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Report Structure
The 2015-2016 ETH Data Report utilizes a Microsoft Excel format.  Each ETH lead agency will be sent one excel workbook which contains a reporting template for all of its lead and subrecipient programs.  Each program will have its own named “tab” in the workbook. For example, if an agency has an ETH funded shelter program and an ETH funded rapid re-housing program, they will have a shelter tab and a rapid re-housing tab.  

Each tab gathers demographic and outcomes data about the persons (not households) served in each program.  The Division of Energy, Housing, and Community Resources (DEHCR) reports this data to HUD in the Consolidated Annual Performance and Evaluation Report (CAPER).  The table names (for example, 5 – Gender), correspond to the table names in the CAPER.  Emergency Shelter and Outreach programs should report all persons served in the shelter.  Homelessness Prevention and Rapid Re-Housing program should report all persons served by the Prevention or Rapid Re-Housing activity, whether the assistance is funded by ESG or ESG match.  

Each tab contains 12 reporting columns, one for each month of reporting.  Data should be entered cumulatively into the same master spreadsheet each month.  This means that if data is being submitted for the July-September reporting period, the July, July-August, and July-September columns should be filled out in each tab.  When the final report is submitted in July 2016, all of the columns in the entire workbook should be filled out.  	
Deadlines	
2015-2016 ETH Data Reports are due on the 15th of each month, and should contain data up to the prior month’s reporting period in each tab. 
Compiling the Data
Though DEHCR does not mandate specific lead-subrecipient deadlines, we suggest that lead agencies set a monthly deadline that allows them time to compile the data by the 15th of the month.  We suggest that each lead agency send each subrecipient agency a copy of their tab(s) at the beginning of the program year (instructions below). 
· How to copy tabs into a new excel workbook:  
1. Right click on the tab and select “Move or Copy…”
2. In the drop down menu under “To book,” select “(new book).”
3. Check the “Create a copy” box.
4. Click ok.
5. If a subrecipient agency has more than one tab, repeat steps 1-4 with one change.  In Step 2, in the drop down menu under “To book,” select the name of the book that the first tab was copied to.  
6. Save the new file using a unique name and send it to the subrecipient agency.
	
Each subrecipient agency can then enter data into their own excel tab(s) at the beginning of each month, and send it to the lead agency.  The lead agency will maintain the same master spreadsheet that they were sent at the beginning of the year. Each month, the lead agency will be responsible for copying and pasting the new month’s column into their master spreadsheet, and sending it to the ETH Program Manager once all of the tabs in the workbook are complete.  
Shelter and Motel Voucher-Specific Instructions
HUD requires that grantees report one shelter-specific data element that is not required of other program types.  This element is the “CR-70 Total Number of Bed-Nights Provided.”  The “Total Number of Bed-Nights Provided” will come from the HMIS CAPER (canned) Report or the victim services equivalent.  The “Total Number of Bed-Nights Available” will be calculated by the grantee.  The Occupancy Rate will be automatically calculated by a formula in the workbook.
	
Emergency Shelters should enter the total number of bed-nights available in the reporting period.   The easiest way to do this is to calculate the number of bed-nights available in the preceding month (number of beds TIMES the number of days in the month), and add this total to the prior total. 

	(Number of Beds   x   Number of days in the month)   +   Number in prior column

For example, to calculate the July-Sept total:

	(Number of Beds   x   30 days)    +    July to August number

Motel Voucher programs should enter the number of beds provided in the “Total Number of Bed-Nights Available” box.  This means that the numbers in the “Total Number of Bed-Nights Available” and the “Total Number of Bed-Nights Provided” boxes will always be the same for motel voucher programs.
HMIS Instructions
ESG CAPER (canned) Report
The ESG CAPER report is designed to capture data for required ESG CAPER submission to HUD. The report is a tile on the Reports tab in WISP and is considered a “canned” report.  Canned means the report it is a tool of ServicePoint and is not an ART report.  This report runs in live time and uses live data.   

For the ESG CAPER to run correctly, the following items must be completed: 
1. Data Entry 
a. The HUD Universal Data Elements must be completed for every client served, including all members of the client’s household. 

2. Service Transactions
a. All clients must document a service transactions each month relative to the services provided to the client that includes a fund source for ESG, HPP and/or match source
i. Any service transactions without a fund source or the wrong fund source will not be included
ii. Any client that does not have a service transaction within the date range of the report will not be included.
3. Report Prompts must be correctly filled out:
a. Provider Type:  Provider
b. Provider*: You must select the correct provider on your provider tree
i. “This provider AND its subordinates”	
1. This could be used if the agency’s provider tree is set up in a way to allow for this functionality, however the ETH form does require separate client information by provider type, so will not work in most cases  – see your HMIS Coordinator for questions
ii. “This provider ONLY”
1. Will pull only information relative to the provider selected in “Provider*” prompt.  
c. Program Date Range*:
i. The first date is the start date of the grant year – always 7/1/14.
ii. The second date is the end date of the report – different than ART.	
1. For canned reports end dates are the last date of the month in which you are running the report for.
a. For example:  If you are running the report for the grant start date through the end of February, your start date would be 7/1/14 and your end date would be 2/28/15.
d. For Emergency Shelters, use:
i. This includes Transitional Housing Programs grandfathered in with ES funding.  It is asking how information is captured for the program.
ii. Check Entry/Exits for TH and ES programs.
iii. Only Motel Voucher Programs should select “Shelter Services”
iv. Only Emergency Shelter Programs using ShelterPoint, should select “ShelterPoint stays.”
e. Funding Source
i. To get a total number of clients served, leave blank
ii. To get specific fund source associated client data, choose specific fund source
1. To select a specific fund source, click “Search” and select the fund source(s) you want pulled into report and then click submit.
2. The selected fund sources will appear in the box.
3. Once selected all fund sources submitted will appear in the box and will remain until the report is cleared.
a. You can select and unselect fund sources by checking and unchecking the boxes.
f. Entry/Exit Types*:
i. All programs check the box for the Entry/Exit type used.

*You will need to run this report as many times necessary to fill out the ETH report form.  Be advised, this report returns in less than one minute, often within seconds.
*You have the ability to fix the data in this report in live time and run the report to check the fixes.
*If report is not returning data you expect to see, there are various other reports available to review the data in both canned and ART.
ETH Exit Report
The ETH Exit report is designed to capture data for required for ESG CAPER submission to HUD.  The report is run out of ART (Advanced Reporting Tool) in HMIS. The report grabs data that was entered by HMIS users for a particular program through Entry/Exits.  Service transactions are irrelevant to this particular report.

For the ETH Exit report to run correctly, the following items must be completed: 
1. Data Entry 
a. The WI Universal Data Elements must be completed for every client served, including all members of the client’s household. 

2. Entry/Exits 
a. The Entry/Exit function in Service Point must be used for all clients enrolled in a project. This includes all the household members that are also enrolled and living in the household. 
b. Entry/Exits must document the date the household enrolled in the program, the date the household exited the program, and the reason the household left the program the destination after exit. 
i. Enrolling date/Entry Date = this date can differ depending on the project type. 
1. For example:  	
a. Emergency Shelter – the entry date is the date the client came into shelter. 
b. Rapid Rehousing – the entry date is the date client became eligible for the project.

ii. Exiting date = this date is generally described as the date the client is no longer receiving services through the program. 
1. This could be that the client has maxed out their time in the program, no longer in need of a rent subsidy, the program is ending because of funding. 
2. This could be the date the client voluntarily left the program. 
3. This could be the date the client finished the program. 
4. This could be the date the client was terminated from the program

iii. Reason for leaving & Destination after Exit have standardized definitions that you must use. 
1. The standardization cheat sheet can be found at: http://icalliances.org/wisconsin/howtos/

3. Report Prompts must be correctly filled out:
a. EDA Provider – Default Provider: Leave Blank
b. Provider Name: Enter the provider(s) to be included in report
c. CoC: Leave Blank
d. Program Type: Include All (should not have to do anything with this prompt)
e. Beginning of Report Period: 7/1/15
f. End of Report Period: Enter the date plus one date of the report period.
i. For example: If you are running the report for the grant start date through the end of February, your start date would be 7/1/15 and your end date would be 3/1/15.
g. Click Run Query
For Domestic Abuse programs using the Osnium WS database
If you will be generating your data from the HUD module, be sure to enter the required data elements for each stay record in both a HUD/HMIS Project Entry and Project Exit record. You can then get your data from the HUD APR and the HUD Bed and Unit Inventory Report. If you don’t see the Bed and Inventory Report in your reports list, you may download it from the Osnium website.
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