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NOTE: We offer free, weekly trainings in this topic, over the Internet. These trainings last 45 minutes.
Click this link to fill out the registration form for a particular class:

http:// www.housingworks.net/static/WebTrainHMIS.pdf

OVERALL PROCESS DESCRIBED: There are four steps for running reports.
STEPS ONE, TWO, and THREE are the same for all reports. STEP FOUR, where you download
different reports, is a bit different for each report. Here’s a one page outline of the four steps

STEP ONE: Download the reporting tool from the EENHa e RepnrerErsions =i M=
HousingWorks website and save it to your desktop. Also, =
download the official HUD reporting form (“40118”).

Password for the 40118 is ‘hmis’. Download a new, fresh s dbera o ErlTie
copy of both every t1m§ you run reports — this is necessary e 2 o

because 1) HUD sometimes puts up a new form, and 2) we u - &

are regularly making changes to both items. Downloading

this reporting tool may take several minutes, depending on Step 3: Select Program (or leave as * to run all)

the speed of your computer and internet connection: - ]

Step 4: Select Report

http://www.housingworks.net/hmis/Reporter.mdb

Also, download the official HUD reporting forms (“40118”). If _|
asked, the password for these is “hmis’.

http://www.housingworks.net/hmis/40118.doc

http:// www.housingworks.net/hmis/40118FIN.pdf
(this second one is part 11, the financials

STEP TWO: Download your data from our
website. You will need an ID and password. The last
page of this document contains a place where you
can write down your ID and password. Be sure to
keep this instruction guide locked up, so that no one
can see the ID and password, or else you put your Reporter 10 | | if you've forgotten these

clients security and confidentiality at risk, and your | i
Y ty y Password: | | call (617) 304-0577 or smail ;

HUD funding is lost as a result.
| Sign-On

S5ign-On to access Housing Reporting Services

STEP THREE: Import the data into the Reporter tool.

STEP FOUR: Click the HMIS boxes to run your report, first the HMIS Worksheet and then the
HMIS APR.

STEP FIVE: You will need to transfer the answers from the HMIS APR into the official HUD
document that you downloaded in STEP ONE. Also, If you see that the worksheet contains missing
data for some clients, skip the APR:You will need to visit the individual HMIS forms and make
corrections. Then you will need to repeat steps TWO through FOUR to download and import the newly
corrected data.

Record your ID and password below and keep hidden.

ID: Password:
Call us at 617 504-0577 if you have questions or problems!







