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CAPER Report

Consolidated Annual Performance and Evaluation Report (CAPER)

2024 CAPER Report scored sections:
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» Q6a - CAPER: Personal Identifiable Information
Q6b - CAPER: Universal Data Elements

Q6¢ - CAPER: Income and Housing Data Quality
» Q6d - CAPER: Chronic Homelessness

Q6e - CAPER: Timeliness
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How to Run the CAPER in ClientTrack

Step 1- Login to ClientTrack or Comparable Database System. (ov uUsers)

Click on the Reports icon on the left hand side of the screen.

DCHF Compliance

A HMIS: HMIS Programs

(>) Data Explorer
My Saved Reports

Z= Files on Server

> 3 BNLs
v O HMIS Exports
B APR / CAPER Review

APR / CAPER Review
(Admin)

B. csvapp_ 4

B+ CSV CAPER - FY2024

B+ CSVExport 2024

B+ CSVCE APR - FY2024

B Preview LSA Runs

Georgia Department of Community Affairs




How to Run the CAPER in ClientTrack

Step 2 - On the left side of the page under Reports select the HMIS Exports Folder.

Q Search

DCA Compliance

(3 Data Explorer

B My Saved Reports

7= Files on Server

Click the CSV CAPER —FY2024 report.

> O BNLs

v-

B APR/ CAPER Review

B APR/ CAPER Review
(Admin)

EoCS APE - 024

B+ CSVCAPER - FY2024

B+ CSVExport 2024

B+ CSVCEAPR - FY2024

B Preview LSA Runs

Georgia Department of Community Affairs




How to Run the CAPER in ClientTrack
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Validation File Select Run Export
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How to Run the CAPER in ClientTrack

Step 3 — under Date Range enter the Begin Date 10/01/2023 to 03/31/2024

Date Range

Indicate the time period for his report. Only records that fall within the date range you select will be included

Date Range List -- SELECT -- v

Begin Date:  10/01/2023 | (3 |xo 03/31/2024 @'

Step 4 — Your Agency/Organization will pre-populate in this field.

Organization

oo ol L PIE—
Selected

Indicate which organizations should be included in the report by sel
Only enroiments created by the Organizations selected Wi be included in the export.

UAITON-WIITHeG LOMMUNITY UEVRIopment Lorp
v OCA Compliance

«

Organization: *

Decatur Area Emergency Assistance Ministry - DEAM

Decatur Presbyterian Church-Threshold Ministry

ii. Note: The list only shows ovganizations you are authorized to view.

Georgia Department of Community Affairs




How to Run the CAPER in ClientTrack

Step 5- select the Grant Program — Grant Component — Grant — Project Type — Project.

Be sure to select the correct Grant, Program Type, and Program. If you do not see your program information
in the dropdown, email boshmis@dca.ga.gov or gadv@dca.ga.qoVv (DV User ONLY)

EXAMPLE

Use g L Program and Grant Companent drop down selections 1o narraw down the list of Grants,
I HUD: £56 {(Emergency Solutions Grant) I
Grant Program -~ SELECT -~ e
- SELECT -
Grant Component .- SELECT-- 6 - cv (covim)
€ maw geecy

Homelesaness Praventon

Rapts Renhsusing

aUsH
@ Stroet Outreach
nis st displays grants that belong to the organizations you selected above. Indicate which grants should be inchuded in the report by selecting each grant separately, or ciick the ¥ icon to salect all. Use

2

the Grants filter to narrow down the list of projects for your axport

Grant(s): Filter by Grant{s) VESS - ES - 81
e R — E50 CV-E5 502

ESG-CV-ES

o)

Alist of projects based on the grant selected

Project Type Filter by Project Type 6 a== == =

Project(s):* Filter by Project(s) 6 il - 2 >

Georgia Department of Community Affairs




How to Run the CAPER in ClientTrack

Step 6 - under Validation File - Check the Generate Validation File and then

click Run Report.

Validation File

task has ¢ THIS MUST b e

e cumBers in the CAPER

3 tha report ysed to

pheted. This wil g D00 Of or ety the man export

ererate 3 sepacate t generate a vasdstion g once the fi

Geneate Vabcatin Fie: ()

Export Encryption [ <]

If you encrypt the export, the ganerated exports will be zipped and encrypted using 256 bit AES
encryptian that can cnly be decrypted using the password you pravide. Strong passwords am nat

anforced here. but the password you provide must be at least 8 characters long

If you choose to not to encrypt your expart. the file exported may contain person identifying
information in plain text. A sppropriate cautions should be exercised to ensure the protection of

this information

Indicate i the exported file(s) should include a header line at the beginning of the fle that indicates

what each of the values in the CSV file represent and if values in the CSV should always be enclosed

in double-quotes
Encrypt Export

Password: *

Confirm Password: *
mnciude Header Row in CSV File(s: &

Always Quote CSV Vb

Georgia Department of Community Affairs




How to Run the CAPER in ClientTrack

Step 7 —To protect the file/download on your computer/laptop, you will have two (2) options

to ensure your file is stored safely:

1. Option #1 - An Export Encryption pop up will appear to create a Password

2. Confirm Password (Be sure to remember this password because it CAN NOT BE RESET)

3. Select DONE to run the CAPER.

e b

Option #1: Password

1. Option #2 — An Export Encryption pop up will appear. De-Select Encrypt Export.
2. Select “I assume the full responsibility of ensuring the security of the exported file (s)

and any data contained within.”
3. Select DONE to run the CAPER.

Georgia Department of Community Affairs

L

Option #2: No Password
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How to Retrieve the CAPER Iin ClientTrack

clienttrack.eccovia.com says

Your export has been queued and will be processed at the next

available time.

The Asynchronous Tasks window can be access by Selecting Reports — Files on Sever —

View the status of export or import tasks. Here you will be able to check on the status
of the HMIS CAPER 2024 Export

****please note, some reports may take an extended time to run therefore be aware of
deadlines when running large reports. ****

Files on Server

IS Displayed below is a list of the files available for you to download. Files with an expiration date will be automatically removed on the date specified. Click a file to downdoad it. To remove
~ downioad by any user and will not be availabie for procesaing if used in an import.

Georgia Department of Community Affairs 11




How to Retrieve the CAPER in ClientTrack

The status will show Completed Successfully when the report is ready to be downloaded

and saved to your computer/laptop.

Asynchronous Tasks

Task Name

eee HMIS APR/CAPER 2024 Validation

e HMIS CAPER 2024 Export

see HMIS APR/CAPER 2024 Pre-Load 2

Run CSV Export - HMIS APR/CAPER 2024
Pre-Load

b HMIS APR/CAPER 2024 Validation
o HMIS CAPER 2024 Export

e HMIS APR/CAPER 2024 Pre-Load 2

Georgia Department of Community Affairs

111 resuits found
Desired Start Time End Time
04/15/2024 04/15/2024
10:41AM 10:56AM
04/15/2024 04/15/2024
10:41AM 10:54AM
04/15/2024 04/15/2024
10:31AM 10:39AM
04/15/2024 04/15/2024
10:20AM 10:29AM
04/15/2024
S 4 8:
04/15/2024 8: 1AM 8:22AM
04/15/2024
4/15/ 4 8: 1AM
04/15/2024 8 8:20AM
04/15/2024 04/15/2024
8:00AM 8:09AM

Completed
Successfull

Completed
Successfully

Completed
Successfully

Completed
Successfully

Completed
Successfully

Completed
Successfully

Completed
Successfully

TaskiD
i3

263973

263972

263966

263964

263935

263934

263924

Q search

User Name

Arlene
Thomas

Arlene
Thomas

Arlene
Thomas

Ariene
Thomas

Ariene
Thomas

Arlene
Thomas

Arlene
Thomas

12



How to Retrieve/Upload the CAPER in ClientTrack

v (3O HMIS Exports

B APR / CAPER Review

B APR/ CAPER Review (Admin)

B+ CSvAPR-FY2024

B+ CSV CAPER - FY2024

s CsVv Export 2024

B> CSVCEAPR-FY2024

Under the Rerrt T!Qe select consolidated Annual Performance and Evaluation Report (CAPER)

Under the HMIS Exports Folder select APR/CAPER Review

Report Type: -~ SELECT -~

Annual Performance Report{APR)
Consolidated Annual Performance and Evaluation Report (CAPER)
Coordinated Entry APR ®

~

APR / CAPER - Runs

~ [* apF -
Exgort
Funs  Asynoronous Feport Run
IH Task 1O Date

~ E50 CARER

> S 04/ %/2024
- 1uS83. 272 ovlods
- - 04/%/7024
s OEIA 7 eas

Georgia Department of Community Affairs

Avadatin 10 the wser The

WOV OX/312024
oot s regste By

Avatatin 10¢ the el tre
WOV ONBVI02S
PPt Wk reguested By

Pro-Loat MMIS APL_CAPER 2024 Fre-Load  20260415152843_ ashiD 2303064 1 Expoct: HMIS CAPER 202¢
Export 20280415155542_ TaskiD_ 263972 20 Outint HMIS APR_CAPER 2024
Vatdation, 2024041505603 TaskiD, 265074 2

Pre-Lod MMS APR_CAPER 2039 Pry-Losd . 203 60415175076. TaskiD 263973 5ip Laport MM CAPER 7024
Export. 20IA0AISTIAL_TaukiD) 263954 749 Detad: HMIS APR_CAPER 2024 Valdation. 2024041515229 _ Taskill_263935 100

13



How to Retrieve/Upload the CAPER in ClientTrack

e Select the three (3) dots to Retrieve the CAPER

APR / CAPER - Runs

Export Report
Run®  Asyncronous Report Fun Requested
2 Task 10 Date Begin Dste  End Date Or#l Down @ By Fles

263934

Georgia Department of Community Affairs
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How to Retrieve the CAPER in ClientTrack

Select My Saved Reports then select View data from (Date Ran)to view the CAPER

Saved Reports

15



How to PDF the CAPER in ClientTrack

o ot > b 2. & Find [Nt 52
Excel
2024 v1.2 CAPER Report Excel Duta

Word

e 82823 AM

Step 1- Select Disk Icon
Step 2 - Select PDF

Adene Thomas
Réport Critesia
Report CAPER
Date Range 100172023 - 03/31/2024
Organization(s) DCA Compliance
Funding Source(s) ESG.ES. 501
Project(s) ESG-ES- 501
Inciude Detalis Yes
Qda Project Identifiers in HMIS Ful Detat
Organization Name DCA Compliance
Organczaton ID DCA
Project Name ESG-ES-501
ProjectiD 21085
HMIS Project Type Emergency Sheter - Entry Exit (0)
RRH Subtype
Coordinated Entry Access Point No (0)
Affilated with a residential project
Project [Ds of affikations.
CoC Number GA-501
Geocode
Victm Service Provider No (0}
HMIS Software Name and Version ChientTrack by Eccoviav20

Muhes

Georgia Department of Community Affairs

Arlene Thomas
Report Criteria
Report CAPER
Date Range 10/01/2023 - 03/31/2024
Organization(s) DCA Compliance
Funding Source(s) ESG-ES-501
Project(s) ESG-ES - 501
Include Details Yes
Q4a Project Identifiers in HMIS Full Detai
Organization Name DCA Compliance
Organization ID DCA
Project Name ESG-ES - 501
ProjectiD 21085
HMIS Project Type Emergency Shelter - Entry Exit (0)
RRH Subtype
Coordinated Entry Access Point No (0)
Affiliated with a residential project
Project IDs of affiliations
CoC Number GA-501
Geocode
Victim Service Provider No (0)
w':lSwSoMre Name and Version ClientTrack by Eccovia v20
Report Start Date 10/1/2023
Report End Date 3/31/2024
Total Active Clients 2
Total Active Households 15

16



How to SAVE

the PDF of CAPER in ClientTrack

2024 v1.2 CAPER Report

Report Criteria

Report CAPER

Date Range 1000172023 - 0W/312024
Organization{s) DCA Compliance
Funding Source(s) ESG-ES-501
Project(s) ESG-.ES.50
Include Details Yes

Qda Project Identifiors in HMIS
Organization Name

Organization ID

Project Name

ProjectiD

RRH Subtype
Coordnated Entry Access Point
Allilated with 3 resdentinl propect
Project D3 of aMiasons

CoC Number

Geocode

Victm Service Provider

HMIS Software Name and Version
Number

Report Start Date
Report End Date

Total Active Chients
Total Active Households

QSa - Repon Validations Table
Category

Total Number of Persons Served

Numbor of acults (age 18 or over)

Numiber of children (under age 18)

Number of persons with Uniknown Age
Number of leavers
Number of adult leavers

ClientTrack™ Reports

X(Clicntl'nck'
411672024 82823 AM
Arlene Thomas

MMIS Project Type Emergency Shelter - Entry Exit (0)

oo ow R

Page 10123

Print 23 pages
Destination [‘ Save as PDF .
Pages Al =
Pages per sheet 1 v
Cancel

Georgia Department of Community Affairs
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DOR Instructions:

Run

Retrieve/Upload \

Examine




DOR Instructions:

HUD Data Quality Report (DQR)
HUD Data Quality Report scored sections:

Q2 - Data Quality: Personal Identifiable Information
Q3 - Data Quality: Universal Data Elements

** Q4 - Data Quality: Income and Housing Data Quality
QS5 - Data Quality: Chronic Homelessness

*+ Q6 - Data Quality: Timeliness

FAIRLY
|\ GOOD

Georgia Department of Community Affairs
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How to Run the DQR in ClientTrack

Step 1- Login to ClientTrack or Comparable Database System. (v users)

Click on the Reports icon on the left hand side of the screen.

(> Data Explorer
Y= Files on Server

' B My Saved Reports

> 3 BNLs
> (3 HMIS Exports
v 3 HMIS Reports

B HMIS Data Entry Timing
Report

(©® HUD Data Quality Report
I HOPWAAPR

HOPWA APR/CAPER FY23

B PIT Point in Time (2024)

Georgia Department of Community Affairs




How to Run the DQR in ClientTrack

Step 2 = On the left side of the page under Reports select the HMIS Reports Folder.

Q Search G /
”

DCA Compliance

HMIS: Admin *

@ Data Egffiorer

7=#Files on Server

B My Saved Reports )

> 03 BNLs Click the HUD Data Quality report.

> 3 HMIS Exports

[ HMIS Reports

IS HMIS Data Entry Timing
Report

<&IUD Data Quality Report

B HOPWAAPR

B HOPWA APR/CAPER FY23

B PIT Point in Time (2024)

GeorgiaDepartr. ... .. _ .,

21



How to Run the D@R in ClientTrack
o

O
2004 HUO D ity Resort

O
8

Fill out ALL of the

= Saved Report Settings the DQR Report

Date Range

e
. 2 W e s bt 1% Gt mal mlcs e of the o Sy, henhed by P ussidind o 82
Bamise |- V) CoC Filter
O Rutunr) | BELLLT - v
| Opaten
[ i e S ——— )
Dpeumm* | A3 Gnee ')

e Organization

-t — | Grant Settings
0

Grant Settings

Project Type Settings

o

0
F

Georgia Department of Community Affairs
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How to Run the DQR in ClientTrack

Step 3 — under Date Range enter the Begin Date 10/01/2023 to 03/31/2024

Date Range

Indicate the time penod for his report. Only records that fall within the date range you select will be included.

Date Range List < SELECT == v

Begin Date:  10/01/2023 | & [to 03312024 n}

Step 4 — Your Agency/Organization will pre-populate in this field.

Organization

Indicate which organizations should be included in the report by seles Il. Note: The list only shows organizations you are authonzed to view.

Only enroliments created by the Organizations selected W be included in the export

UANON-whimes LOMMUnItY Ueveopmant Lorp.

v OCA Compliance

«“

Organization: *

Decatur Area Emergency Assistance Ministry - DEAM

Decatur Presbyterian Church-Threshold Ministry

Georgia Depart




How to Run the DQR in ClientTrack

Step 5- select the Grant — Program Type — Program — CoC Filter — Detail Export

Be sure to select the correct Grant, Program Type, and Program. If you do not see your program information

in the dropdown, email boshmis@dca.ga.gov or gadv@dca.ga.goV (DV User ONLY)

S Qrants that Deiong 1o 1he SAANZALON YU SHECIES M0wE INGECate wiith Grants Shaul] Be iNCRLCEd i Ihe 16pOrt Dy SMCTING BACH Qrant SRArately, or CACk the & ic0n 1o Meiect ol XA M
Grantiy t Grant

VESG - ES - 801
£SO CV-£5 502

ESG-CV-£S
{@
.\tqvqu'\ Dased on the grant selected
o -
Program Typ &
.- -
Program Fiftar by Program
vi .
- Lonaly, identify 3 singie CoC o iMter the report resuits [HMIS implamar
# 3pecited. this CoC must match either the ciiant's orvolment head of household e s30cited program
Gocrgis v

‘ Hrz button 10 generate a soparate task 10 genceste the Deta Export

racate the SN Matking tn be used in the Detad Export

-~ SELECT --
000-00-0000
SSM Masking 0000 v 0

XXX-XX-0000

Aun Expon XOXX-XX-XXXX
C m

Georgia Department of Community Affairs
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How to Retrieve the DQR in ClientTrack

Step 6- To Retrieve the DQR, Select the Report

2024 HUD Data Quality Report - " 0

i maiee B @

(

< h a2 > bl O €

HUD Data Quality Report Y2024 )

¥0/172023 to 3/31/2024 A ClientTrack~
Repont Criteria

Organcatons: DCA Compliarce

Frograms: £5G - £5- 301

Grants ESG -ES- 500

Program Types Emargency Sheiter - Entry Exit

Q1. Report Validation Table

Category Count of Count of
Clients For Clients
2]
Total Number of Parsons Served n 21
Number of Acults {3ge 18 Or over} 7 7
Number of Children{under age 18) 4 4
Numbar of Persons with Unknown Age 0 0
Number of leavers ] o
Number of achi lavers [} 0
Number of acit and head of housahold leavers 0 0
Total Number of Stayers 2 21
Number of At Stayers " ”
Number of Veterans 1 1
Number of Chronically Homaless Persons 2 2
Number of youth under age 25 1 1
Number of parenting youth under age 25 with chicren o o
Number of ASit Heads of Housencla 15 1%
Number of child and urknown-age heads of hoatehold [ -]
Heads of houreholas and dult stayers i the project 365 n n
days or mor

Georgia De|
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How to Examine the DQR in ClientTrack

Q1. Report Validation Table
Category

Total Number of Perzons Served

Number of Adults (age 18 or over)

Number of Children(under age 18)

Number of Persons with Unknown Age

Number of leavers

Number of adult leavers

Number of adult and bead of household leavers

Total Number of Stayers

Number of Adult Stayers

Number of Veterans

Number of Chronically Homeless Persons

Number of youth under age 25

Number of parenting youth under age 25 with chidren
Number of Adult Heads of Household

Number of child and unknown-age heads of household

Heads of households and adult stayers in the project 365
days or more

Count of
Clients For
21

17

21
7

Count of
Clients

Georgia Department of Community Affairs

Q2. Personally Identifiable information (PI1)

Client Doesn't
Data Eleent Know / Prefers & Datalssues  Total % of lssue Rate
Not to Answer
Name (3.1) ° ° ° ° 0.00%
Sccial Security Number (3.2) \J ¢ 1 2 $.32%
Oate of Bth 3.3) o [ o [ 0.00%
Race and Ethnicty(3.4) e 0 ° 0.00%
Gender (3.6) [} [ [ 0005
Overal Score 2 S52%
Q3. Universal Data Elements
Data Blement Client Doean't Information  Data lssues Total % of lssue Rate
Know / Missing
Prafers Not to
Answer
Veteran Status (3.07) 0 0 0.00%
Propect Entry Date (3.10) o o 0.00%
Relatcoship 10 Head of Househeld
15 0 ) ° 0.00%
Enrciment CoC (3.16) o ° [} 0.00%
Dusatiing Condition {3.5) 1 ° 2 $32%
Artane Thomas
ClontTrack™ Repets Page 1002 162024 1226 PM
HUD Data Guality Separt FY2024 ).(
YO/172023 to 3312024 A ClientTrack"
Q4. Income and Housing Data Quality
Data Blement Client Doesn't  Information Dt lssues Total % of laswe Rote
Know / Missing
Prefers Not o
Answer
eion I o N 00
ncome and Scurces (4.2} t Start 2 3 ) s AN
Incame and Sources (4.3) M
Annust Assessment 0 " 0 " 100.00%
ncome and Sources (4.2) a1 Fen o o ° ° Q00N
Qs, Cheonic Homelessness
Starting into  Count of total Missing time Missing  Approximate Number Numberof % of records
Project type  records RSN g i Date started  of times  monthe  unable to
3.917.2) housing 397D (39174 (BIITS)  caleutate
(3917.7) Missing DK/PNTA O)/PNTA
Jmissing  feissing

ESEE RS NDN
544, Sarwet
Outreach " ° 2 2 11re%
™ ° © ° ° o e 000w
Pee ity o o o ° o ° 000%™
<k ° e ©° ° o o 000
S50 Day
Shetter. 1P 0 0 0 o 0 0 0.00%

o o —

11.70%

26



How to PDF the DQR in ClientTrack

Countof
Clients

2024 HUD Data Quality Report
a7 )
Fuce
HUD Data Quabty Rapert F2024 b aond o/
W20 10 331202 O ClientTrack~
)
Ogatons DCA Complance b
Iregams 15615301
Gans £56
Progam Typer:  Emargency Shetes - Enty Sk
Q1. Report Vilidation Table
Category Count of
Chents For
0

Total Number of Farsces Served 2
Nismbir ¢ AGULS (g8 18 0 o) "
Nusmbar of Chidrantenser 3g8 1K ¢
Number of Fersons with Unknown Age ]
Number of wavers ]
Number of 33Ut leevers °
Nomber of BSUR and head of Mousehold v

Number of Sapers n
Mumbs of AR Stayers "
Number of Veterans 1
Numban of Cheasicaty Moomwess ferions :
Numbet of youth usdes age 28 '
Himbat of i you it age 28 wih chiren
Number of Adut Heads of Howsehold 13
Numba of chid 3nd uritnsmer agn Nads of Rouiahold 0
Haads of Pouenias and 304 s2ayers in the proyect 365 "
Gy

Georgia Department of Community Affairs

Step 1- Select Disk Icon
Step 2 - Select PDF

HUD Dista Qusity Report FY2024
W0/172023 10 331204

Report Crteria

Oeganizations: DCA Complance
Programs £56-£5-501
Grants £96-£5- 501

Program Typer  Emergency Sheltr - Enty Ext

Q1. Report Validation Table

Category Countol  Countol

Chents For0Q  Chents.
Total Number of Persons Served n 2
Number of Aduhs (age 18 or over) 7 ]
Number of Chidrenjunder age 1§) 4 ]
Numbar of Peesons with Urkeown Age 0 0
Number of leavers 0 0
Number of adultleavers 0 0
Number of adlt and head of heusehold leavers 0 0
Total Nusber of Stayers 2 2
Number of Adult Stayers " "
Number of Veterans 1 1
Number of Chronically Homeless Persons 2 2
Number of youth under age 25 1 1
Number of parentng youth under e 25 with chiden 0 0
Number of Adult Heads of Household ] s
Number of chid and usknown-age heads of housebold 0 0
Heads of households and aduk stayers in the project 345 n n
s ox e

Q2. Personally Identifiable Information (PIl)
Client Dowsn't

Dats Element Know / Prefors Data lusues  Total
Not to Answer
Name (31) 0 0 0
Social Security Number (3.2) 1 0 1

2

A
X ClientTrack

% of luue Rate

952%

27



How to SAVE the PDF of DQR in ClientTrack

HUD Data Quality Report FY2024
10/1/2023 10 3/31/2024

Report Criteria

Organzations: DCA Complance
Programs ESG - £S - 501
Grants: ESG - ES- 501

Q1. Report Validation Table
Category

Total Number of Persons Served
Number of Adults (age 18 or over)
Number of Cheldreniunder age 18)
Number of Persons with Unknown Age
Number of leavers

Number of adult leavers

Total Number of Stayers
Number of Adult Stayers
Number of Veterans

Number of youth under age 25

Number of Adult Heads of Household

days or more

Name (3.1)

Social Security Number (3.2)
Date of Birth (33)

Race and Ethevcity(3.4)

ClantTrack™ Reports

Number of Chronically Homeless Persors

0
1

Program Types: Emergency Shelter - Entry Exit

Number of adult and head of household leavers

Number of parenting youth under age 25 with chidren

Number of child and unknown-age heads of household
Heads of househokds and adult stayers in the project 365
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Contact us via Email or Helpdesk Ticket
Boshmis@dca.ga.gov or gadv@dca.ga.gov




