About Reports in HMIS

Before running any report always select the appropriate program that you want to
report on using the Program drop down list. At the bottom of the list of your
programs there will be an option for All Agency Programs which will allow you to run
reports across all of the programs at your agency.

Almost all of the reports in HMIS will include a link that allows you to export the
report into Microsoft Excel® letting you manipulate all of the reports in many more
ways. If you don't have Microsoft Excel you can use any spreadsheet program.

When you run a Report, all of the navigation buttons that you are used to seeing will
be removed from the page so that you can print out a nicer looking report. Although
there are no buttons on the screen you can still get out of the report by clicking on
Foothold Technology's Logo in the top left hand corner of the page. It's always best
to use that logo to go back one page rather than using your browser's back button.
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In addition, ICHHI's Logo in the top right hand corner of the page will open up a Print
dialog box letting you print out the report.

Explaining the Report Menu

The Report Menu contains shortcuts to all of the reports found within HMIS. If you
know the exact name of a report you can find it easily by going to the Report Menu.
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All staff will have access to the Report Menu, but not all staff will have the ability to
run all the reports found there.



To run a report from this menu first select the Program you want to report on. Then
use the Select A Report drop down to select the /name of the report that you want
to run. When you select the name of the report/ you want, it will take you to the
starting page for that report.
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To locate a report, select a report category and report -OR- enter the title or a description of the report to be opened.
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To search enter a title keyword or description phrase. Leave the text box blank to get a list of all reports.

[ Search By Title Keyword ]

| /  Search By Description Phrase |

[ CONTINUE ] [ Jump Back ][ Cpening Menu H Help Menu ” Log Out

If you want to/see a list of all the reports and their descriptions, click the button that
says Search By Title Keyword. If you leave this search box blank you will get a list
of all the reports and their descriptions.

Questions?

Please use the Help Desk button in the Help Menu if you encounter any glitches where
something is not working the way you expect it to.

You can always contact your regional representative at 800-939-1617 or send a message to the
HMIS Help Desk. To find out who your regional rep is, on the Opening Menu, there is an
Information Link that you can follow to see a map of the State with all of the CoC regions and the
contact information for each of the regional representatives as well as the HMIS office staff.
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