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INTRODUCTION

This manual compiles information on using the Sage HMIS Reporting Repository (Sage) for HUD
Reporting. This manual presents information on how to use Sage from creating a user account to
navigating the dashboard. The Sage HMIS Reporting Repository is a web-based reporting portal which can
be accessed at www.Sagehmis.info.
This manual does not provide guidance on HUD reporting. HUD Guidebooks which contain instructions on
specific reports (APR, CAPER, etc.) can be found on the HUD Exchange or in the RESOURCES tab of Sage.
If you are having account or reporting issues with Sage, you can submit an AAQ through the HUD
Exchange selecting Sage in step 2.
The AAQ responders are system administrators and can assist with reporting and access questions.
Providing as much detail as possible in the AAQ will enable the responder to address the question quickly.
Please be sure to identify the grant number for a Continuum of Care (CoC) Program Annual Performance
Report (APR) question or who the recipient is for a Consolidated Annual Performance and Evaluation
Report (CAPER) or Emergency Solutions Grants COVID-19 (ESG-CV) reporting question.

Terms Used in Sage

Sage was designed to provide access to the same information to multiple parties: grant recipients,
Continuum of Care leaders, and HUD staff. Because Sage is used by different programs to report on their
grants there is a common language developed for Sage that crosses all grant programs:
•

•
•
•

Entity: The organization the user is affiliated with. An organization is a specific grant recipient, CoC, or
HUD Community Planning and Development (CPD) Field Office. If a Sage user holds more than one
position, (e.g. they work with the organization responsible for the CoC process and must complete an
APR for a planning grant), they will have two entities they are affiliated with (the CoC entity and the
recipient of the planning grant entity) in one user account.
User Level: The level of access an individual user has in Sage. The user levels vary depending on the
type of entity the user is affiliated with.
Dashboard: The landing page used to work on the grants of specific entities.
Launchpad: The submission page for reports.

SAGE USER ACCOUNTS

Sage user accounts allow an individual access to the entity they are affiliated with. A user view of
information in Sage is based on their user level.
A few important considerations for access:
1. User accounts may not be shared. Each individual requiring access must have their own account.
There may not be a ‘general’ account which is accessed by multiple people. Every keystroke in Sage is
affiliated with the user who is logged into the system.
2. Users should not create multiple accounts in Sage. Users should instead associate themselves with
multiple entities by clicking “Add Another Association.” In the Position and Entities section of this
document are examples of when another association may be appropriate and detailed instructions on
adding another association.
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Adding a NEW Sage User

All users must create an account and be authorized to use Sage prior to viewing or editing any
information. To create an account, go to www.Sagehmis.info

1. Click the Create an account link under “New User?”
2. Complete the left side of the form with the user’s contact information.
a. The user should enter their work email address, which Sage will establish as the username
and where Sage will send email regarding activity.
b. Create a password for the account. Passwords must contain:
•
•
•
•

At least 6 characters.
At least one uppercase letter.
At least a special character (*, $, #, etc.).
At least 1 number.

3. Confirm the password, which must match the first password entry. Sage will prompt the user to
correct passwords that do not match.
4. After entering your user information, select a “position” from the drop-down menu on the right side
of the form. and then search for the entity. See also information on Positions and Entity Selection.

5. The position limits access to the appropriate type of entity. Type in either the CoC number (e.g. xx100) or a part of a name (Cincinnati or Salvation) then select the entity from the drop down menu.
6. If the user requires access to more than one entity click the “Add Another Association” button and
repeat the process until the user has the access they need.
7. Sage uses reCAPTCHA as part of its security. The user will check the box telling reCAPTCHA that it is
not a robot, then follow the prompts. reCAPTCHA might generate pictures and instructions for the
user to select specific ones or the user can elect to use the audio link to hear cues for the user to
enter.
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8. Click Request Account and an Account Created pop up message will display to indicate the user’s part
of the process is complete. The user will receive an email confirmation to the email account used in
setup indicating the account request was generated. The entity authorized to approve the log in will
also receive an email indicating the user is awaiting approval. See also Account Approval and
Authorization below to help identify who will be approving your account.

Your password is reset every three months in Sage. Many Sage users only login once per year, depending
on their reporting requirements. It is important to remember that your password will reset during this
time so you may need to use “Forgot my password” to reset your credentials.

Positions, Entity, User Levels and Approvals
Continuum of Care Leadership
Position

Entity

Continuum of Care

CoC ID State and Number (e.g. CoC–OH-900)

The CoC position is for persons who administer a CoC. These types of account have three purposes:
1. To provide the CoC staff and leadership with up-to-date information on all of the grants in their CoC
being reported on. Summary and detailed information from these reports can be used for CoC
management and renewal processes.
2. To approve recipients accounts in the CoC who will use Sage to file their APR.
3. To allow CoC staff to access to Sage to review the APRs that were submitted for their CoC. Persons
with a CoC position will have read-only access to the reports and cannot create or change APRs
submitted by recipients.
User Levels
• Data Viewer & Account Admin: Users with this level of access can view APRs in Sage but have no
ability to enter or edit data. Users can also approve other user account requests. This level of access
will be common for CoC leadership staff.
• Data Viewer: Users with this level of access can see information in Sage; but have no ability to enter
or edit data or to approve access for others. This is the level of access for many CoC staff.
Add Another Association
If the user is not only CoC staff but will use Sage to file project APRs (e.g. CoC planning grant, HMIS
dedicated grant) then also add another entity to the user profile as a recipient of the grant you will file an
APR on (see Position: Recipient-CoC).
Account Approval
CoC user accounts must be approved by persons with a Data Viewer & Account Admin user level from the
CoC or by HUD.

Recipient of a CoC Grant
Position

Entity
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Recipient-CoC

CoC-number: Legal Name of the recipient
(e.g., CA-900: Community Housing, Inc.)

The recipient is the organization that is contracted with HUD for a specific grant(s). Persons associated with
the recipient are authorized to use Sage to file the Annual Performance Report (APR) with HUD. This includes
all persons reporting on any of the following types of CoC grants:
• Transitional Housing;
• Permanent Supportive Housing;
• Rapid Re-Housing;
• SSO—Services Only;
• SSO—with a Housing Outcomes;
• SSO—Street Outreach;
• Safe Haven;
• Homeless Management Information System (HMIS) Dedicated Grants;
• CoC Planning Grants;
• Unified Funding Agency (UFA) Grants; and
• Legacy program grants such as SHP, and S+C.
User Levels
• Data Entry & Account Admin: Users with this level of access can enter and edit data, submit a CoC
Program APR in Sage, and approve access for other users. This level of access will be common for
leadership staff at the recipient entity.
• Data Entry: Users with this level of access can enter and edit data and submit a CoC Program APR in
Sage. This is the level of access for most recipients who will enter and submit an APR.
• Data Viewer: Users with this level of access can see information in Sage; but have no ability to enter
or edit data.
Add Another Association
Add another association if the user is responsible for reporting for multiple entities.
Account Approval
Recipient-CoC user accounts must be approved by persons with a Data Viewer &Account Admin user level
from the CoC or by HUD.

Recipient of an ESG Grant
Position

Entity

Recipient-ESG

City, county, or state identified as the ESG
recipient

The recipient is the city, county, or state that received the ESG grant. Persons associated with the
recipient are authorized to use Sage to file the ESG-Consolidated Annual Performance and Evaluation
report (CAPER) or the ESG-CV Quarterly reports. Only recipients should have access to the ESG through
Sage. Subrecipients do not need and should not have access to the recipient’s ESG entity. Subrecipients
do not create an account in Sage.
User Levels

7

•
•
•

Data Entry & Account Admin: Users with this level of access can enter and edit data, submit a CAPER
in Sage, and approve access for other users. This user level is required to submit the CAPER reporting
to HUD. Every recipient must have at least one Data Entry & Account Admin user.
Data Entry: Users with this level of access can enter and edit data and submit a CAPER. This is the
level of access for most recipients who will do data entry in Sage.
Data Viewer: Users with this level of access can see information in Sage; but have no ability to enter
or edit data.

Add Another Association
Add another association if the user is also CoC leadership or the recipient is also a CoC grant recipient.
Account Approval
Recipient-ESG user accounts must be approved by persons with a Data Viewer & Account Admin user
from the recipient entity. If that person is no longer employed at the jurisdiction or has taken a different
position the user may request access from either the HUD field office or submit an AAQ through the HUD
Exchange selecting Sage in Step 2.
The ESG Account Admin should not approve a subrecipient as a user. They do not need access to Sage.
They receive the information from Sage to submit their report data to the recipient via an email that the
recipient creates in Sage and upload to a portal via the link that is in the email.

YHDP Dashboard Access
Position

Entity

Participant-Special Funding Initiative

YHDP Dashboard

This association enables access for recipients and CoCs funded under the Youth Homeless Demonstration
Program (YHDP) to access the YHDP Collaborative Dashboard.
Persons requiring access to the YHDP Collaborative dashboard may be approved by the YHDP lead in the
community with Data Entry and Administration access to Sage. If there is not a person with that access
level, please submit an AAQ selecting Sage in step 2 and tell HUD why access is needed.

Updating an Existing Account

Users with an existing Sage account should not create a new account. From the MY ACCOUNT page, it is
possible to update all your information except for your email address. Email addresses may not be
changed for security reasons. If a user’s email changed, they should submit an AAQ through the HUD
Exchange selecting Sage in Step 2. Email addresses should be the users work address.
1. Click on MY ACCOUNT on the navigation bar on top of your dashboard.

2. Click on the Add Another Association button at the bottom of the page.
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3. Select the POSITION that you have relative to the APR or CAPER. (Note subrecipients do not have direct
access to Sage for the CAPER and should not have an association with ESG; subrecipients of CoC grants
may only have access if the recipient grants access to them.)
4. Find the entity you want to associate with by typing the name of the ENTITY (recipient name or CoC
number (CT-503)) that you need to add to allow Sage to search for appropriate choices. When names
appear, you must select a name from the drop-down menu. YOU MUST SELECT FROM THE DROP DOWN
MENU -- do not type a name in.

5. The USER LEVEL will change from TBD to “Pending Approval.”
6. If you are not a Data Entry and Account Admin user level, your account will have to be approved by an
Account Admin user at your organization, the ESG jurisdiction, the CoC or HUD prior to your ability to
access a new entity.
Administrative Update of Another Users Account
A user who has an “Account Admin” in their user level may
• approve a new user
• add another association for an existing user or change their user level
• add a completely new user
To do this the Account Admin goes to the navigation bar in Sage and selects Admin. Searches for a user
and EDITS their account.

Account Approval and Authorization

Each ESG or CoC recipient must have at least one “Data Entry and Account Admin” user, though two are
recommended. CoCs must have at least one “Data Viewer and Account Admin.” The person(s) with this
user level is authorized to:
• approve other users for the entity
• manage user level access
• remove user from the entity
When a new or existing Sage user requests access to the entity, the Account Admin receives an email
indicating there is a pending request. Account Admins should log in to Sage within 72 hours and approve
or deny the request.
When the Account Admin logs in, there will be a notification box on the dashboard showing persons
awaiting approval and a link to approve them.
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1. From the dashboard go to the section titled “Users Requesting Access.” This will show the number of
user requests pending. To begin the process of approving or denying users select “Click here to view
the list.” Alternatively the list may be accessed through the ADMIN tab on the Sage navigation bar.
2. A list of users who has requested access to an entity in Sage will be on the screen. The list is split in
two sections:
a. requests for which the CoC Data Viewer & Account Admin is the primary approver (i.e. other CoC
staff);
b. requests for which the CoC Data Viewer & Account Admin is a secondary approver—meaning the
CoC Data Viewer & Account Admin can approve these accounts but another user is the primary
approver (i.e. recipients).
The list of requests on the screen details the person’s name, contact information, the user type they
are applying for, their user ID, to what they are requesting access, and the date the request was
made.
3. Each request has a dropdown option list under the header “Level of Access.” There are different options
to select from based on the entity the user is requesting access to. A user does not request a specific
level of access when requesting an account. The Account Admin user must assign a specific user level.

Deleting or Closing Sage User Accounts

Persons at the CoC with Data View & Account Admin, CoC recipients with Data Entry & Account Admin,
and ESG recipients with Data Entry & Account Admin user level access can deactivate an existing user. You
can also submit an AAQ, selecting Sage in step 2, to be deactivated.
To deactivate a user:
1. Go to the ADMIN tab on the navigation bar.

2. Search for an existing user in the box. Then click the “Edit” button on the line with the user’s name.

3. Uncheck the “Active” box. Once you make a user inactive, it will show the date the change was made
in the “Made Inactive” field.
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4. A pop-up will appear confirming you wish to deactivate the user and remove all association. Select
“Ok” if you wish to continue with the deactivation.
5. Sage will then show you that the user is no longer active, and the date will appear in the “Made
Inactive” field.

Log In Page and Entity Selection

When a user logs into Sage (www.Sagehmis.info) they will either be directed immediately to their
Dashboard (if they are affiliated with only one entity) or will see all entities they are affiliated with. Select
the entity that is associated with the work to be done during this session.

Log In Q/A
I forgot my password

If you have forgotten your password, use the “Forgot my password” button below the log in
credentials.

Enter the work email address you used to create your Sage account and then click on “Forgot my
password.” Within minutes, the user will receive an email from Sage at the email address set up as their
username in Sage. A numeric code will be in the email. On the log in page enter your work email address
and then the numeric code from the email as the password. Sage will log in and immediately require the
user to reset their password. Use the temporary code as the current password and then create a new
password.
NOTE: Each time the “forgot my password” link is clicked Sage will reset the temporary code to a new
code. If you click multiple times, you will receive multiple emails with different temporary codes. Use
the most recent email.
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Sage locked me out

Repeated incorrect attempts to log in using either the wrong username or password will lock a user out of
Sage. Use the “Forgot my password” link to reset the password using the correct email address as your
username.

I didn’t receive an email

First, check your spam or junk folders. If the email is there you must identify it as a safe sender. If the
email is not in junk, you should speak with your IT department to make sure Sage@sagehmis.info is
marked as a safe sender on your server.

Not authorized to use this page

If you have requested access to a Sage entity but see an “not authorized” page that means your
account has not been approved yet. Contact the Account Admin of the entity. If the Account Admin is
no longer with the entity, you can submit an AAQ through the HUD exchange.

NAVIGATION BAR

At the top of each page in Sage is the navigation bar. From here, users can access:
• Entity Dashboards
• Resources
• Change their entity
• Admin (for those with “Account Admin” user levels)
• My Account
• Log Out
• Search

Dashboard Tab

The Dashboard button will navigate the user back to the Dashboard of the entity currently logged into.
The Dashboards are where data can be entered, and reports reviewed and submitted.

Resources Tab

Sage has built-in Help and Resources to assist the user with the completion of various reports, account
management, the YHDP Supplemental Reporting Tool, and links to the AAQ Portal and the Sage page on
the HUD Exchange.
This Resource button can be found on any page in the Navigation Bar. Once opened, the Resource page
provides links to a variety of resources and support tools.
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Change Entity Tab

If a user’s account is associated with multiple entities (e.g. the CoC and the recipient of the planning grant,
or recipients affiliated with more than one CoC), the “Change Entity” enables a user to move between
their dashboards without having to log out of Sage.

Admin Tab

Admin (Administration) is available only to those users who have “Account Admin” in their user level titles.
Admin enables an administrator to review pending users and to update or deactivate an individual users’
account.

Reports Tab

When clicked, this button will show you your most recently run reports and provide a quick link to the list
of reports on the bottom of the dashboard.

My Account Tab

From the “My Account” tab, users can update their associations as well as contact information excluding
the email address. To update an email address, users must submit an AAQ through the HUD Exchange
selecting Sage in Step 2.

Log Out Tab

Enables the user to safely log out of Sage.

Search Tab

The search tab enables a quick search of the system for a specific grant number or entity. The Search
function will only show the user information in Sage that their user level permits them to view.

Sage will allow a CoC, CoC recipient, or HUD to search for any grant that the user has access to. Be sure to
be logged into the entity correctly. A CoC user can search for anything in their CoC, a CoC recipient can
only search for APRs of the specific recipient.
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DASHBOARDS

ESG and ESG-CV Dashboard

The ESG Dashboard is accessed by ESG recipients

Description of sections on the dashboard:
1. These are the “Jump to” links for ESG recipients.
2. If there have been system message put in by HUD or the system administrators the most recent message
can be linked to from the link in the System Message box.
3. The list of users requesting access is only viewed by persons who have a Data Entry/Account Admin user
level. If there are more than 0 users requesting access, please click the link to review and approve or deny
their account.
4. This is the ESG-CV chart of all required submissions. Click on the Launchpad link to access a specific report.
5. The IDIS ESG-CV Funding Award and Draw Information provides a user with the amount of ESG-CV funds
authorized and drawn and the balance as of the latest IDIS transfer date on the form. (Updated weekly)
6. The reports in ESG-Normal Program Active CAPERS are the reports that are not locked, and a user should
be working on. Reports in this box are there either because it is the current report or because HUD has
rejected the report and it requires correction by the recipient.
7. The reports in ESG-Normal Program – Previous CAPER Submissions is all of the CAPER reports previously
submitted to Sage. The data is locked but clicking on the Launchpad link enables a user to view and print
previous reports.
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The contents of this document, except when based on statutory or regulatory authority or law, do not have the force and effect
of law and are not meant to bind the public in any way. This document is intended only to provide clarity to the public regarding
existing requirements under the law or agency policies.

8. The ESG Normal Funding Award and Draw Information shows the authorized amount, draw and balance of
the last five fiscal years of ESG awards as of the latest IDIS transfer date on the form. (Updated weekly)

CoC Dashboard

There are 2 different dashboards related to the Continuum of Care (CoC): The CoC Recipient Dashboard
and the CoC Dashboard. This section describes the CoC dashboard and functions. The CoC dashboard
access should be assigned to CoC staff or leadership.

Description of sections on the dashboard:
1. If there have been system message put in by HUD or the system administrators the most recent
message can be linked to from the link in the System Message box.
2. These are the “Jump to” links to quickly enable a user to move around the dashboard or access
frequently used reports.
3. The list of users requesting access is only viewed by persons who have a Data Entry & Account Admin
user level. If there are more than 0 users requesting access, please click the link to review and
approve or deny their account.
4. The visualization charts are driven by the data submitted through all of the CoC recipient’s APRs. It is a
collective look at the CoC. The data is refreshed in the charts nightly.
5. Active APRs shows a user the APRs which are or should be worked on by the CoC recipients.
• These include all APRs where the status of the report currently is: operating end dates have
passed, are Not Started, In Progress, Rejected, or Awaiting Directors Review.
• If an APR is not found on this list check the All APRs report from the Jump to box to determine its
current status or use the SEARCH tab on the navigation bar at the top of the page to find the grant
number itself.
15

•

To view an APR click on the project name. No data may be entered into the APR by the CoC user.
If the user needs to enter data (e.g. on a planning grant) they must be logged into Sage as the
recipient.

CoC Recipient Dashboard

There are 2 different dashboards related to the Continuum of Care (CoC): The CoC Recipient Dashboard
and the CoC Dashboard. This section describes the CoC Recipient dashboard and functions.

Description of sections on the dashboard:
1. If there have been system message put in by HUD or the system administrators the most recent
message can be linked to from the link in the System Message box.
2. These are the “Jump to” links to quickly enable a user to move around the dashboard or access
frequently used reports.
3. The list of users requesting access is only viewed by persons who have a Data Entry & Account Admin
user level. If there are more than 0 users requesting access, please click the link to review and
approve or deny their account.
4. The visualization charts are driven by the data submitted through all of the CoC recipient’s APRs. It is a
collective look at the recipient’s APRs. The data is refreshed in the charts nightly.
5. Active APRs shows a user the APRs which are or should be worked on by the CoC recipients.
• These include all APRs where the status of the report currently is: operating end dates have
passed, are Not Started, In Progress, Rejected, or Awaiting Directors Review.
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•

If an APR is not found on this list check the All APRs report from the Jump to box to determine its
current status or use the SEARCH tab on the navigation bar at the top of the page to find the grant
number itself.

Visualization Charts

On top of all CoC and CoC Recipient Dashboards are a series of charts based on data submitted in the
APRs through Sage. The dashboard graphs in Sage provide a visualization of some of the performance
indicators of projects based on APR data. The data from the HUD awards and the submitted APRs are
shown on the Visualization Charts.

Dates Used in Charts

The data shown on the dashboard is based on the award year of the grant. Grant numbers identify the
award year. For example, grant number CA1234L9D001701 indicates this grant is from federal fiscal year
(FY) 2017 funds. A grant showing an FY17 grant number generally was operational (i.e. serving clients)
during calendar years 2018 and 2019.

Visualization Chart - Functions
•

ZOOM - hover over the chart with a mouse and the zoom function appears. Click on it and the
chart will pop out for ease of viewing and printing.

•

What’s included here - hover over these words and a pop up will display specific information
about the source of the data.

•

Data descriptors (e.g. counts, dollars) for each chart can be seen by hovering over the graphic
element (e.g. bars, lines).

•

The down arrow icon found in the chart in zoom mode enables a PDF download of the chart.

•

The charts can be customized by clicking on the chart detail element (e.g. contracted vs disbursed
or project type) and clicking on one to delete it from the chart. Customization, such as removing
chart elements, will be preserved in the downloaded version of the chart.
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Visualization Chart - Data Source

There are 7 different charts on each CoC Dashboard. The more grants an entity (Recipient or CoC) has, the
more detailed the visual display will be.
Visualization Chart Screenshot

Data Source Information
Total People Served over All APRs:
The data comes from 6 different project types funded through the
CoC Program: Permanent Supportive Housing, Rapid Re-Housing,
Safe Havens and Transitional Housing, SSO-Street Outreach and
SSO - with housing outcomes. The chart is generated from the
APR’s CSV upload from Q7a Number of Persons Served (row 4). The
APRs used are in one of the following status situations: submitted,
awaiting director review, or accepted.
Units Proposed in Applications vs Utilized
The dashboard has three distinct charts to compare units proposed
to how those units are utilized. There is a chart for Transitional
Housing (TH), Permanent Supportive Housing (PSH), and Rapid ReHousing (RRH).
The Actual data comes from the APR’s CSV upload on or after
10/1/2019 from Q8b Households Served-Point in Time (column 1)
indicating the households served. All reporting is on households
who moved into housing. Data from the Point-In Time total column
is averaged across the year. The Proposed data comes from the
grant award in e-snaps. The APRs used are in one of the following
status situations: submitted, awaiting director review, or accepted.
Percentage of APRs Submitted on Time
Data comes from the first submission date of the APRs.
• On time means the APR was submitted within 90 days after
the report end date.
• Late means the APR was submitted between 91 and 120 days
after the report end date.
• Very late means the report was submitted more than 120 days
after the report end date.
Grant Spending by Award Year and
Grant Spending for Active Grants
Data comes from the data on grant spending for both charts from
eLOCCS. Contracted indicates the amount of funds authorized
through an executed grant agreement with HUD. Disbursed
reflects the actual amount of funds drawn from eLOCCS.
Active Grants means all grants which have started and not ended
or have ended within the last 90 days.

If you cannot find your grant listed in the Not Started box, use the SEARCH function in Sage on the navigation
bar to locate the grant and begin the APR.
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If the recipient is still unable to locate the grant it should submit an AAQ to the HUD Exchange.

REPORTS

Sage generates a variety of reports based on the data that is reported in the system. On all dashboards the
reports relevant to a particular user are available on the bottom of the dashboard page. All reports in Sage offer
the user options to query data.
Click on a report name to access the report. A user will only be able to view reports that their user level permits
them to view. The user will select the criteria necessary for report generation by selecting from option lists that
are targeted to the specific information the report will generate and allow the user to select the information they
want in the report.
1. Report criteria - Select the organization, recipient or CoC from the list. If you are a user who can generate
reports on multiple entities you may run the report across all entities by holding down the CTRL key on your
keyboard and clicking the mouse on the entities to be reported on.
2. Date Range – Reports that are not being generated to produce a single report (APR or CAPER) have a section
that requires the user to identify the date range of a particular report. A date range may be for example a
fiscal year, or a year in which the grant(s) started. When needed the date range field is defined in the
description of the report. For example the description may say “Year” means the year of the start date for
the submission.
3. Project Types – Some reports allow the user to filter to run the report across all projects in the date range or
just a particular project type like RRH. The user may select one or more project types for the report.
4. Sections – If the report has multiple sections, for example a CSV upload will have all the questions on the CSV
in a separate section. The user may elect to run one or all the questions at one time. If the user, for example,
only wants to know how many persons were served they would select to run just Q7, the number of persons
served.

FUNCTIONS AND TOOLS
HELP
Many reporting pages have a HELP link button on the top right corner of the page. The HELP links to the
Guidebook for the report being worked on and takes the user directly to the section that relates to the form
being completed.
Users may also find assistance by using the Resources tab on the navigation bar, accessing the HUD Exchange
resources regarding the Continuum of Care Program , Emergency Solutions Grant Program, HMIS, or Sage.

Active Filtering

The active filtering button on many reports and tables allows each column to be filtered. The filter box has a
drop-down list/key word filter function. Select the item to be filtered for. One or more columns may have filters
applied. Once applied the list can be
• viewed onscreen
• downloaded to Excel
• copied to a clipboard
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Jump to buttons

Jump to buttons are links which enable a user to quickly move around the page to the table of their active APRs
or CAPERS and Reports quickly by clicking on the button in the Jump to box.

Test Run or Print a CSV

Sage has a built-in testing system for the CSV-ESG CAPER and CSV-APR reports which can be accessed on the log
in screen of https://www.sagehmis.info/. It will test the CSV of the associated report and allow the user to run
a report and print the results of the APR. It will not save the CSV in the Sage system.
Anyone may test a CSV file with or without having a Sage account. HUD strongly recommends Vendors of HMIS
Systems, Vendors of Comparable Database Systems, and HMIS System Administrators test their CSVs prior to any
report releases or updates.
Note: Testing a report DOES NOT attach the CSV Report file to a report submission or send any information to
HUD. It only enables the user to test their CSV against the current reporting specifications.
To test a CSV, the user must have a the single .ZIP file available on their computer. This could be on their
desktop, in the computer files, or accessible through a server.
1. On the log in screen, click “Upload a CSV-APR or CSV-CAPER to generate a paper report.”

2. Select the type of report to be tested.

3. Follow the on-screen instructions to upload the CSV.
b. Download the CSV-APR or CSV-CAPER from the HMIS or comparable database and save it to the
computer, making sure it is in in a place that is easy to find.
c. Click the browse button below. The computer's file directory will appear. Find the CSV Report that
was saved and double click on it.
d. Check the box next to "I am not a Robot" and complete the verification steps if necessary.
e. Click on "Upload and Test" button to upload the file from the computer to Sage.
f. A results message will show:
1. If there are no errors in the file Sage will provide a message that the CSV passed. Click the
"Create Report" button and Sage will produce a printable version of the report.
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2. If there are errors, then errors will need to be fixed in the HMIS or Comparable Database you will
need to fix the problem(s) in your HMIS or comparable database and a new CSV downloaded.
3. An email address can be entered then the “Go” button clicked to send an email of the error
report.
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Status Definitions

The following are Status Setting which define the status, or stage of submission, of the APRs and CAPERs:
Status

Status Definition

Accepted

The APR or CAPER has been reviewed by the CPD Representative and approved by the
CPD Director. All work on this APR or CAPER is complete. The APR or CAPER locked and
may not be changed.

Already Submitted
in e-snaps

Indicates the APR was filed in e-snaps.

Awaiting Director
Review

The CPD Representative has reviewed the APR and is recommending approval to the CPD
Director.

e-snaps data
received, no LOCCS
data received yet

The grant information from e-snaps has been loaded into Sage for the APR but no data is
being received by Sage from LOCCS. This is either because the operating year has not yet
begun, or no funds have been drawn from LOCCS, or the data is not yet prepared by HUD
for transfer to Sage.

In Progress

The recipient has opened the APR or CAPER and saved at least one form, thereby
beginning the submission process.

In Progress – Needs
CSV-APR Exception

The recipient has gone through the process of identifying the grant for which they
cannot generate a CSV file from a comparable database system and is requesting the
HUD Field Office consider a one-time exception to filing in the CSV-APR format. Granting
the exception enables the recipient to complete a special excel spreadsheet with the
APR information. If the exception is approved the status will return to “In Progress.”

Operating start date
set in LOCCS, year
not finished yet

The grant information from both e-snaps and LOCCS are transferring into Sage. The
operating year, as indicated in LOCCS by the operating start date plus the term in
months, has not yet ended.

Not Started

The operating year has ended, and the recipient has not begun any work on the APR or
CAPER in Sage.

Rejected

The CPD Representative has returned the APR or CAPER to the recipient because the
submission was incomplete or incorrect. The APR or CAPER is moved back to the “In
Progress” section of the dashboard and is unlocked and may be corrected.

Submitted

The recipient has completed the APR or CAPER and submitted it to the HUD Field Office.
The APR or CAPER is locked, and no further changes may be made to it unless it is
rejected by the HUD Field Office and returned to the recipient.

Terminated and
Consolidated

Indicates the grant was consolidated into another grant (the surviving grant) and this
grant was terminated in that process.

To view all submission statuses of an individual APR or CAPER, VIEW the Submission Status on the Submission
Launchpad.
The tables in Sage have a variety of functions to assist in searching and sorting the information on the tables.
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On the right side of each column title, use the triangle symbol to sort the list alphabetically or numerically by
the information in that column.
The Show entries dropdown enables you to select the list size that appears on the screen.
The Filter box allows the user to search for, and navigate to, a term (name or number)
appearing on the list.
The Filter by Grant Type provides a drop-down list of the types of grants funded by the
entity.

The Filter by Status allows you to filter based on the
current status of the APR or CAPER.

The function keys enable the list to be exported to Excel, or to copy the
current page to a clipboard, to use in Word or Excel.

Common Terms used in Reporting

Active client–a person who received services from a specific project in a given date range. If the client has a
project entry date that is before or equal to the operating year start date AND has either not exited the project
or exited after the report start date they are included in the report. This is consistent with Method 1 for defining
Active Clients according to the HMIS Standard Reporting Terminology Glossary.
Adult–a person age 18 and older.
Annual assessment–a specialized subset of the ‘update’ collection point. The annual assessment is to be
recorded no more than 30 days before or after the anniversary of the person’s project entry date, regardless of
the date of the most recent ‘update’ or ‘annual assessment,’ if it was collected in the year. To be considered
reportable to HUD as an annual assessment, data must be stored with a Data Collection Stage of ‘annual
assessment’ in the database.
Child–a person under age 18.
Chronically homeless individual–a person who:
1. Is homeless and lives in a place not meant for human habitation, a safe haven, or in an emergency
shelter; and
2. Has been homeless and living or residing in a place not meant for human habitation, a safe haven, or in
an emergency shelter continuously for at least 1 year or on at least four separate occasions in the last 3
years where the combined length of time homeless in those occasions is at least 12 months; and
3. Has a qualifying disability.
24

Comparable database–A comparable database is a relational database that meets all HMIS Data Standards and
does so in a method that protects the safety and privacy of the survivor. A comparable database is used by a
victim service provider, as defined by the Violence Against Women Act (VAWA), and, in limited circumstances, a
legal service provider to collect client‐level data and generate unduplicated aggregate reports based on that
data. Refer to the HUDs “When to Use a Comparable Database” decision tree for assistance determining use or
HMIS Comparable Database Manual for assistance with VSP project set-up.
Comma Separated Value (CSV)–a file format which store numbers and text from a database in plain text using
commas as a separator between fields.
HMIS implementation–the area that is participating in the HMIS. An HMIS implementation includes the CoC(s)
that have agreed to support one HMIS software or regularly utilize data integration to combine data from
multiple HMIS software’s with the primary HMIS software.
Household without children–a household composed of only adults.
Household with children and adults–a household with at least one adult and one child present regardless of
whether the child(ren) is present for the full project stay.
Households with only children–a household composed of only persons that are under age 18.
Leaver–a person who exited the project (one or more times) and is not active on the last day of the operating
year.
Program component–a characterization of a project based on how a program operates and is often impacted by
how the project is funded. Each recipient applied for a specific type of grant (or component). Examples of
program component types are Permanent Housing (PH), Transitional Housing (TH), or Supportive Services Only
(SSO).
Recipient–an entity that was awarded the grant for which the APR or CAPER is being submitted.
Stayer–a person who is still enrolled in the project on the last day of the reporting period. Stayers include
persons who have previously exited the project and have re-entered the project as long as they were active on
the last day of the reporting period.
Unknown household type–a household that cannot be classified in cases when one or more persons are missing
dates of birth. However, when the households already have at least one known adult and one known child, the
household type will be categorized as a Household with Children and Adults.
Victim service provider–a private nonprofit organization whose primary mission is to provide services to victims of
domestic violence, dating violence, sexual assault, or stalking. This term includes rape crisis centers, battered
women’s shelters, domestic violence transitional housing programs, and other programs.
Veteran–a person who served on active duty in the armed forces of the United States. This includes Reserves and
National Guard members who were called up to active duty.
Youth–a person under age 25.
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