
End of Year Reporting DQ Reports:
D003 LSA Client Data Clean Up

PART ONE (Tabs 1 & 3)



Presentation Agenda

By the end, attendees will be able to:
✓Locate the report in BusinessObjects

✓Correctly enter prompts for the report

✓Understand how to navigate the report

✓Identify errors and correct errors on the “Fix These First” and “Client Detail” 
tabs of the report.



D003 LSA Client Data Clean Up



This reports looks at the bulk of client level errors, 

including: 

• relationship to head of household

• client location

• Date of birth

• SSN

• Vet status

• Demographics

• homeless history

• DV history

• Disabilities

• Income

• Housing Move In Dates

• Overlapping Service Dates

• Length of Stay

❑ To be run by all project types

❑ One report run per HMIS project

❑ Orange County projects: run and 
correct FY2021 reports first!

D003 LSA Client Data 
Clean Up



D002 LSA Annual 
Review Audit

D003 LSA Client Data Clean Up
Step 1:  Reporting Licensed Users will need to schedule the report in BusinessObjects



D002 LSA Annual 
Review Audit

D003 LSA Client Data Clean Up
Step 2:  Reporting Licensed Users will need download & distribute report to HMIS users for correction!

Step 3:  All HMIS user can should review & correct the reports

Step 4: Reporting licensed users need to run the report the following day to confirm it is accurate.



D003 LSA Client Data Clean Up

Tab 1:  Fix These First!

THESE ERRORS MUST BE RESOLVED!
❑Head of Household Errors

▪ Clients with missing relationships to Head of Household at Project Start

▪ Households without someone listed as Self-Head of Household

▪ Households with multiple people listed as Self-Head of Household

▪ Minor children marked as “Self”

❑Date of Birth Errors
▪ Clients with Missing Dates of Birth (including DKR)

THESE ERRORS MUST BE FIXED FIRST & A NEW REPORT RUN BEFORE MOVING 
ON TO THE OTHER TABS!



D003 LSA Client Data Clean Up
Tab 3: Client Detail

Data Elements included:

▪Name

▪ Demographics

▪ SSN

▪ Date of Birth

▪ Veteran Status

Error Types:

▪ Client Doesn’t Know

▪ Client Refused

▪Missing (“blank” data)

▪ Answer does not match data 
quality field (i.e. only 4 numbers for SSN 
but marked “full SSN”)

▪Age of client doesn’t match 
available option (i.e. 12yr old veteran)



D003 LSA Client Data Clean Up

Tips for making corrections:
✓Set Enter Data As before editing data

✓Set Back Date Mode
▪ For Tab 1: corrections will be at Project Start

▪ For Tab 3: corrections will be at Project Start

✓Client Doesn’t Know or Client Refused is “allowable” but must be 
confirmed as accurate when reports are submitted

Remember: Corrections made TODAY in HMIS will not appear until 
TOMORROW when a new BusinessObjects report is run!



REMINDER!
There are resources developed to help guide you:
ZenGuides:

• Guides to learn how to use BusinessObjects:
✓ Using BusinessObjects 101

✓ How to Schedule BusinessObjects Reports

• Guides specific for this clean up process:
✓ D003 Client Data Clean Up Report

All are available here: https://ncceh.zendesk.com/hc/en-us

Helpdesk:   hmis@ncceh.org
Reach out sooner rather than later for support.  We are here to support the valuable work you do!

Part 2 of the LSA Client Data Clean Up cover the additional tabs will be next week!

https://ncceh.zendesk.com/hc/en-us
mailto:hmis@ncceh.org

