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The New APR Report Walkthrough  
 

The new APR includes far more detailed information than has previously been reported. 
One of the first things you will notice is that there are new questions addressing the 
overall data quality for the information that has been entered. This, in my mind, really 
drives home the importance of the monthly data checks!  
 
Another new aspect of the APR is the inclusion of ‘sub-reports’. These reports provide 
more detailed information for certain questions in the APR. Unlike the old APR, where 
you had to select the specific question from the drop-down list, the sub-reports are 
directly accessible from the aggregate APR report.  
 
I’ve included the formal HUD guide on the new APR. You can access it on the City of 
Spokane, Human Services Website at: www.spokanehumanservices.org.  
 
Below are screenshots which will take you step-by-step through the APR process. As in 
all tutorial-type documents, your feedback will help make it more useful. So please don’t 
hesitate to comment!  
 
Thank you for your continuing dedication to data quality!  
 
At the end of this tutorial you should know how to:  
 

• Find the New APR report option in ClienTrack. 
• Fill out the filter criteria for your grant and/or program. 
• Navigate the report in ClienTrack.  
• Use the sub-report feature to view detailed client level data.  
• Export data from ClienTrack into Excel for review.  
• Troubleshoot and correct identified data discrepancies.  
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Step 1 
Setting up the Report 
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(Step 1 Cont.) 
 

1. Go to the Home Tab/Reports/New HUD APR 
2. Fill in the filter criteria.  

a. Grant Program/Component: If you have any questions concerning what 
your grant component is please let me know. In most cases it will be SHP 
or S+C.  

b. SSO Programs: There are two different Grant Program Component 
options for SSO-only programs. We don’t have any SSO w/Outreach, so 
you will need to select SSO w/o Outreach from the drop-down.  

c. Grant(s): What you select in the Grant field will determine what options 
are available in the Program field. This hasn’t changed from the old APR 
model. 

d. Program(s): The only time it is necessary to select a specific program is if 
you have multiple programs, funded by a single funding source, within the 
same agency.  

e. Double-check your start and end dates!  
f. You can save your filter criteria by selecting the Save Parameters from the 

drop-down box (near the top of the form).  
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Step 2  

Data Quality Check 
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(Step 2 Cont.) 
 

1. Review the aggregate totals for each Universal Data Element.  
a. If you see any totals that look to be inaccurate, select the sub-report—

available sub-reports will always appear as blue underlined page 
headings—to see detailed client level information. The above two 
examples represent some of the sub-reports within the new APR. There 
are many sub-reports throughout the APR. The use of this feature can save 
a great deal of time when troubleshooting missing data. 
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b. You must ensure that the client level data is correct, as well as the 
aggregate totals.  

 
 
 

Step 3 
Sub-Reports and Exporting Data 
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(Step 3 Cont.) 
 

1. The above example represents the type of data that is available through a sub-
report. This particular sub-report is for Question 7 on the APR. 

a. One of the first things you will notice is that certain aggregate fields listed 
in the main report are missing in the sub-report. This was discussed with 
the report designer and a solution has been found.  

i. Use the export to Excel function (located in the upper right-hand 
corner of the form) to view all the fields listed in Question 7.  

ii. Make sure you use the Excel option labeled: Export Data to Excel. 
Do Not Use: Export Report to Excel.  

b. Not including all the fields in the sub-report was a conscious decision on 
the part of our vendor and is not a bug.  

 
 
 

Step 4 
Exporting Data 

 

 
 

1. The above example shows a sample of what you can expect to see when exporting 
data into Excel.  

a. Please note the presence of the Domestic Violence field, which is missing 
in the normal sub-report.  

i. The vendor is aware that children are being counted in the 
Domestic Violence field as missing data. The HUD 2010 Data 
Standards do not require collection of Domestic Violence data on 
children. As such, you are not expected to complete such an 
assessment for children.  

b. There are many other helpful fields contained within the exported data. I 
highly encourage the use of this feature.  

c. The data for the APR comes out of the entry and exit assessments attached 
to each client’s enrollment.  

 
Walkthrough Conclusion 

 
This concludes the tutorial. I hope you have found this helpful. Please continue to log any 
issues you encounter! You can also reach me at my direct line at 509-625-6051.  


