household 
should have the same Family Account ID. For correcting errors, please submit a ticket in ClientTrack.    

Household ID:  a number that is assigned to an entire household at every project start. When reviewing the 
APR_6_3_Detail spreadsheet, this field can be used to identify which client records are properly linked as a 
household by looking at client records with the same Household ID. If a member of a household has a 
different Household ID than the rest of the household, this could indicate that the household is not connected. 

Household Type: households are classified as one of the three categories listed below: 
o Adults Only: Single Individuals or Households without any children under the age of 18 
o Adults with children: Households with at least one child under the age of 18 
o Children Only: Individual Youth or Youth households without an adult over the age of 18  

 
Housing Move-In Date: (for Permanent Housing and Rapid Rehousing projects only) the date that the head 
of household moved into housing. Only the head of household is required to have a move-in date. This can be 
the same date as the enroll date, if the client moves into housing on the same day they enroll in the project. If 
the household moves into a unit a week after starting with the project, then the move-in date should be one 
week after the enroll date.   

 
 

HUD’s Definition of the housing Move-In Date: 
The date that a household admitted into a Permanent Housing or Rapid Rehousing project 
moves into housing.1 This means a lease arrangement has been made, the client has a key or 
the ability to enter the unit and that the client has physically slept in the unit.2 

 

1 U.S. Department of Housing and Urban Development (2017). HMIS Data Standards Manual. Page 55.   
2 U.S. Department of Housing and Urban Development (2017).  Continuum of Care (CoC) HMIS Program Manual. Page 121.  

Other Income: Includes the following income types: Unemployment Insurance, SSI, SSDI, VA Service-
Connected Disability, VA  Non-Service Connected Disability Pension,  Private Disability Insurance, Worker’s 
Compensation, Temporary Assistance for Needy Families (TANF), General Assistance, Retirement (Social 
Security), Pension or retirement income from a former job, Child Support, Alimony/Spousal Support, and 
Other Income.  

Participant: an individual or family member who is enrolled in a project  

Relationship to HoH: this field identifies the client’s relationship to the head of household. Responses 
include: Self (head of household), Head of Household’s child, Head of Household’s spouse or partner, Other: non-relation 
member, and Head of Household’s other relation member (other relation to head of household).  

If a client’s Case ID is unique, their relationship should be marked as Self (head of household). If the client is 
not marked as such, it may indicate that the client is not properly attached to the household.   

Youth Household: this field will populate with a “Yes” if the client’s household is considered a Youth 
Household, which refers to a household that only contains members with a valid date of birth and are age 24 
or younger. If the household is not, this field will be populated with a “N/A”.  
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Additional Resources 

Quick Guide to Submitting and Updating Tickets in ClientTrack 

 

Information on the actual SAGE submission process can be found in the CoC APR Guidebook, which is also 

available via the HUD Exchange website. 

https://www.hudexchange.info/resources/documents/SAGE-coc-apr-guidebook-for-coc-grant-

funded-programs.pdf 

 

SAGE can only be accessed by authorized users who have been assigned a username and password. A 

training video on how to create an account in SAGE is available via the HUD Exchange website. 

https://www.hudexchange.info/trainings/courses/SAGE-training-video-how-to-create-an-account/ 

 

http://philadelphiaofficeofhomelessservices.org/wp-content/uploads/2018/09/Quick-Guide-Submitting-and-Updating-Tickets-in-ClientTrack.pdf
https://www.hudexchange.info/resources/documents/sage-coc-apr-guidebook-for-coc-grant-funded-programs.pdf
https://www.hudexchange.info/resources/documents/sage-coc-apr-guidebook-for-coc-grant-funded-programs.pdf
https://www.hudexchange.info/trainings/courses/sage-training-video-how-to-create-an-account/

