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Abbreviated By Name List Guide 

Running the By Name List Report: 

The By-Name List report is an ART report that will be used for case conferencing, status review, flow 
through the Coordinated Entry system, and for visibility and/or data issues.   
 

1. As with all ART reports, you need to click Connect to ART to access and run the report.   
  
 
 
 
 
 
 
 
 

2. Navigate to Public Folder then click triangle to open the next menu. Click the triangle next to 
Provider Specific Folders to open the next menu. Click the triangle next to NC-503 Balance of 
State to open the next menu. Then locate the By-Name List report.  
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3. Click the magnifying glass next to the By-Name List of People Experiencing Homelessness 4 
report. 

 
 
 
 
 
 
 
 
 

4. Click Schedule Report 
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5. A prompts box will pop up.  Click on every prompt then click Select to access a search box. Date 
fields can be entered directly in the Prompts box. Do NOT hit the Next button until ALL the 
required prompts are completed.  

 
a. EDA Provider: ALWAYS used.  Select the CE or P&D Project.  
b. Enter Effective date: This is the same as your End Date, often the same date that you 

are running the report. 
c. Provider Group: ALWAYS used. Find and select your regional coordinated entry group. 

1. Find and select your 2021 PIT Count group, to see all possible clients from your 
regular regional coordinated entry group, Back@Home, or not yet moved into 
other permanent housing. 

d. Report Start Date: this should be the date you want to start looking at the data for.  For 
case conferencing it will likely be the last week or two.  You can run the report for longer 
lengths of time for other data analysis and quality purposes. 

e. Report End Date: This is the same as your Effective Date, often the same date that you 
are running the report  

f. Enter CE Provider(s): Find and select your CE project. 
g. Length of Stay Lookback Date: This will populate the Cumulative Length of Stay column. 

Select a date that is 3 years in the past to highlight people/households that have 
become chronically homeless.  This is dependent on visibility and how far back you can 
see the data for that client. 

 
6. After all prompts are completed click Next.  The schedule report box will pop up.   

 
 

 
 
 
 
 
 
 
 
 

 
 

a. Name: Enter a name that will distinguish it from other reports that are the same type.  
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b. Report Format: Select Excel.  
c. Users Inbox: Who’s ART inbox should this report go to? Skip this step if inapplicable.  
d. Interval: Select Once. 
e. Start Date: When should the report start running? This is NOT the same as reporting 

dates.  
f. End Date: When should the report stop running? This is NOT the same as reporting 

dates most often it’s the same day as the start date.  Change the end date time to one 
hour later than the start date time to give the report time to run. 

 
7. Click Send. Once the report has finished running it will appear in your ART Inbox near the top of 

the screen. Click the magnifying glass next to the report name you want to view.  
 
 
 
 
 
 
 

8. Click Download and then open the report that is downloaded. 
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Report Columns on the By-Name List Report: 

If fields are blank, then the information is missing, incomplete, or not visible on HMIS.  
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1. HMIS ID: Client ID for clients on the report. 
2. First and Last Name: Taken from name fields on HMIS. 
3. Age: Calculated from Date of Birth field on HMIS.  If Age is blank DoB is not complete or not 

visible. 
4. Veteran? Y or N: Taken from Veteran field on HMIS. 
5. HH Detail: Relationship to Head of Household.  Should pull only Heads of Household.  If column 

is blank the relationship to head of household is not completed or visible on the project entry. 
6. # in Household: Total number of people in the household. 
7. Is Client Chronically homeless? Y or N: Taken from the Coordinated Entry form chronic 

homeless yes or no question.  If this column is blank that item has not been completed by the CE 
project. 

8. Disability? Y or N: Taken from the project entry if this column is blank that items has not been 
completed or is not visible. 
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9. NC County of Service: Taken from the project entry if this column is blank that items has not 
been completed or is not visible. 

10. CES Project? Y or N: Indicates if client has an entry into the Coordinated Entry Project that was 
selected in the CE Provider prompt when the report was run. 

11. Current Provider: Pulls the most recent HMIS service provider seen for the person/household. If 
blank, there is no project entry anywhere else other than the CE project. 

12. Project entry and exit date: Pulls the entry and exit dates for the person/household’s most 
recent HMIS service provider. If the client only has an entry into the CE project and the Current 
Provider column is blank, then it will pull the entry and exit dates for the CE project. 

13. Length of Stay: Calculates the length of stay (or participation) for the people/households served 
by the provider listed in the Current Provider column.  

14. Length of Stay (cumulative): Calculates the total lengths of stay (or participation) for the 
people/households served by the front door providers.  This column utilizes the lookback period 
entered in report prompts.  The lookback period impacts the lengths of stay by excluding dates 
from the calculation that are prior to when HMIS sharing began. This means that if regional 
sharing in HMIS is new, then the “lookback” period will be small, but increase as time goes on.   

 

 

 

 

 

 

 

 

15. VI-SPDAT Date: Pulls from the project entry/interim, if this column is blank the client has not yet 
has a VI-SPDAT entered into HMIS or it is not visible. 

16. Indv VI-SPDAT: Pulls from the project entry/interim if this column is blank the client has not yet 
has this VI-SPDAT assessment entered into HMIS or it is not visible. 

17. Family VI-SPDAT: Pulls from the project entry/interim if this column is blank the client has not 
yet has this VI-SPDAT assessment entered into HMIS or it is not visible. 
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18. Most Recent Living Situation Update: Pulls from the Current Living Situation of the client’s most 
recent HMIS provider.  After Case Conferencing or a meeting to provide services, the Current 
Living Situation should be updated.  All active clients must have a Living Situation Update at 
least once every 90 days.  If this column is blank that item has not been entered into HMIS. 

19. Most Recent Current Living Situation: Pulls from the Current Living Situation of the client’s most 
recent HMIS provider.  If this column is blank that item has not been entered into HMIS. 

 

 

 

 

 

 

 

 

20. Most Recent CE Housing Event Date: Pulls from the Coordinated Entry Event question of the 
client’s most recent HMIS provider.  If this column is blank that item has not been completed by 
the CE project. 

21. Most Recent CE Housing Event: Pulls from the Coordinated Entry Event question of the client’s 
most recent HMIS provider.  This will only pull Referrals to RRH, PSH, or other PH opening in the 
Coordinated Entry Event.  If this column is blank that item has not been entered. 

22. Referred to Provider: Pulls from the Coordinated Entry Event question. It lists the HMIS Provider 
the referral was sent to. If this column is blank that item has not been completed by the CE 
project. 
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23. Housing Move-in Date: Pulls from the Coordinated Entry form question. If this column is blank 
that item has not been completed by the CE project. 

24. CE Exit Date: Pulls from the CE Project Entry/Exit tab. If this column is blank that item has not 
been completed by the CE project. 

25. CE Project Exit Destination: Pulls from the CE Project Exit form question. If this column is blank 
or missing that item has not been completed by the CE project. 
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Reviewing the By Name List report for data quality checks: 

Each column can be selected and filtered for blanks to check data quality or visibility issues.  
 

1. Select the columns that should be filtered, click Sort and Filter then Filter. 
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2. A little box with an arrow will appear in the top of the column, click that box to select which 
items to filter for then click OK. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Review rows that are blank for the selected data element. These people/household are either 
missing data or the CE project needs a visibility update. Please note that some 
people/households may filter out of the report due to their data being incomplete or missing in 
HMIS. 
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Reviewing the By Name List report for other information: 

The By-Name List will be used for case conferencing.  For specifics on how to sort, filter and review the 
list for case conferencing see the next sections of this guide. 
 
 

1. Filter the Current Living Situation to Place not meant for habitation to identify people living 
unsheltered the last time a community provider saw them. All clients should have a Current 
Living Situation updated at least once every 90 days.  
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Contact Information report guide 

Running the 2021 PIT Contact Information Report: 

The 2021 PIT Contact Information Report is a ReportWriter raw data pull that will be used to find out 

contact information saved in HMIS for particular clients from the BNL. Copy the unsheltered BNL client 

IDs one at a time to check if they have any contact information available in the ReportWriter “2021 PIT 

Contact Info Report”. 

1. Use manual Enter Data As mode for your Coordinated Entry Project to see all the clients from 

the BNL. 

 

 

 

2. From your Home page in HMIS, click on the Reports menu to the left.  
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3. Then click on ReportWriter towards the bottom. (It may take a minute to load.) 

 

 

 

 

 

 

 

 

 

4. Find 2021 PIT Contact Information Report and click on the magnifying glass to run 

 

 

 

 

 

 

 

 

 

5. You will see a preview of the report. Click download to see the entire report.  
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6. Confirm your download. Click download once more.  

 

 

 

 

 

 

 

 

 

 

7. Open the zip folder that was downloaded and the CSV file within it. It may look like this in your 

downloads folder. 
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Columns on the 2021 PIT Contact Information Report 

 
To see all of the columns: Click the triangle between the A column and 1 row to select all data.  
On the Home tab, find the Format options, and select AutoFit Column Width. 
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1. Client ID: HMIS ID for clients on the report. 
2. First and Last Name: Taken from name fields on HMIS. 
3. Start Date: Pulls the date this contact information was added to HMIS. 
4. End Date: Pulls the date this contact information was no longer relevant. If a date is entered, 

the information is for historical reference.  
 
 
 
 
 
 
 
 
 
 
 

5. Primary Phone: The best phone number to reach the client. If it is blank, this item was not 
entered into HMIS. 

6. Secondary Phone: The second best phone number to reach the client. If it is blank, this item was 
not entered into HMIS. 

7. Ok to receive texts: Pulls a Yes or No answer for the previous phone numbers. If it is blank, this 
item was not entered into HMIS. 

8. Email Address: Pulls an email address for the client. If it is blank, this item was not entered into 
HMIS. 

9. Other contact method (frequent location): If the previous methods do not work, this text box 
allows a physical location like a campsite or regular meal service provider where the client may 
be contacted. Or a place a message may be left. If it is blank, this item was not entered into 
HMIS. 
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Reviewing the 2021 PIT Contact Information for data quality checks: 

This is a simple report. If a client pulls on the By Name List report and is not found on the 2021 PIT 
Contact Information Report, their contact information is not saved in HMIS. Use this to know which 
clients need more a more reliable method of verifying their living situation on January 27th, 2021. 


