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How to submit the ESG CAPER - Overview

Part 1
Run the ESG CAPER in NC 
HMIS. Review the report for 
data quality issues and make 
corrections as needed. 

Part 2
Download the ESG CAPER to your 
computer. Please note that the 
download is a CSV file.  

Part 3 
Upload the ESG CAPER (CSV file) 
to Sage. Review and resolve 
errors.
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How to Run the ESG CAPER

Confirm your default or select 
Enter Data As for the ESG project. 

Select Reports from 
the Home Dashboard. 

2

Select ESG CAPER (HDS V5) from the Reports Dashboard, 
under the Provider Reports section.

3

Remember - Run the ESG CAPER for each individual HMIS project



On the Report Options screen, complete the prompts by 
clicking on each prompt and entering or selecting the 
correct response. 

4

Prompt Response

Provider Type Provider

Provider Choose a specific project 
Select This provider ONLY

Program Date Range 01/01/2017 - 12/31/2017

Entry/Exit Types HUD

Use the table below to determine prompt responses:

Here is an example of how the prompts should appear:
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Select the Build Report Button. 5

Remember - Run the ESG CAPER for each individual HMIS project



1 Select the blue numbers in the Don’t Know/Refused and 
Data Not Collected columns or rows to view a list of 
clients who are missing HMIS data.

How to Read the ESG CAPER – for data quality

Providers must review the report for data quality, and 
update HMIS with accurate information. Corrected data 
will be reflected immediately in this report (unlike ART).
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Protect client data. 
Never save client identifying information to your computer.

3

Once the blue number is selected, a list of the client IDs 
and full names will appear. Review this list to identify 
which clients are included in that row, or download the 
to export the list.

The Data Center at NCCEH   |   7

Be sure to check the Validation table for data quality 
issues that are not obviously listed as in an error rate.

2



Protect client data. 
Never save client identifying information to your computer.
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4 Annual Assessments are required for clients enrolled in 
your project for more than 365 days. The ESG CAPER 
identified errors with Annual Assessments (including 
incorrect ROIs) in several questions.



Protect client data. 
Never save client identifying information to your computer.
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5 Living Situation reviews the type of housing a client 
entered your project from, and can indicate eligibility. 
Should all your clients come from Homeless Situations? 



Once data is confirmed as accurate, select the Download 
button at the top of the report to download the full 
CAPER report and email the NCCEH Data Center for 
further troubleshooting. 

Protect client data. 
Never save client identifying information to your computer.

6
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5 Once the data quality issues are corrected within client 
records, you can re-run the ESG CAPER report to confirm 
that the corrections were successful. The ESG CAPER 
report will respond immediately to changes made in 
HMIS – no need to wait 24 hours!



Length of Stay can be tracked by whether clients have 
open enrollments (Stayers) or exited (Leavers) during the 
report date range. Use Question 22a2 review the length 
of stay in your project. 

Protect client data. 
Never save client identifying information to your computer.
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How to Read the ESG CAPER – for outcomes

Providers can also use the ESG CAPER report to review 
and monitor project outcomes. Below are a few examples 
of outcomes to look for.

Question 22d tracks Length of Stay in your project by 
HUD Household Type: Adults without Children, Adults 
with Children and only Children

2

1



Exit Destination can help your project track permanent 
housing placements for clients.
Rapid Re-Housing projects can be review Destination in 
two ways:

Exits less than 90 days (23a)
Exits more than 90 days (23b). 

Prevention, Street Outreach, and Emergency Shelter 
projects can look at Question 23c for all Exits

Protect client data. 
Never save client identifying information to your computer.
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3

Continue to page 13 for more tips!



Prevention projects can view the distribution of the 
Housing Assessment at Exit between permanent and 
temporary locations. These outcomes are also divided by 
Household type.

Protect client data. 
Never save client identifying information to your computer.
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4 Rapid Re-Housing projects can view how long it takes to 
find clients permanent housing units with Question 22c. 
This measure the time between Project Start and the 
Housing Move-In date.



919.755.4393

www.ncceh.org

ncceh.org/hmis
access local support for Balance of State, Wake, 
Durham, & Orange CoCs

919.410.6997 or hmis@ncceh.org
helpdesk for local support
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