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1. QPR
Run QPR for each quarter of the operating year with a program start date of 09/01/2009.  Ensure that the total # of individuals served and the total # of households served in both Homeless Assistance and Homeless Prevention matches the # of individuals and households given case management services during that quarter.  (Your first quarter will be longer than the others 9/1/2009—12/31/2009).
2. Data Export Q2A and Q2B

Run data exports Q2A for Services and Q2B for Destinations for each quarter.  
a.) Sort data by the column on the far right (column P) to determine if any services are not showing up in the QPR.  Troubleshoot within client records to ensure that all services appear in the QPR. (You must first sort data by program name if your agency manages more than one HPRP program).

3. Program Monitoring Export 
Run the Program Monitoring Export for each quarter.

a.) Sort by client Last Name and then First Name to ensure that clients appear only once in report (Appearing more than once indicates a double enrollment or duplicate).  
b.) Sort by housing status to ensure that all housing statuses are correct. Correct “Don’t Know” or “Refused”.  (Discharge client, delete enrollment and enroll again with correct info).
c.) Ensure that all clients have a county recorded at program enrollment. No blank cells should be visible.  (Discharge client, delete enrollment and enroll again with correct info).
d.) Sort by the Served Flag.  Ensure that all directly Served clients (Heads of Household at bottom of document with “Y” in served flag column) have an assessment saved at some point during his/her enrollment.

e.) Ensure that all clients NOT directly served (at top of document with “N” in served flag column) do not have completed assessments, case management services, and updates to goals and current client status.  If they do, please find out if they are heads of household who did not receive services at all during the quarter.  (Record services or discharge client).
f.) Delete services from clients who are not Heads of Household.

4. Program Information/Program Enrollment & Discharge--Data Export
a.) Sort by program and eliminate other programs from spreadsheet.
b.) Identify Missing or incomplete data required on Client General Information page. (Name and ID (SSN), DOB and DOB type, race, gender, Veteran status, ethnicity, disabling condition, chronically homeless, zip code of last permanent address, prior night’s residence, length of stay in prior night’s residence, etc.
Verifying Income Data (You may use the same export as above).

c.) Sort by exit date and eliminate clients without exit dates.  

d.) Sort by Relationship (column Q) and Income at Exit (column AA). Eliminate household members other than the Head.
e.) Ensure all heads of household have an amount in the field for Income at Exit column.  Update the income page if necessary.
.

Verify Destinations (required) and Reason for Leaving (optional) (You may use the same export as above.  You can also use Q2B).
a.) If starting over with a fresh export sort by Destination and eliminate entries without Destinations. (Sort by Program first if applicable).
b.) Correct any client records with exit dates and blank cells for Destination or any destination choices that you believe are incorrect.
7. Enter all clients who did not give Pathways authorization into HMIS anonymously. 
8. Ensure all clients who need to be discharged are discharged ASAP and all data elements in their records are accurate and complete.

Contact Pathways Support at 866-818-1032, ext. 2 for assistance with steps 7-8.
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