Permanent Supportive Housing (PSH) Evaluation Tool
User Guide

Getting Started

Opening the Tool in Clientinsight: oan
1. Log-into ClientInsight.
2. Select Reports.

Choose your report filters: EnEuGuL
1. Navigate to the Performance Supportive

Summary page of the tool. Housing (PSH) " overat Hvis Yo
2. Navigate to the filters. Evaluation Tool

=k )TCIientInsi_ght

3. Inthe Reports drop-down menu, Dashboard 3. Select the calendar year
select Community Reports. project, and/or grant you want to FLter YOUr data here. il sy o o
4. Inthe Report Name search field, [E] Reports kv view by selecting the dropdown e oL
({3 H » arrow. Then select the Eva-[::lir::iosﬂﬂfeerzlgg!Ioéatl:iggl??’ear
type “evaluation. Admin Reports checkbox next to the project 1172025 to 12/3112029)
Report Name name or grant you want to Calendar Year
Reports select. You can also search for 2028 N
[ evaluation| ] the grant or project in the search
My Work fleld 0 Ca Organization Name
. M Search
5. Selectthe report called : Al v
. . C ity R t —
“Permanent Supportive Housing ST R A Search
. | B Select all Project Name
(PSH) Evaluation Tool.” public Reports 7t et e K O
: 1074 Washington Ave - ESSHI ‘
Permanent Supportive Housing (PSH) Cust Published (111 West 103rd Street Supported.. Grant ID
Evaluation Tool Hstom HDlEnE Data Quality [ 1111 E 172nd Street All v
k [ ] 1191 Boston Road

1074 Washington Ave A



"X View your overall performance

The Performance Summary page shows the overall performance of a project or grant.

)

Permanent Utilization ] [ Housing Stability ] [
Supportive

HOUSlng (PSH) HMIS Overall Scaore Total Number of Clients Upload Timeliness Latest Upload Date Filter your data here.
The filtering you select here will apply to all

Evaluation Tool -I-B D 1 3 | 2 5 7 5 4 % o 4/6/2 0 2 6 the pages in this tool

. : The report period for the 2026
;h'?, PSI'; itEvaluangn TDD[lj 15 Evaluation is the 2025 Calendar Year
esigned 10 manitor and assess (1/1/2025 to 12/31/2025).
project performance. The metrics
presented in this tool will be used
in the NYC CoC annual evaluation.

Performance Metrics

This graph shows your project or grant’s performance on key metrics.

Calendar Year

) ) 2025 v
Tips for how to navigate this tool:

- Use the buttons at the top of the
dashboard to move between pages
in the tool , The bar graph shows
- Hover over the information icons
for more information about the performance on each of v
metrics and visualizations the key metrics used to
- Parts of the tool are interactive. This
means that you should be able to
select a data point in a visual to see
the associated client details in the
tables {and vice versal. Read
through the visual and table
descriptions on each page for more
infarmation
Have guestions?
Contact Teri Marris
Imorristof@dss.nyc gov) on the HMIS
team if you have guestions about the

calculate the overall

HMIS score.
All N
Grant ID
All v
tool.
Average Project  Maintain Housing or Maintaining or 1 or More Sources  Clients with Health Clients without Data .
Utilization Rate Exits to Permanent Increasing Total of Noan-Cash Insurance Quality Issues NYc contlnuum

Housing Income Benefits CDC ﬂf Care



@’)‘ Dig-in to each metric and view client details

Each key metrics has a dedicated page that includes the overall metric score and client details.

- Click on the grey buttons at
I ncome Performance Summary i the top of the page to m _ Benefits Data Quality
navigate to the page you
would like to view.
a I

. . = . = \ ™ Fi ~
How many clients lost, maintained, gained, or increased Click here to see clients required Click here to see clients missing Click here to see clients with out

income from start to latest assessment (annual or exit)? to have an assessment. . an annual assessment. of range annual assessments.
. oy . y L oy

Clients with Out of Range Annual Assessments

Select = lient record below to see the dient’s reconds in the Income Records table.

Overall Metrics

% of adult clients who
maintained or increased
total income each page is the overall

metric score which is ClientTr®§k ID  First Name Last Mame ProjectName Entry Date Exit Date

7 7 Eyu ® also displayed on the

The purple metric on

performance summary

Each page will have detail
tables that display the

Mumber of clients required
to have an annual or exit
assessment

43

MNumber of clients missing
an annual assesssment

underlying client data used
to calculate the overall
metric score.

All Income Records

This table shows all assessment records for each client.

(Blank)
®

ClientTrack ID First Mame Last Mame ProjectName

Entry Date Exit Date Assessment Date Assessment

0472611997 0412611997 Project entry

. ) 0472671997 D&/26/2010 Annual assessmer
Mumber of clients with out Maintaining or _

of range annual Increasing Total 047261997 D4&526/2011 Annual assessmer
assessments Income 0452671997 D&/26/2012 Annual assessmer
D4r26/1997 D4/26/2013 Annual assessmer
( B l k) 04/26/1997 D4/26/2014 Annual assessmer
a n @ 047261997 D4&/26/2015 Annual assessmer
0472611997 D4&/D&/2018 Annual assessmer



@ Tips for how to use the Tool

The Tool uses a software called PowerBl. Below are some tips on how to utilize the Tool and PowerBlI’s features.

1. Reaq through all (.:Iesc.rlpt!ve text, including Exit Destinations
SUbt|tl_eS for the V|sua[|zat|ons and tab[es. M Select any of the bars to see the assodated dient information in the Chient Details table.
. . A\ )
2. Read the tooltips for helpful information. You can Upload timeliness is defined as files being uploaded
. . ) within the first 15 days of the month_ Click on this icon
see the tool_t|ps by hovenng over the @ icons. to see the file upload details. This metric is NOT
\ included in the HMIS total score.

0
3. Forthe detail tables, you can export the data to l‘ 2 AJ @‘ 7/1 8
Excel by selecting the three dots (...) and then
v

“Export to Excel.” Then select, “Data with Current R _ ﬁ
More options o Export data

LayOUt.” THEN

*  Note: forthe visualizations (for example, bar charts) you

& Show as a tabl Export data

B runtlin
can only export the summarized data not the individual snotion
client details.
4. You can sort the detail tables by either clicking on w  Project Name e i
i ClientTrack ID o oo e i
the column you want to sort by OR by selecting the OR -
three dots (...) and then selecting the field in the — . —
. i CEEERe——
sort 0pt|0n. k ClientTrack ID Sort by >
First Name 99] 0&/2171971 05
| cctrme TR
Entry Date 077161992 07M16/1992




© FAQs

See answers to common questions about the Tool. Please review these FAQs before contacting the HMIS team.

1. Who can access the Tool?
* Only staff with access to Clientlnsight can access the Tool.

2. What does it mean when the Tool says (BLANK)? Number of clents with ou
* BLANK is the same as ZERO in the tool. For example, looking at the ™"
screenshot (BLANK) means 0 people had out-of-range annual (Bl_ank)@
assessments.

3. Why do | keep seeing this ClientError_TokenExpired error?
* This means that the Tool has been open without activity. If you see
this error, you will need to refresh your browser tab.
4. Why are the results in the tool not matching my source system?
* There can be a lot of reasons why the results are not matching. Here are
some possible reasons:
a) Thereis anissue with your HMIS uploads. If client-level data is not If you have checked your source files AND
matching your source data, please first check your HMIS upload files. the reporting period, and you still don’t
b) Double check that you reporting period is the same. For the 2026 understand why the Tool is not matching
evaluation, the 2025 calendar year is the reporting period. your source system please email Tori
c) Thereis atechnical reason the results do not match such as vendor Morris at morristo@dss.nyc.gov.
interpretation of the APR specifications.
d) Thereis an errorinthe report.

®

ClientError_TokenExpired See details
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