


DATA QUALITY

Running and Researching 640 Data Quality reports 

Presenter
Presentation Notes
Today's training will be on data quality.  I will review with you in depth step by step instruction of how to run the 640 ART data quaity report and also how to further delve into locating error on this report to research thm in HMIS.



Presenter
Presentation Notes
We want you to give us your data!



DATA QUALITY:  IMPORTANT REMINDERS

 Data reports are required and are due set months based on their specific project type

 Agencies should account for 14 thresholds as well as error percentages met prior to their data 
quality report submission to KHC

 Review the 640 for errors not identified with the thresholds

 Questions regarding report errors should be submitted via a ticket to the Help Desk for further 
assistance.

Presenter
Presentation Notes
Data reports are due on months according their specific project type.  CoC projects are mostly due on the odd months of the year and ESG even.  Therefore, if an agency has both CoC and ESG projects, they will ultimatly be sending a report every month.  Again, to clarify, reports are due bi-monthly but due to the scheduling, agencies may be submitting them every month.  To determine when your report is due, visit the Data Calendar on the Help Desk.We will discuss the additional error further into this presentation.This is an important reminder that is the basis for data quality and we will review this on upcoming slides.The Help Desk is available to assist with questions regarding running the report as well as errors found on it.



PROCESS FOR DOWNLOADING A DATA QUALITY REPORT

Follow these steps listed below:

 Log onto HMIS and click the Reports tab on the left 
side of the screen which will then display the Data 
Quality Framework Provider Report selection.

 Click on Search to look up the desired project.
 Type in the project name, click search and then click 

the green + symbol which will then populate.
 Enter the start date and end date.  The report should 

be run on a one year time frame.  For example, if your 
start date is 11/15/19 then your end date should be 
11/15/20.

 Click the square box next to the corresponding 
Entry/Exit type.  The majority of projects will be HUD; 
however, ensure the correct box is checked if you 
have a PATH, RHY or VA project.

 Next, click on the “Build Report” button.  The report 
should appear almost instantly.

 To save the report as a PDF, right click on the report 
and select Print.

 Scroll throughout the report to view for errors.  
Reports not viewed for errors will be returned to the 
agency for correction.

 Once completed, send the report

* You can locate further detailed instructions on the Help Desk by 
clicking on the link HMIS Running CANNED ART 640 Report 

Presenter
Presentation Notes
Listed here are the principle steps taken in attaing the 640 for your project.  We will go into each of these steps.  Listed at the bottom of this screen is the link to the Help Desk where you can also locate a Word document displaying step by step instructions.

https://khchca.intervalsonline.com/tasks/


STEP 1
Log onto HMIS and click the Reports tab on the left side of the screen 
which will then display the Data Quality Framework Provider Report 
selection.

Presenter
Presentation Notes
Within HMIS, you will need to click on "Connect to ART", the black arrow next to "Public Folder", ART Report Index, 600 and finally 640



STEP 2 Click on Search to look up the desired project.

Presenter
Presentation Notes
Once the ART Items Details box opens up, click on Schedule Report.  This allows you to run the report now as well as schedule it for a future date.  Click on Select Provider and you will need to enter the specific project you want to run the report on.  This is an important step.  Next the Effective Date is the date you would like the report to end on.  The Start Date is the beginning date and the End Date is the same as the Effective Date Plus 1 day. The Entry Exit Type should be HUD with the exception of VA, RHY or PATH projects which you should then select that accordingly.The Report Format can be downloaded into either a PDF or Excel format.  For KHC's Data Quality Report, this will need to be in the PDF format.  The interval is how you would like the report scheduled.  If you are wanting this to be once, then select Once.  You can also have the report run daily, weekly or monthly based on your preference.  TChoosing Weekly is a good tool if you would like to keep review of your data to ensure a clean report before the time of submission.



STEP 3 Type in the project name, click search and then click the green + 
symbol which will then populate.

Presenter
Presentation Notes
After you enter the information on the ART Items Details screen, scroll down to the bottom of the page and you can view the scheduled report.  Underneath the Status, it will say Complete or Running.  The report may take several minutes to run so if you see it's Running, it may not be finished yet.  You can always hit the Referesh button to double check. There are times when you may need to click the Refresh button for it to change to Complete.  To view the report, click on the magnifying glass to the left of the report name.



STEP 4 & 5
Enter the start date and end date.  The report should be run on a one year 
time frame.  For example, if your start date is 11/15/19 then your end date 
should be 11/15/20.
Click the square box next to the corresponding Entry/Exit type.  The majority 
of projects will be HUD; however, ensure the correct box is checked if you 
have a PATH, RHY or VA project.



STEP 6 Next, click on the “Build Report” button.  The report should appear 
almost instantly.



STEP 7 To save the report as a PDF, right click on the report and select Print.



STEPS 8 & 9
Scroll throughout the report to view for errors.  Reports not viewed for errors will be 
returned to the agency for correction.

Once completed, send the report to kyhmisdataquality@kyhousing.org



THRESHOLDS

Agencies are expected to meet 14/14 
thresholds as well as an acceptable 
percentage of 2% or lower for each 
project report.  These thresholds are 
shown to the right.

Should the threshold or percentages 
not be reached, an explanation and/or 
corrective action plan MUST be 
submitted along with the report.

Errors remaining on reports will alter 
the true reflection of clients the 
Commonwealth is serving; therefore, 
providing inaccurate data to HUD 
which could further effect funding as 
well as other organizational support.

Presenter
Presentation Notes
Once you have pulled up the report, you will want to check for errors for the 14 Thresholds.  The errors will present themselves in Questions 1-5 on the report.  The thresholds are listed on this screen.  Also, you will need to ensure the acceptable percentage of threshold error is 2% or less.  This error perctage will show on Questions 1-5 as well.If you should have errors, they must be researched for correction.  If you cannot correct them, contact the Help Desk for assistance.  Any error which cannot be immediatly corrected, a Corrective Action Plan must be submitted along with the report.  Within this plan, the agency must state the client ID, threshold error, what has been done to correct the error or actions taken for correction.If any agency has continuous errors or lack of report submission, action may be taken by KHC.  The data provided by agencies directly reflects the state of homelessness for the Commonwealth.  When errors are present within the data submitted, it provides a completely inaccurate reflection of this population.  Your data, your information submissions drive the funding for the state as well as your own agency.



FURTHER STEPS TO CORRECTING ERRORS

Once you have identified the error on the 640 report, log onto HMIS and enter the client data.  

The threshold shown on the 640 will help you identify which component of HMIS the error is presenting to 
under the client file.  Example: If the threshold error is displaying as a Head of Household error, then that is 

where you should review the client data in HMIS

Once the error is corrected, you will need to rerun the report.  The error correction may not show updated for 
24 hours after the correction is made.

Presenter
Presentation Notes
After you have reviewed your 640 report and see there are errors, take the client number from the error and review the client file in HMIS.  The error location on the report should assist you with where you might find the error in HMIS.  If there is an annual assessment error, then search there first.  If there is a social security number error, then look under the Client Profile tab.  This answer may not always be exact but it is a good starting point for researching the problem.



HAVE QUESTIONS OR NEED ASSISTANCE  WITH ERRORS?  THE KHC HELP DESK IS HERE TO ASSIST YOU!

If you are unable to determine the source of 
an error prior to submission, the Help Desk is 
available to answer any questions you may 
have.  The Help Desk offers a unique tool that 
allows multiple KHC specialists to review 
your question; therefore, allowing the 
opportunity for advanced research into the 
error for optimum correction.

Presenter
Presentation Notes
KHC does not look down upon an agency requiring assistance; it is desired should you need it.  We appreciate agencies using this tool which was specifially created for you to utilize.  The process of uncovering and correcting errors not only assists you in growing your knowledge base of HMIS but allows us to create specialized trainings such as this for other agencies whom may also be having difficulty.Thank you for taking the time to listen to this training video!

https://kyhmis.zendesk.com/hc/en-us/requests/new
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