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Running Reports and Shortcuts

Tuesday, July 23, 2024



Today's Training Team

Angie Evans
Bitfocus

Lesly Soto Bright
Bitfocus

Leila Qureishi
County: OSH

Marcell Leath
San Jose

Nate Montgomery
San Jose



10:00am – 10:15am: Introductions (Lesly)

10:15am – 10:25am: Overview and Objectives (Lesly)

10:25am – 10:40am: Running a Program-based Report (Angie)

10:40am – 10:45am: Breakout Room Options (Angie)

10:45am – 10:55am: Zoom Room Assignments (Self-selected)

10:55am – 11:35am: Scenarios/Practicum

11:30am – 12:00pm: Debrief (Lesly)

Overview - What Today’s Training Will Cover



Attendees can run Program-based 

reports and export in Excel format

Attendees learn 1 Excel trick to help 

them use the report

Objectives



Running a Program-Based Report



Clarity System: Overview



Reporting & In-Depth Data Analysis



Reporting: Finding the Report Library



Reporting: Program Based Reports



Reporting: Program Based Reports



Running GNRL-220 Program Details Report 



Parameters Monster



Reporting: Running GNRL - 220 

Parameters

All these filters need to 
be entered to run the 

report 



Program Type 

If you don’t know, 
just select “All”

Select which Project Type(s) to include:

All, Single Select, or Multi-Select 

(Hold Control/Command or Hold Shift to select multiple options sequentially)

Reporting: Running GNRL - 220



Program Status is whether 
the program is active during 
the reporting period you’re 
looking at 

Program(s) is the name 
of the program 

(Hold Control/Command or Hold Shift to select multiple options 
sequentially)

Reporting: Running GNRL - 220



Where do you want 
the data to come from?

“What would I choose if I want to see all the clients who were enrolled in the 
program during the reporting period?”

Reporting: Running GNRL - 220



FALSETRUE

I can get a list of all the Exit Destinations from clients in 
my program by running the Program Details Report. 

Knowledge Test



Choose 
Enrollment type

Active Enrollments: All the clients in your program during the reporting period

OR

New Enrollments: Any clients NEWLY enrolled during the reporting period

Reporting: Running GNRL - 220



Choose Date Range 
& 

click submit

Choose the reporting Date Range based on what information you need

Reporting: Running GNRL - 220



Your report is ready!! 

Reporting: Running GNRL - 220



All the Program Names included in the report 

STS = Status Screens
EXT = Exit Screen
ENT = Enrollment Screen
CUR = Current Living Situation 
ANN = Annual Assessment 

Reporting: Running GNRL – 220 - Export



Field Name Entry Status Annual Current
Living Exit Follow-up

Unique ID X X X X X X

First Name X X X X X X

Last Name X X X X X X

Agency X X X X X X

Assigned Staff X X X X X X

Staff Created X X X X X X

Enrollment Start Date X X X X X X

Enrollment Exit Date X X X X X X

Chronic Homeless X X X X X X

Bed Night Service X X X X X X

Bed Night Service Start Date X X X X X X

Bed Night Service End Date X X X X X X

DoB X X X X X X

Unit Assignment X X

Bed Assignment X X

Occupancy Start Date X X

Occupancy End Date X X

SSN X X X X X X

Personal ID X X X X X X

Household ID X X X X X X

Gender X X X X X X

Race and Ethnicity X X X X X X

Veteran Status X X X X X X

All fields included on the selected screen X X X X X X

Included Fields: 
By Screen



If requested, could you run a Program 
Details Report today?



Breakout Room Options



Self-Selected Breakout Rooms  (40 Mins) 

• How to create filters and find duplicates in Excel (Marcell)
Breakout Group 1

Marcell

• Creating a Pivot Table to identify demographics in Excel (Nate)
Breakout Group 2

Nate

• Working with Formulas in Excel (My)
Breakout Group 3

My

• Using V-Lookup in Excel to identify VI-SPDAT data for your 
clients (Leila)

Breakout Group 4

Leila



Reference Sheet

Breakout Group 1: How to 
create filters and find 
duplicates in excel (Marcell)

Cheat Sheet and file to follow 
along: 
https://drive.google.com/drive/fold
ers/1PR_uXoLg38YFyOFjKJMOFQ
bk8YiRcg-U?usp=sharing

Software used:
- Clarity’s Report Library 
- Microsoft Excel

How to create filters and find 
duplicates in excel

q Download basic canned report data in Excel 
format 

q Task 1: Sort and Filter one column using the 
Filter option in the Data tab 

q “Clear” your filters to do next task 

q Task 2: Select Conditional Formatting and 
highlight “Duplicate Values” in your dataset



Reference Sheet:

Breakout Group 2: Creating a 
Pivot Table to identify 
demographics in excel (Nate)

Cheat Sheet to follow along and 
File Example: 
https://drive.google.com/drive/fold
ers/1cc7-
MkE4l3DFnuHEMt08p8fH6RvGx
KUj?usp=sharing

Software used:
- Clarity’s Report Library 
- Microsoft Excel

Creating a Pivot Table to identify 
demographics in excel

Summary of steps:

q Run [GNRL-220] Program Details Report in 
Excel format (or use Nate’s example file today) 

q Open enrollment data file. The file name will 
start with “ENT”.

q Insert Pivot Table into a new sheet and 
create a count of how many clients identified 
as each gender type 



Reference Sheet:

Breakout Group 3 (advanced): 
Working with Formulas in Excel 
(My)

Cheat Sheet to follow along: 
https://drive.google.com/drive/folde
rs/1MIzAPstMaGsgywi9vyOZBlzTz
FYicPAo?usp=sharing

Software used:
- Clarity’s Report Library 
- Microsoft Excel

Working with Formulas in Excel

Formulas you will learn about 
Trim
Xlookup

Vlookup

Count

Sum

Average
Bonus 
Material!

Min
Bonus 
Material!

Max
Bonus 
Material!

Median
Bonus 
Material!



Reference Sheet:

Breakout Group 4 (advanced): 
Using V-Lookup to identify VI-
SPDAT data for your clients 
(Leila)

Cheat Sheet to follow along: 
https://drive.google.com/drive/folder
s/1bJ8MhRPWs6QJYL3SPKIZcTgUvBG
kWY-F?usp=sharing

Software used:
- Clarity’s embedded or 
standalone Looker (*Access to 
Data Analysis required*)
- Microsoft Excel

Using V-Lookup to identify VI-
SPDAT data for your clients

Summary of steps:

q Run report in Looker

q Download in excel format

q Use V-Lookup to ID clients who have 
completed or not completed the VI-SPDAT 
and see info about the assessment 



https://drive.google.com/drive/folders/1NX
IBqpqogUNAfL9erLzVrI-IDF_bG-

BW?usp=sharing

Folder with Cheat Sheets & Sample Data Files



Self-Selected Breakout Rooms  (40 Mins) 

• How to create filters and find duplicates in Excel (Marcell)
Breakout Group 1

Marcell

• Creating a Pivot Table to identify demographics in Excel (Nate)
Breakout Group 2

Nate

• Working with Formulas in Excel (My)
Breakout Group 3

My

• Using V-Lookup in Excel to identify VI-SPDAT data for your 
clients (Leila)

Breakout Group 4

Leila



Feedback



Feedback Survey: 
https://s.zoom.us/m/bPvCgBYpq

https://s.zoom.us/m/bPvCgBYpq


Resources



Resources

Images provided by 
Storyset.com

Contact Information Type of Assistance

scc-admin@bitfocus.com Use this email to contact your sys. admin. team: Angie and Lesly

sccsupport@bitfocus.com
Use this email to contact the Help Desk. They can assist with almost everything, and 
if they can’t they will loop your sys. admin. team.

help.bitfocus.com
Use this to get help on all things HMIS. Type in your question in the search bar and 
get articles and how to steps. 

scc.bitfocus.com
Use this to get insight into all things SCC HMIS related. From New User Training, to 
Forms and Newsletters and so much more! If you have not already, you should 
bookmark this page.

https://storyset.com/
https://storyset.com/

