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INTRODUCTION 

 
This guide is intended to assist HMIS-participating agencies in preparing for monitoring and technical assistance visits 
with the Institute for Community Alliances staff.  
 

 
The following practices will take place when ICA staff conduct a virtual Monitoring and Technical Assistance Visit: 

• HMIS use, data entry procedures and client records will be reviewed 
o One client file per project being monitored. Files will be reviewed for: 

▪ Accuracy 
▪ An HMIS Release of Information 
▪ Entry and Exit Dates 
▪ Intake paperwork and Exit information reflects HMIS information 
▪ Income, Non-Cash Benefits, Disability, and Health Insurance Information, including start dates, 

end dates and interim reviews 
o Your agency’s language access plan for non-English speaking clients. 

• Overall project reports may be reviewed 
o Data Quality and Completeness 
o Sub-Assessment 
o Point in Time 
o Grant required reports as applicable 

• Confidentiality and System Security Practices will be reviewed 
o See the “Monitoring Checklist” on page 10 for specific items that will be reviewed  

 

 
In preparation for a virtual monitoring visit, your agency will need to complete the following steps: 

• Scan and upload relevant paperwork into ServicePoint for files being reviewed 
o See “Forms to Upload into Client Files” for more detail 

• Run and review the following ART reports: 
o ICA Monitoring Report 
o PDF – ICA Self-Monitoring Dashboard 
o 0123 – ServicePoint User Last Login Report 
o 0629 – Housing Inventory Count 

• Send an email to your HMIS System Administrator prior to your virtual monitoring visit with the following 
items attached: 

o Client IDs for the files being monitored 
o Copies of the ART reports listed above 
o Documentation verifying that you are meeting Privacy & Security Standards  

(see “Monitoring Checklist” on page 10 for details) 
 
During a monitoring visit, technical assistance will be offered and/or provided. This will be the opportunity to request 
any technical assistance you may need. In addition, ICA staff will provide technical assistance on any data monitoring 
issues discovered during the monitoring process. The intent is not to be punitive but to provide assistance with data 
entry problems to avert or correct data issues which could impact data quality and reporting. 
 
At the conclusion of the monitoring visit, your System Administrator will issue a Met Compliancy letter or a letter of 
corrective action. If corrective action is issued, there will be a specified time frame for the agency to come into 
compliance as well as engage in any identified training and/or further technical assistance required.   
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UPLOADING DOCUMENTS INTO SERVICEPOINT 

 

Forms to Upload into Client Files 
 

• Paper intake forms completed at project entry 
o Including any information/documentation for disability, health insurance, income, and non-cash benefits 

• Verification of Homelessness Form 

• HMIS Release of Information 

• Lease agreements (close the visibility so that only your agency can see the document)  
o Only include the page of the lease that shows the lease term 
o This is only required for Rapid Rehousing, Permanent Housing and Permanent Supportive Housing 

projects 
 

How to Upload Documents into ServicePoint  

 

• Scan any paper forms and save them in a folder on your computer where you can easily access them.  

• Go to the Client Profile for the client whose file is being reviewed.  

 
• Scroll toward the bottom of the page, until you see the File Attachments section.  

Click Add New File Attachment.  
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• Click Choose File. 

 
 

• From the folder where you saved your scanned forms, select one of the forms to upload and click Open.  
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• Click Upload  

 

• You will see the file you uploaded show up in the File Attachments. If you need to change the visibility of the file 
attachment, click on the lock icon.  

 
 

ART REPORTS TO RUN  

 
Prior to your ICA monitoring and technical assistance visit, you will be asked to generate 4 reports in the Advanced 
Reporting Tool (ART).  
 
All reports can be found in the HMIS Monitoring Prep folder, located in the Public Folder in ART. 
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ICA Monitoring Report 
 

 

HOW TO FILL IN THE PROMPTS 
 

Select Provider(s): Select all your agency’s providers 
Enter Effective Date: 10/1/2020 
Enter Start Date: 10/1/2019 
Enter End Date PLUS 1 Day: 10/1/2020 

 

Note: The dates in the prompts will automatically be filled in with the above dates. Even if the date that you are running 
the report is prior to 10/1/2020, you will want to leave this date as your “End Date PLUS 1 Day”.  

ABOUT THIS REPORT 
 

This report provides information about both missing information (Data Completeness) and accuracy of information 
(Data Quality). It helps agencies determine where they need to invest data clean up efforts, and highlights errors that 
agency users are commonly making. This report aids HMIS System Administrators in determining what areas may 
require training and technical assistance.  
 
 

TABS TO REVIEW 
 

Provider Score Summary – tells you the acceptable error % for each project included in the report. Also shows you the 
breakdown of the errors (in what fields are errors occurring frequently). 
 
Client Error Detail – identifies which clients have data completeness or data quality errors by project enrollment. For 
each client, the report identifies what type of errors are in their file. 
 
Capacity – shows unit utilization for each night in the reporting period. If you have any concerns or questions regarding 
this tab of the report, please feel free to reach out to your HMIS System Administrator during the monitoring.  
 
Error Key – explains what each error type means on the Client Error Detail tab. 
 

 

STEPS TO TAKE WITH THIS REPORT 
 

Review the Client Error Detail tab and resolve any errors that you can. When you have resolved all errors that you are 
able to, re-run the report and include a copy in your email to your HMIS System Administrator before your monitoring 
visit.  
 
Note: you will want to make sure to wait until the next ART rebuild to re-run the report so that the corrections populate 
in the report. 
  



Page | 7  
Wisconsin HMIS Monitoring Preparation Guide 9.22.2020  

PDF – ICA Self-Monitoring Dashboard  
 

 

HOW TO FILL IN THE PROMPTS 
 

Answer “Yes” or “No” to the following Privacy & Security Standards prompts: 

• Do all client files have an HMIS Release of Information? 

• Is the HMIS Consumer Notice appropriately posted in the area in which client data is collected? 

• Are the client records and HMIS reports stored to ensure they are in a secure location? 

• Are the location and position of all computers, workstations, and office equipment used for HMIS purposes 
ensuring that client data cannot be viewed by unauthorized individuals?  

• Do you have a policy to ensure unauthorized individuals are not allowed in areas where client data is collected 
and/or entered into HMIS? 

• Do you have appropriate and sufficient anti-virus and firewall software protection? 

• Are your password and screen saver security processes for all computers used by HMIS users in use?  

• Do you have a record retention policy that includes how printed HMIS records are destroyed?  
 

Select Provider(s): Select all your agency’s providers 
Enter Effective Date: 10/1/2020 
Enter Start Date: 10/1/2019 
Enter End Date PLUS 1 Day: 10/1/2020 

 

Note: the prompts for this report may take longer to load. When scheduling the report, please be sure to select “PDF” as 

the Report Format. 

 

 

ABOUT THIS REPORT 
 

This report displays the data from the ICA Monitoring Report in graphs and charts to help agencies and HMIS System 
Administrators visualize areas of concern for data quality and completeness. It also provides a letter grade for the 
agency’s adherence to the Privacy and Security Standards based on how the agency answers the prompts. HMIS System 
Administrators will review this report and the backup documentation listed on the Monitoring Checklist to confirm if the 
agency is meeting the Privacy and Security Standards described in the Wisconsin Statewide HMIS Policies and 
Procedures Manual.  
 

 

STEPS TO TAKE WITH THIS REPORT 
 

Review the report for accuracy. If anything in the report looks incorrect, review the ICA Monitoring report again to 
ensure all data quality and data completeness errors have been resolved. After you have reviewed the report, include a 
copy in your email to your HMIS System Administrator before your monitoring visit.   
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0123 – ServicePoint User Last Login Report 
 

 

HOW TO FILL IN THE PROMPTS 

 

Enter Providers for Report: Select all your agency’s providers 

ABOUT THIS REPORT 
 

This report provides information about active HMIS users within your agency. It helps agencies to determine if there are 

any active HMIS users in their agency that need to be inactivated and provides information to agencies and HMIS System 

Administrators about how frequently users are logging into the system. 
 

 

TABS TO REVIEW 
 

Summary – provides an overall count of active user licenses attached to your agency’s provider(s), and a visual of the 

length of time that has passed since users' last login. 

User Detail – provides the access level and date of last login for each of the active users in your agency. 
 

 

STEPS TO TAKE WITH THIS REPORT 
 

Review the User Detail tab to ensure all users that are included in the report are indeed active. If you notice any users 

who are no longer active, please email your HMIS System Administrator and ask that they inactivate any users that are 

no longer working with your agency or in need of a license. 

 

After you have reviewed the report, include a copy in your email to your HMIS System Administrator before your 

monitoring visit.  
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0629 – Housing Inventory Count 
 

 

HOW TO FILL IN THE PROMPTS 

 

Include Operational Projects ONLY? Yes 
Select Provider(s) Select all your agency’s providers that are included on the HIC 
Enter Date for Current Inventory: 1/23/2020 
Enter Date for Under Development Inventory: 1/24/2020 

ABOUT THIS REPORT  
 

This report provides a snapshot of the bed inventory information that has been entered into HMIS for an agency’s 

residential programs. It helps agencies and HMIS System Administrators ensure that the inventories entered into HMIS 

and the Housing Inventory Chart (HIC) match and accurately reflect a program’s capacity. 
 

 

TABS 
 

Tabs A through F – display bed inventory information by Project Type. Each tab has the same format, and is broken out 

by project type as listed below: 
 

• Tab A - Emergency Shelter 

• Tab B - Transitional Housing 

• Tab C - Safe Haven 

• Tab D - Other PH 

• Tab E - Permanent Supportive Housing 

• Tab F - Rapid Re-Housing 
 

Bedlist DQ – Highlights bed inventory information that has been applied to an incorrect project type code. If there are 

any errors listed on this tab, please let your HMIS System Administrator know during the monitoring so that they can 

address the issue. 
 

Additional Information – displays the physical address for each provider included in the report, as well as information 

about the HUD COC and federal funding sources associated with each provider.  
 

 

STEPS TO TAKE WITH THIS REPORT 

 

Review each tab of the report. If you have any questions/concerns about the inventories listed for your programs, please 

let your HMIS System Administrator know during the monitoring. After you have reviewed the report, include a copy in 

your email to your HMIS System Administrator before your monitoring visit.  
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MONITORING CHECKLIST 

 
Prior to your monitoring visit, please send an email to your HMIS System Administrator with the following: 
 
Client Files 
 

☐  Send the Client IDs for each file that will be monitored  
Ensure all appropriate paperwork has been scanned and uploaded into ServicePoint before sending the Client IDs 
(see “Forms to Upload into ServicePoint” on Page 3) 

 
ART Reports 
After reviewing the ART reports outlined in the guide, attach the final copies of the following reports to your email: 
 

☐  ICA Monitoring Report 

☐  PDF – ICA Self-Monitoring Dashboard  

☐  0123 – ServicePoint User Last Login Report 

☐  0629 – Housing Inventory Count 
 

Privacy and Security Standards Documentation 
 

Privacy & Security Standard Documentation 

Do all client files have an HMIS Release of Information? ☐  Ensure a signed HMIS Release of Information form is 
uploaded into each client file in ServicePoint being 
reviewed during the monitoring  

Is the HMIS Consumer Notice appropriately posted in the 
area in which client data is collected? 

☐  Attach a photo showing the Consumer Notice in the 
place where client interviews take place* 

Do you have the HMIS Baseline Privacy Standards 
available upon client request? 

☐  Attach a writeup of what happens when a client asks 
how their information being collected is used/shared, 
noting that staff know where to find the Baseline 
Privacy Standards 

Are the client records and HMIS reports stored to ensure 
they are in a secure location? 

☐  Attach a photo showing where client paper records 
are stored* 

Are the location and position of all computers, 
workstations, and office equipment used for HMIS 
purposes ensuring that client data cannot be viewed by 
unauthorized individuals? 

☐  Attach photos of all workstations where HMIS data is 
entered* 
Ensure the picture includes the screen saver and shows how 
the workstation is situated to prevent unauthorized 
persons from seeing the computer screen 

Do you have a policy to ensure unauthorized individuals 
are not allowed in areas where client data is collected 
and/or entered into HMIS? 

☐  Attach a copy of your agency’s written policy 

Do you have appropriate and sufficient anti-virus and 
firewall software protection? 

☐  Provide the name of the anti-virus and firewall 
software protection used by your agency 

Do you have a record retention policy that includes how 
printed HMIS records are destroyed? 

☐  Attach a copy of your agency’s written policy 

 

*If your agency operates in multiple locations, please attach photos for each location 


