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Agenda
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Trainings

Report Library: APR, Data Quality, Roster Report

Overlapping Enrollments

Missing Move-In Dates



Training
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Trainings
▪ Alameda County Privacy and Security

▪ For ALL Users to complete by noon on 02/29

▪ Users who have not completed the training by the deadline will have their 
account made inactive and will need to complete the Alameda Privacy and 
Security to have their account reinstated. 

▪ Agency Liaisons will be responsible for ensuring all users within their agency 
have completed the training before the deadline and will be responsible for 
reaching out to have user accounts reinstated.

▪ Alameda Coordinated Entry Training

▪ Only for users who require access to CE.

▪ Users who completed the training in the interim period will still need to 
complete the quizzes within their assigned module.

▪ The deadline for users who completed the quizzes in the interim period is April 
1st.

▪ If you completed the training before December 2023, please contact Michael 
Drane (Email: MDrane@acgov.org)
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Report 
Library
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Navigating to the Report 
Library
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Any user can utilize reports.

Running reports regularly can help 
identify data quality errors and allow you 

to view your program and client’s 
information in a snapshot.

1. Start by Selecting the Launchpad

2. Next, select the Reports Icon
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Report Library 
Categories

• Favorite Reports
• Data Quality Reports  
• Service Based Reports
• Program Based Reports 
• Assessment Based
• Profile Screen Reports
• Housing
• HUD Reports
• Administrator Reports
• Agency Specific
• Community and Referrals
• Agency Management



Reports

Now you are in the 
Report Library!

• Select the drop-down arrow 
next to the category to view 
the reports under the 
category.

• You can also “Favorite” 
reports you use regularly by 
selecting the star icon.

• Selecting the drop-down 
arrow next to “More Info” 
will allow you to view a 
description of the report.



Important Reports
[GNRL-106] Program Roster

(Program-Based Report)

• Who’s stayed in the program?

• Lists program stay information for clients with the selected status in the selected program
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Important Reports
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[HUDX-225] HMIS Data Quality Report (HUD Reports)
(HUD Reports)

• Who needs support around data entry? 
• Comprehensive data review
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[HUDX-227] Annual Performance 
Report

(HUD Reports)

The APR is a series of tables with 
questions about service levels and 
outcomes for the funded projects.

• Snapshot of clients served.
• Demographic information
• Data Quality Errors
• Current Living Situation
• Income and Sources
• Disabling Conditions
• Length of Stay
• Progress captured for the duration 

of enrollments.
• Exit Destinations
• And more…

Important Reports



Overlapping 
Enrollments
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OVERLAPPING ENROLLMENTS
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HUD Guidance:

Overlapping stays in a housing 
(tracked by move-in date) or 

emergency services (tracked by 
bed night for night by night, 

enrollment/exit for Entry/Exit) 
program cannot overlap by the 

same day.

HOW THIS COULD APPEAR IN THE DATABASE SCENARIOS:

An agency enrolls a client into a shelter, and there is an existing enrollment in another shelter or 
program.
▪ Contact Agency/Staff to exit. The agency must exit a day before the enrollment date into the 

new shelter.

Move-in Date for the Housing Program is during a stay in a shelter
▪ Contact Shelter/Staff to exit. Cannot have move-in dates that fall within another program.

What is an overlapping enrollment?

A client’s record in HMIS shows the client is a household in more than one 
shelter or housing program at the same time. 

A client can only sleep in one place at a time. HMIS should reflect this. 



CHECKING FOR OVERLAPPING ENROLLMENTS
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\To check for overlapping enrollments, you can use the client History tab and the 
[GNRL-106] Program Roster report to do a regular audit of enrollments.

OVERLAPPING ENROLLMENTS BY PROJECT TYPE:

• Overlapping enrollments by program type is a very common data quality error.  
• An example of an overlapping enrollment by program type is:

• The client was in the New Beginning Center ES from 3/1/20 to 6/1/20. They entered MHA Mainstream for PH on 5/1/20, 
but their move-in date was either 5/1/20 or 6/1/20. 

• This counts as overlapping enrollment because they were in the shelter while also being scheduled for permanent 
housing at MHA Mainstream.

Potential Issues Potential Fixes

Duplicate enrollments Review and delete duplicate enrollment

Missing exits Input correct exit dates for enrollments

Incorrect exit dates Correct exit dates for enrollments

REMINDER: HUDs definition 
of “Housing Move-in Date” is 
the date that the client 
PHYSICALLY moves in 
(becomes housed). 

https://help.bitfocus.com/gnrl-106-program-roster


CHECKING FOR OVERLAPPING ENROLLMENTS (CONT.)
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\

TO CORRECT THE DUPLICATE ENROLLMENTS:

• Select the Preferred Enrollment:
• Pick the enrollment with more detailed 

information.
• Update Chosen Enrollment:

• Add missing data from the duplicate enrollment.
• Transfer any services to the chosen enrollment.

• Confirm and Delete:
• Review changes made.
• Contact the Helpdesk to delete the duplicate 

enrollment.

TO CORRECT THE EXIT DATES:

• Navigate to Client Profile
• Click on “History”
• Select the Program with the incorrect Exit Date
• Click on the “X” at the top right-hand corner of 

the Programs history page. 
• Correct the exit date for the enrollment.
• Scroll down to the bottom of the page and click 

“Save Changes”
• Make sure to review the changes that you made. 

READ MORE ABOUT 
OVERLAPPING 

ENROLLMENTS HERE!

In general, we do not expect overlapping days in the 
project among and between the following project types: Emergency shelter, Safe 
haven, or Transitional housing

https://files.hudexchange.info/resources/documents/Preparing-for-the-LSA-Guidance-on-Common-Data-Quality-Issues.pdf


Move-in Dates
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Move-in Dates

The Housing Move-in Dates are required by all 
housing programs.

• “Move-in” means a lease arrangement has 
been made, the client has a key or entry 
ability to the unit, and the client has 
physically slept in the unit. This date may or 
may not align with the lease date. 

• Must be recorded at the point the household 
moves into a permanent living situation.
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Questions?
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Join us!
Alameda County Q&A Session

Every 2nd Tuesday of the month at 10:00 am

Register | HERE

Alameda County CE Q&A Session

Every 3rd Tuesday of the month, at 10:40 am

Register | HERE

Alameda County User and Liaisons Meeting

Every 4th Thursday of the month

Alameda Users 10a-11a

Agency Liaisons 11a-12p

Register | HERE
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Stay tuned for more training 
dates!

Coming soon! 

https://bitfocus.zoom.us/meeting/register/tZctf-uuqTsiH91llAUG-r9u_06kyidp2g-B
https://bitfocus.zoom.us/meeting/register/tZAkf-6vpz8sG9VXy7n8Jk5WYQuqTJkewE7S
https://bitfocus.zoom.us/meeting/register/tZ0kfuuvqzMiH9EQ8jF8JtC4eJkIAuOXpzws
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For support:

Alameda County HMIS Support Ticket:
Email: hmissupport@achmis.org

Bitfocus Help Desk:
For support that includes:
• New User Requests (Including CE)
• Password Reset
• Login Issues
• Chat

mailto:hmissupport@achmis.org


Alameda County 
Monthly Liaisons Meeting
February 2024
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Agenda
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Trainings

Report Library: APR, Data Quality, Roster Report

Overlapping Enrollments

Missing Move-In Dates



Training
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Trainings
▪ Alameda County Privacy and Security

▪ For ALL Users to complete by noon on 02/29

▪ Users who have not completed the training by the deadline will have their 
account made inactive and will need to complete the Alameda Privacy and 
Security to have their account reinstated. 

▪ Agency Liaisons will be responsible for ensuring all users within their agency 
have completed the training before the deadline and will be responsible for 
reaching out to have user accounts reinstated.

▪ Alameda Coordinated Entry Training

▪ Only for users who require access to CE.

▪ Users who completed the training in the interim period will still need to 
complete the quizzes within their assigned module.

▪ The deadline for users who completed the quizzes in the interim period is April 
1st.

▪ If you completed the training before December 2023, please contact Michael 
Drane (Email: MDrane@acgov.org)

24



Report 
Library
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Navigating to the Report 
Library
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Any user can utilize reports.

Running reports regularly can help 
identify data quality errors and allow you 

to view your program and client’s 
information in a snapshot.

1. Start by Selecting the Launchpad

2. Next, select the Reports Icon
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Report Library 
Categories

• Favorite Reports
• Data Quality Reports  
• Service Based Reports
• Program Based Reports 
• Assessment Based
• Profile Screen Reports
• Housing
• HUD Reports
• Administrator Reports
• Agency Specific
• Community and Referrals
• Agency Management



Reports

Now you are in the 
Report Library!

• Select the drop-down arrow 
next to the category to view 
the reports under the 
category.

• You can also “Favorite” 
reports you use regularly by 
selecting the star icon.

• Selecting the drop-down 
arrow next to “More Info” 
will allow you to view a 
description of the report.



Important Reports
[GNRL-106] Program Roster

(Program-Based Report)

• Who’s stayed in the program?

• Lists program stay information for clients with the selected status in the selected program
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Important Reports
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[HUDX-225] HMIS Data Quality Report (HUD Reports)
(HUD Reports)

• Who needs support around data entry? 
• Comprehensive data review
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[HUDX-227] Annual Performance 
Report

(HUD Reports)

The APR is a series of tables with 
questions about service levels and 
outcomes for the funded projects.

• Snapshot of clients served.
• Demographic information
• Data Quality Errors
• Current Living Situation
• Income and Sources
• Disabling Conditions
• Length of Stay
• Progress captured for the duration 

of enrollments.
• Exit Destinations
• And more…

Important Reports



Overlapping 
Enrollments
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OVERLAPPING ENROLLMENTS

33

HUD Guidance:

Overlapping stays in a housing 
(tracked by move-in date) or 

emergency services (tracked by 
bed night for night by night, 

enrollment/exit for Entry/Exit) 
program cannot overlap by the 

same day.

HOW THIS COULD APPEAR IN THE DATABASE SCENARIOS:

An agency enrolls a client into a shelter, and there is an existing enrollment in another shelter or 
program.
▪ Contact Agency/Staff to exit. The agency must exit a day before the enrollment date into the 

new shelter.

Move-in Date for the Housing Program is during a stay in a shelter
▪ Contact Shelter/Staff to exit. Cannot have move-in dates that fall within another program.

What is an overlapping enrollment?

A client’s record in HMIS shows the client is a household in more than one 
shelter or housing program at the same time. 

A client can only sleep in one place at a time. HMIS should reflect this. 



CHECKING FOR OVERLAPPING ENROLLMENTS
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\To check for overlapping enrollments, you can use the client History tab and the 
[GNRL-106] Program Roster report to do a regular audit of enrollments.

OVERLAPPING ENROLLMENTS BY PROJECT TYPE:

• Overlapping enrollments by program type is a very common data quality error.  
• An example of an overlapping enrollment by program type is:

• The client was in the New Beginning Center ES from 3/1/20 to 6/1/20. They entered MHA Mainstream for PH on 5/1/20, 
but their move-in date was either 5/1/20 or 6/1/20. 

• This counts as overlapping enrollment because they were in the shelter while also being scheduled for permanent 
housing at MHA Mainstream.

Potential Issues Potential Fixes

Duplicate enrollments Review and delete duplicate enrollment

Missing exits Input correct exit dates for enrollments

Incorrect exit dates Correct exit dates for enrollments

REMINDER: HUDs definition 
of “Housing Move-in Date” is 
the date that the client 
PHYSICALLY moves in 
(becomes housed). 

https://help.bitfocus.com/gnrl-106-program-roster


CHECKING FOR OVERLAPPING ENROLLMENTS (CONT.)
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\

TO CORRECT THE DUPLICATE ENROLLMENTS:

• Select the Preferred Enrollment:
• Pick the enrollment with more detailed 

information.
• Update Chosen Enrollment:

• Add missing data from the duplicate enrollment.
• Transfer any services to the chosen enrollment.

• Confirm and Delete:
• Review changes made.
• Contact the Helpdesk to delete the duplicate 

enrollment.

TO CORRECT THE EXIT DATES:

• Navigate to Client Profile
• Click on “History”
• Select the Program with the incorrect Exit Date
• Click on the “X” at the top right-hand corner of 

the Programs history page. 
• Correct the exit date for the enrollment.
• Scroll down to the bottom of the page and click 

“Save Changes”
• Make sure to review the changes that you made. 

READ MORE ABOUT 
OVERLAPPING 

ENROLLMENTS HERE!

In general, we do not expect overlapping days in the 
project among and between the following project types: Emergency shelter, Safe 
haven, or Transitional housing

https://files.hudexchange.info/resources/documents/Preparing-for-the-LSA-Guidance-on-Common-Data-Quality-Issues.pdf


Overlapping Enrollments Report
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Overlapping Enrollments Report
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Filter the report parameters by:
• Analysis Period (Report Period)
• Overlapped Agency
• Overlapped Project
• Project Type
• Agency Name

Next Steps:
• Work with each other to correct overlaps
• Review your agency and/or program data quality
• Talk with your teams to make sure they are reviewing the 

client’s history, so they know what to look for to avoid 
overlapping enrollments.

• Run reports regularly to minimize the amount of overlapping 
enrollments. 



Move-in Dates
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Move-in Dates

The Housing Move-in Dates are required by all 
housing programs.

• “Move-in” means a lease arrangement has 
been made, the client has a key or entry 
ability to the unit, and the client has 
physically slept in the unit. This date may or 
may not align with the lease date. 

• Must be recorded at the point the household 
moves into a permanent living situation.
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Questions?
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Join us!
Alameda County Q&A Session

Every 2nd Tuesday of the month at 10:00 am

Register | HERE

Alameda County CE Q&A Session

Every 3rd Tuesday of the month at 10:40 am

Register | HERE

Alameda County User and Liaisons Meeting

Every 4th Thursday of the month

Alameda Users 10a-11a

Agency Liaisons 11a-12p

Register | HERE
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Stay tuned for more training 
dates!

Coming soon! 

https://bitfocus.zoom.us/meeting/register/tZctf-uuqTsiH91llAUG-r9u_06kyidp2g-B
https://bitfocus.zoom.us/meeting/register/tZAkf-6vpz8sG9VXy7n8Jk5WYQuqTJkewE7S
https://bitfocus.zoom.us/meeting/register/tZ0kfuuvqzMiH9EQ8jF8JtC4eJkIAuOXpzws
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For support:

Alameda County HMIS Support Ticket:
Email: hmissupport@achmis.org

Bitfocus Help Desk:
For support that includes:
• New User Requests (Including CE)
• Password Reset
• Login Issues
• Chat

mailto:hmissupport@achmis.org

