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USER BULLETIN: 
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08-25-2016 
 
This User Bulletin will seek to update ESG sub-recipients on grant reporting for 
FY2016-17.  Changes in reporting are a result of updated reporting issued from 
HUD in October 2015.  At that time HUD required a new format that has the 
following changes: 

• Organizational Identifiers 
• Data Quality 
• Validation Table 
• Point in Time 
• Demographics and Service Information with household type categories 
• Stayer and Leaver information including residence prior, exit destination, 

and length of stay. 
 
The following figures will illustrate how to run ESG reporting: 
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Figure 3 
 
Once the report builds, you will need to check for data quality. 

 
Figure 4 



You can click on any blue number to get a client list, which is very helpful when 
cleaning up data.

 
Figure 5 
 
Once data quality is cleaned up, rerun the report (See figure 3). 
 
Transpose the questions from this HMIS generated report to the City of Knoxville 
Reporting Form(s). 

 
Figure 6 
 
Now, download the cleaned up report to your computer. 

 
Figure 7 



Save	
  the	
  report	
  to	
  your	
  computer	
  as	
  a	
  zip	
  file.

	
  
Figure 8 
 

If data does not pull into the report at all or numbers are low, please contact 
hmissupport@utk.edu for troubleshooting assistance. 

 
IMPORTANT: 

Save a list of client numbers & names for the quarter under double lock; 
this information will be used during monitoring visits when auditing client 

files. 
 
To complete reporting, send the City of Knoxville Quarterly Report Form (Figure 
6) to the City of Knoxville ESG Contact, Mark Rigsby at mrigsby@knoxvilletn.gov 
 
 

Reports are due to the City by the 15th of the month  
following the quarter end date. 


