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The following pages contain detailed documentation of all reports 
 
Note that all private and confidential information have been removed from all screen and report samples 
in this document. Therefore, Client ID, Client Name, User ID and User Name and some other private 
information columns are left blank. 
 
 
 

TABLE OF CONTENTS 
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pages contain detailed documentation of all reports currently in SMIS production

Note that all private and confidential information have been removed from all screen and report samples 
Therefore, Client ID, Client Name, User ID and User Name and some other private 
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currently in SMIS production. 

Note that all private and confidential information have been removed from all screen and report samples 
Therefore, Client ID, Client Name, User ID and User Name and some other private 
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Shelter Discharge Screen – All Program 
Unique Clients Screen – All Program 

Program Financial Report – All Programs 
All Programs 

Shelter Client Intake Report – All Programs 
Shelter Client Occupancy Report – All Programs 

Client Discharge Report – All Programs 
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Shelter Service Restriction Report – All Programs 
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Head Office Dashboard Screen 
Head Office Occupancy Screen 

Office Occupancy – Unique Clients Screen 
Head Office Client Services Screen 
Head Office Client Services – Unique Clients Screen  
Head Office Discharge Screen – All Program 

– Unique Clients Screen 
Head Office Occupancy Summary Report 
Head Office Point In Time Occupancy Report 

SMIS Report Details 
April 2014      



 

 

 

 

 

4    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

1. Client Report – Bedded Programs
 
Report Category:  Program 
 
Access Via:  Program Navigator 
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows currently active 
their basic occupancy and case note count information in a detailed tabular format.  The beginning of the 
report also displays Program profile and report parameter information.
 
You can also filter this report for Clients who are assigned to any particular staff upon admission.
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Parameters: 

Type of Report  (i.e. Active Clients, Clients within the past 60 days

Primary Worker (staff selected in the Client Admission screen)
 
 
Report Headers: 
 

Reporting Period: 2012/04/10 

 
This is the Program information populated automatically
Name Program Name

Description Client group described

Health Information 
Custodian 

Yes / No

Status Active 

Funding Capacity: Max. # of 
based upon Program 
Operating Agreement 

Minimum Age 0 

 
 
 
Type of 
Report 

Active Clients or 
Client who were 
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Bedded Programs 

All Program Users 

currently active clients or clients admitted within the last 60 days and 
occupancy and case note count information in a detailed tabular format.  The beginning of the 

report also displays Program profile and report parameter information.  

rt for Clients who are assigned to any particular staff upon admission.

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version. 

Active Clients, Clients within the past 60 days) 
(staff selected in the Client Admission screen) 

Active Clients (Bed) 
 
 

Will only be available for the day you are printing the report

information populated automatically 
Program Name Facility Facility Name

Client group described Phone Program phone number

Yes / No Type Type of program 

 Space 
Capacity 

Total # of beds
Facility space that houses the 
Program 

# of funded beds 
based upon Program 
Operating Agreement  

Male/Female Client group 

Maximum Age 100 

or 
Client who were 

Primary Worker Any You can run this report for 
specific staff members

SMIS Report Details 
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within the last 60 days and 
occupancy and case note count information in a detailed tabular format.  The beginning of the 

rt for Clients who are assigned to any particular staff upon admission. 

You can download this report to an excel document and then sort according to any of the columns. 

Will only be available for the day you are printing the report 

Name 

phone number 

Type of program – bedded 

Total # of beds allowed in the 
Facility space that houses the 

 

You can run this report for 
specific staff members. 
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at any point 
active in the 
past 60 days 

 
 
Report Detail (Fields): 
 

FIELD NAME DESCRIPTION
Client No. SMIS client ID
Last Name    Client's lastname
First Name     Client's firstname
Admission Date  Most recent client's admission date into this program
Room    Room ID
Bed        Bed ID
PNA Eligibility Last PNA eligibility TO date
Most Recent Case Note  Creatio
Incomplete Case Notes  Count of incomplete case notes
Primary Worker Name of primary worker assigned to client in admission screen
 
Export Options: 
Excel 
PDF 
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DESCRIPTION 
SMIS client ID 
Client's lastname 
Client's firstname 

ost recent client's admission date into this program 
Room ID 
Bed ID 
Last PNA eligibility TO date 

reation date of most recent case note (maybe complete or incomplete)
Count of incomplete case notes 
Name of primary worker assigned to client in admission screen
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(maybe complete or incomplete) 

Name of primary worker assigned to client in admission screen 
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Report Sample Screen: 
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2. Client Intake Report – All 
 
Report Category:  Program 
 
Access Via:  Program Navigator 
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows all new intakes with their most relevant information, created 
specified date range. The default range is of the last 60 days and can be globally changed.  The 
maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
of the report also displays Program profile and report
be set by the end user. 
 
You can also filter this report for Clients who are assigned to any particular staff upon admission.
 
You can download this report to an excel document and then sort according to an
You can download to a PDF for a printable version
 
Report Parameters: 

Intake Date From (report start date, default is 60 days prior to the current date)
Intake Date To (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Header: 

 
This report provides the number of new intake in a specified period

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated 
Name Program 

Bedded program

Description Client group described

Health Information 
Custodian 

Yes / No

Status Active 

Funding Capacity: Max. # of 
based upon Program 
Operating Agreement

Minimum Age 0 

 
Intake Date 
From 

2012/02/06 

 
Total clients Total number of clients 
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All Programs 

All Program Users 

Program based report shows all new intakes with their most relevant information, created 
specified date range. The default range is of the last 60 days and can be globally changed.  The 
maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
of the report also displays Program profile and report parameter information.  The Reporting Period can 

You can also filter this report for Clients who are assigned to any particular staff upon admission.

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version. 

(report start date, default is 60 days prior to the current date)
(report to date, default is today) 
is defaulted to 90 days 

Client Intake Report 

This report provides the number of new intake in a specified period 

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Program name – 
Bedded program 

Facility Facility

Client group described Phone Program

Yes / No Type Type of program 
bedded

Space Capacity Total # of beds
in the 
houses the Program

# of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search

Total number of clients Total Intakes Total number of 

SMIS Report Details 
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Program based report shows all new intakes with their most relevant information, created for a 
specified date range. The default range is of the last 60 days and can be globally changed.  The 
maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 

The Reporting Period can 

You can also filter this report for Clients who are assigned to any particular staff upon admission. 

y of the columns. 

(report start date, default is 60 days prior to the current date) 

Facility Name 

Program phone number 

Type of program – 
bedded 

Total # of beds allowed 
in the Facility space that 
houses the Program 

Client group 

Search 

Total number of new 
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intake within this period

 
Report Detail ( Fields): 

FIELD NAME DESCRIPTION
Name Client lastname, firstname
DOB  Client's
Client No.   SMIS 
Intake Status    Current intake status: 
Lived last 12 Mnths   W

Indian Reserve, Another Province, Outside Canada, Unorganized 
Ter

Reason for Service Reason the client request shelter service
Intake Date Date of intake
Service End Date End date of service 
Rejection Date Date intake was rejected
Rejection Reason Re
Relationship Client's relationship to head of household: 

left blank if Head of household or single

                                                                                                                       
Export Options:  Excel, PDF 
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within this period intakes in this period

DESCRIPTION 
Client lastname, firstname 
Client's date of birth 
SMIS client number 
Current intake status: admitted, discharged, active, inactiv

Where client lived in the last 12 months:  Toronto, Elsewhere in Ontario, 
Indian Reserve, Another Province, Outside Canada, Unorganized 
Territories, Other 

eason the client request shelter service 
Date of intake 

nd date of service – for Service programs Only 
Date intake was rejected 
Reason intake was rejected 
Client's relationship to head of household: Dependant, Spouse/Partner
left blank if Head of household or single 

                                                                                                                                                                                                                                                    

SMIS Report Details 
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intakes in this period 

admitted, discharged, active, inactive 
Toronto, Elsewhere in Ontario, 

Indian Reserve, Another Province, Outside Canada, Unorganized 

Dependant, Spouse/Partner, 
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Report Sample Screen: 
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3. Client Occupancy Report 
 
Report Category:  Program 
 
Access Via:  Program Navigator 
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 
range is defaulted to 90 days and can also be glob
displays Program profile and report parameter information.
user. 
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date  (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Header:  

 
This report provides the total number of

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Program

Bedded program

Description Client group described

Health Information 
Custodian 

Yes / No

Status Active 

Funding Capacity: Max. # of 
based upon Program 
Operating Agreement
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Occupancy Report – All Programs 

All Program Users 

Program based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 
range is defaulted to 90 days and can also be globally adjusted.   The beginning of the report also 
displays Program profile and report parameter information.  The Reporting Period can be set by the end 

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

Client Occupancy Report 

number of clients admitted in specified period (not unique)

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Program name – 
Bedded program 

Facility Facility

Client group described Phone Program
number

Yes / No Type Type of program 
bedded

Space Capacity Total # of beds
allowed 
space that houses the 
Program

# of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

SMIS Report Details 
April 2014      

Program based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 

ally adjusted.   The beginning of the report also 
The Reporting Period can be set by the end 

You can download this report to an excel document and then sort according to any of the columns 

this report to an excel document and then sort according to any of the columns 

clients admitted in specified period (not unique) 

Facility Name 

Program phone 
number 

Type of program – 
bedded 

Total # of beds 
allowed in the Facility 
space that houses the 
Program 

Client group 
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Minimum Age 0 

 
Intake Date From 2012/02/06 

 
Total clients Total number of clients 

stayed within this period

 
 
 
 
Report Detail (Fields): 
 
FIELD NAME DESCRIPTION
Name    Client lastname, firstname
DOB    Client's date of birth
Client No.   SMIS client number
Room    Room 
Bed    Bed number of the admission 
Occup. Status    Current occupancy status:  
Admission Date Date the client was admitted
Discharge Date Date the client was dischar
Discharge Reason Reason the client was discharged
Relationship    Client's relationship to head of household: 

blank if Head of household or single

Bed Nights    Total bed nights stayed during the reporting date range
 
 
Export Options:  Excel, PDF 
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Maximum Age 100 

Intake Date To 2012/04/10 Search
Back 90 Days

Total number of clients 
within this period 

Total Bed Nights Total occupancy for 
reporting period 
related to specific 
clients

DESCRIPTION 
Client lastname, firstname 
Client's date of birth 
SMIS client number 
Room number of the admission 
Bed number of the admission – applicable for non-family programs Only
Current occupancy status:  admitted, discharged 
Date the client was admitted 
Date the client was discharged 

eason the client was discharged 
lient's relationship to head of household: Dependant, Spouse/Partner, left 

blank if Head of household or single 
otal bed nights stayed during the reporting date range 

SMIS Report Details 
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Search  Can go 
Back 90 Days 

occupancy for 
reporting period – not 
related to specific 
clients 

family programs Only 

Dependant, Spouse/Partner, left 
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Report Sample Screen: 
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4. Client Discharge Report –
 
Report Category:  Program 
 
Access Via:  Program Navigator 
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows all client discharges during a specified date range. The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginnin
report parameter information.  The Reporting Period can be set by the end user.
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Parameters: 

Start Date  (report start date, default is 60 days from current date)
End Date  (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
 
Report Header: 

 
 
This report provides the number of discharges 

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Program

Bedded program

Description Client group described

Health Information 
Custodian 

Yes / No

Status Active 

Funding Capacity: Max. # of 
based upon Program 
Operating Agreement

Minimum Age 0 

 
Intake Date 
From 

2012/02/06 
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– All Programs 

All Program Users 

Program based report shows all client discharges during a specified date range. The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Program profile and 

The Reporting Period can be set by the end user. 

You can download this report to an excel document and then sort according to any of the columns
a printable version 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

 
Client Discharge Report 

ovides the number of discharges in a specified period 

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Program name – 
Bedded program 

Facility Program

Client group described Phone Program

Yes / No Type Type of program 
bedded

Space Capacity Total # of beds
in the 
houses the Program

# of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search

SMIS Report Details 
April 2014      

Program based report shows all client discharges during a specified date range. The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 

g of the report also displays Program profile and 

You can download this report to an excel document and then sort according to any of the columns 

Program Name 

Program phone number 

Type of program – 
bedded 

Total # of beds allowed 
in the Facility space that 
houses the Program 

Client group 

Search 
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Total clients Total number of 
clients listed within 
this period 

 
 
Report Detail (Fields): 
 

FIELD NAME DESCRIPTION
Name    Client lastname, firstname
DOB    Client's date of birth
Client No.   SMIS client number
Admission Date Date 
Discharge Date    Date the client was discharged
Discharge Reason Reason the client was discharged
Discharge Disposition W
Relationship    Client's relationship to head of household: 

left blank if Head of household or single

 
 
Export Options:  Excel, PDF 
 
Report Sample Screen: 
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Total number of 
clients listed within 

 

Total Discharges Total number of 
this period, not related to unique 
clients 

DESCRIPTION 
Client lastname, firstname 
Client's date of birth 
SMIS client number 
Date the client was admitted 

ate the client was discharged 
eason the client was discharged 

Where the client was discharge to 
Client's relationship to head of household: Dependant, 
left blank if Head of household or single 

SMIS Report Details 
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Total number of discharges in 
this period, not related to unique 

Dependant, Spouse/Partner, 
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5.  (Program) Occupancy Report 
 
Report Category:  Program 
 
Access Via:  Program Navigator 
 
User Access Group:  All Program 
 
Description: 
The Program based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 
defaulted to 90 days and can also be globally adjusted.  The beginning of the report also displays 
Program profile and report parameter information.
The report details the occupancy stats one day per row in the tabular format.
 
Note that all statistics are based upon the 4
(For example, Feb 4 business day stats are based upon the counts as of 4
the 2 formal bed checks have been completed and SMIS is 
place between midnight and prior to 4
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date  (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Header: 

 
 
Reporting Period: 2012/02/1 – 2012/04/10

 
This is the facility information populated automatically
Name Program

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Program 
Operating Agreement

SMIS Report Details
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Occupancy Report – All Programs 

All Program Users 

based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 

be globally adjusted.  The beginning of the report also displays 
Program profile and report parameter information.  The Reporting Period can be set by the end user.
The report details the occupancy stats one day per row in the tabular format. 

ll statistics are based upon the 4 a.m. official reporting time for the business day before.
(For example, Feb 4 business day stats are based upon the counts as of 4 a.m. on Feb 5, 
the 2 formal bed checks have been completed and SMIS is updated accordingly which usually takes 
place between midnight and prior to 4 a.m.) 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

is defaulted to 90 days 

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

Program Occupancy Report 

2012/04/10 From dates entered below 

This is the facility information populated automatically 
Program name – Bedded 
program 

Facility Program

Client group described Phone Program
number

Yes / No Type Type 
bedded

Active Space Capacity Total # of beds
allowed 
space that houses 
the Program

Max. # of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

SMIS Report Details 
April 2014      

based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 

be globally adjusted.  The beginning of the report also displays 
The Reporting Period can be set by the end user. 

official reporting time for the business day before. 
on Feb 5, which is after 
which usually takes 

You can download this report to an excel document and then sort according to any of the columns 

Program Name 

Program phone 
number 

Type of program – 
bedded 

Total # of beds 
allowed in the Facility 
space that houses 
the Program 

Client group 
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Minimum Age 0 

 
Date From 2012/02/06 

 
 
 
 
 
Report Detail (Fields): 
 
Summary Block: 

FIELD NAME DESCRIPTION
Queue  Current queue size
Occupancy    Current occupancy
Average Occupancy Average daily occupancy over the 
Vacancy    Current vacancy
Average Vacancy  Average daily vacancy over the reporting period
Actual Capacity   Current actual capacity
Average Capacity    Average daily actual cap
Funding Capacity    Current funding capacity
 
Detailed Block: 

FIELD NAME DESCRIPTION
Date    A date within the reporting date range
Queue    Queue @ 4am next day
Occupancy Occupancy @ 4am next day
Vacancy    Occupancy @ 4am next day
Actual Capacity Actual capacity of 
Funding Capacity Funding capacity of program
 
Export Options:  Excel, PDF 
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Maximum Age 100

Date To 2012/04/10 Search
90 days

DESCRIPTION 
Current queue size 
Current occupancy 

verage daily occupancy over the reporting period 
Current vacancy 

verage daily vacancy over the reporting period 
urrent actual capacity 
verage daily actual capacity over the reporting period 

Current funding capacity 

DESCRIPTION 
A date within the reporting date range 
Queue @ 4am next day 
Occupancy @ 4am next day 
Occupancy @ 4am next day 
Actual capacity of program @ 4am next day 

unding capacity of program 

SMIS Report Details 
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100 

Search can go back 
90 days 
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Report Sample Screen: 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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6. Service Restriction Report 
 
Report Category:  Program 
 
Access Via:  Program Navigator 
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 
the last 60 calendar days (as a default set
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginni
displays Program profile and report parameter information.
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Parameters: 
 

Start Date From (the earliest date of the start date of the service restrictions to report, default is 60 
days before the current date)

Start Date To   (the latest date of the start date of the service restrictions to report, default is today)
End Date From   (the earliest date of the end date of the service restrictions to report, default is 60 

days prior to today)
End Date To     (the latest date of the potential end date of the service restrictions to report, default 

is today) 
Status  (current status

blank meaning to show all)

 
There are NO Maximum Reporting Date Range limits in this report.
 
 
Report Header: 
 

This report indicates each service 
 

 
Reporting Period: 2012/02/1 – 2012/04/10

 
This is the facility information populated automatically
Name Program

program

Description Client

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Service Restriction Report – All Programs 

All Program Users who can view or update Service Restrictions 

Program based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 
the last 60 calendar days (as a default setting but can be overwritten by the user).  The default restriction 
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the report also 
displays Program profile and report parameter information.   

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

(the earliest date of the start date of the service restrictions to report, default is 60 
days before the current date) 

date of the start date of the service restrictions to report, default is today)
(the earliest date of the end date of the service restrictions to report, default is 60 
days prior to today) 
(the latest date of the potential end date of the service restrictions to report, default 

(current status of the service restriction:  in progress, completed, terminated early, 
meaning to show all) 

There are NO Maximum Reporting Date Range limits in this report. 

Service Restriction Report 
 

This report indicates each service restriction recorded within the range identified. 

2012/04/10 From dates entered below 

This is the facility information populated automatically 
Program name – Bedded 
program 

Facility Facility

Client group described Phone Program
number

SMIS Report Details 
April 2014      

 

Program based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 

by the user).  The default restriction 
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 

ng of the report also 

You can download this report to an excel document and then sort according to any of the columns 

(the earliest date of the start date of the service restrictions to report, default is 60 

date of the start date of the service restrictions to report, default is today) 
(the earliest date of the end date of the service restrictions to report, default is 60 

(the latest date of the potential end date of the service restrictions to report, default 

in progress, completed, terminated early, 

Facility Name 

Program phone 
number 
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Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Program 
Operating Agreement

Minimum Age 0 

 
Start Date From 2012/02/

To 2012/04/10
 Identifies 

range of 
service 
restriction 
start dates

 
 
 
Report Detail (Fields): 
 

FIELD NAME DESCRIPTION
Client ID    SMIS client identifier
Client Name    Lastname, firstname of client
Restriction Reason Reason for the service restriction
Date   The start date of the service restriction
Duration (DAYS)   The original duration of the service restriction
Status   Current status of the servic

early)

Early Termination By Date of early termination of service restriction if applied
 
 
Export Options:  Excel, PDF 
 
 
 
 
 
 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds
allowed 
space that houses 
the Program

Max. # of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

Maximum Age 100

2012/02/11 End Date From 2012/04/10 Status 
of the service 
restriction:  
progress, completed, 
terminated early
left blank
records

2012/04/10 To 2012/04/10 Search
Identifies 
range of 

restriction 
start dates 

 Identifies range of 
service restriction 
end dates 

 

DESCRIPTION 
SMIS client identifier 
Lastname, firstname of client 

eason for the service restriction 
The start date of the service restriction 

he original duration of the service restriction 
urrent status of the service restriction:  in progress, completed, terminated 

early) 

Date of early termination of service restriction if applied 

SMIS Report Details 
April 2014      

Type of program – 
bedded 

Total # of beds 
allowed in the Facility 
space that houses 
the Program 

Client group 

100 

Status current status 
of the service 
restriction:  in 
progress, completed, 
terminated early, of 
left blank to select all 
records 
Search  

in progress, completed, terminated 
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Report Sample Screen: 
 

 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
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7. PNA To Be Paid Report – 
 
Report Category:  Program 
 
Access Via:  Program Navigator - Financial
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows the current PNA liability of the Program.  It lists 
to clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts 
from the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are 
not included in this report since they 
also displays Program profile information.
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable vers
 
 
Report Parameters: 
 
None 
 
Report Header: 
 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
shelter and therefore PNA is owed to them.  The clients on this may not 
shelter, but they have PNA owed to them from the period identified in the report

Reporting Period: 2012/04/10 

This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Program 
Operating Agreement

Minimum Age 0 

 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

 All Programs 

Financial 

All Program Users who has access to SMIS Financials 

based report shows the current PNA liability of the Program.  It lists the entire
to clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts 
from the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are 
not included in this report since they are no longer eligible to be given out.   The beginning of the report 
also displays Program profile information. 

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

PNA To Be Paid Report 
 
 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
shelter and therefore PNA is owed to them.  The clients on this may not currently be staying at the 
shelter, but they have PNA owed to them from the period identified in the report 

 

Registers the date the report is run

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds
allowed 
space that houses
the Program

Max. # of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

Maximum Age 100

SMIS Report Details 
April 2014      

the entire amount owing 
to clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts 
from the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are 

are no longer eligible to be given out.   The beginning of the report 

You can download this report to an excel document and then sort according to any of the columns 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
currently be staying at the 

Registers the date the report is run 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds 
allowed in the Facility 
space that houses 
the Program 

Client group 

100 
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Report Detail (Fields): 
 
Summary Block 
 

FIELD NAME DESCRIPTION
Total Clients    Total number of 
Total Bed Nights Total number of bed nights of PNA owing to all eligible clients that have 

not been collected within the last 37 days
Total Balance    The current total amount or liability of PNA owing
 
Detailed Table 
 

FIELD NAME DESCRIPTION
Client No.   SMIS client number
Last Name    lastname of client
First Name    firstname of client
Last Admission Date  The latest admission date of the client)
Bed Night    Total number of bed night of PNA owing to the client
Balance    (total $ amount of PNA owing to the client
Discharged    shows whether the client is discharged or not:  
 
Export Options:  Excel, PDF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

DESCRIPTION 
Total number of clients owing PNA to 

otal number of bed nights of PNA owing to all eligible clients that have 
not been collected within the last 37 days 
The current total amount or liability of PNA owing 

DESCRIPTION 
SMIS client number 
lastname of client 
firstname of client 

he latest admission date of the client) 
Total number of bed night of PNA owing to the client 
(total $ amount of PNA owing to the client 
shows whether the client is discharged or not:  discharged, active

SMIS Report Details 
April 2014      

otal number of bed nights of PNA owing to all eligible clients that have 

discharged, active 



 

 

 

 

 

23    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Report Sample Screen: 
 

  

SMIS Report Details
 

Shelter, Support & Housing Administration  
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SMIS Report Details 
April 2014      
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8. Client Safekeeping Balances Report 
 
Report Category:  Program 
 
Access Via:  Program Navigator - Financial
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows the current Client Safekeeping Funds (CSF) liability of the Program as 
of a specified date (defaulted to today but can be changed by the user).  It lists 
clients who have balances of $ safekeeping fund
beginning of the report also displays Program profile information.
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable 
 
Report Parameters: 
 

End Date (the reporting date at which the CSF liability is calculated)
 
 
Report Header: 

Client Safekeeping 

Reporting Period: 2012/04/10 

 
End Date 2012/04/10  search

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group 

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Program 
Operating Agreement

Minimum Age 0 

 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Client Safekeeping Balances Report – All Programs 

Financial 

All Program Users who has access to SMIS Financials 

Program based report shows the current Client Safekeeping Funds (CSF) liability of the Program as 
of a specified date (defaulted to today but can be changed by the user).  It lists the entire
clients who have balances of $ safekeeping funds with the Program as of the specified date.  The 
beginning of the report also displays Program profile information. 

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

(the reporting date at which the CSF liability is calculated) 

Client Safekeeping Balances Report 
 
 

Registers the date the report is run

search Enter the date you want to report to
include all client safekeeping balances held as of that 
date 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds
allowed 
space that houses 
the Program

Max. # of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client group

Maximum Age 100

SMIS Report Details 
April 2014      

Program based report shows the current Client Safekeeping Funds (CSF) liability of the Program as 
the entire amount owing to 

s with the Program as of the specified date.  The 

You can download this report to an excel document and then sort according to any of the columns 

Registers the date the report is run 

to, and this will 
include all client safekeeping balances held as of that 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds 
allowed in the Facility 
space that houses 
the Program 

Client group 

100 
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Report Detail (Fields): 
 
Summary Block 
 

FIELD NAME DESCRIPTION
Total Clients Total number of clients owing CSF to
Total Balance    The current total 
 
Detailed Table 
 

FIELD NAME DESCRIPTION
Client No. SMIS client number
Last Name    Lastname of client
First Name    Firstname of client
First Trans Date Date of the first transaction done for the client depending upon

End Date parameter
Last Trans Date    Date of the latest transaction done for the client depending upon the 

specified End Date parameter
Balance     
Currently Active    Shows whether the client is currently active in the program of not:  
 
Export Options:  Excel, PDF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

DESCRIPTION 
otal number of clients owing CSF to 
he current total amount – liability – of CSF owing 

DESCRIPTION 
SMIS client number 
Lastname of client 
Firstname of client 

ate of the first transaction done for the client depending upon
End Date parameter 

ate of the latest transaction done for the client depending upon the 
specified End Date parameter 

hows whether the client is currently active in the program of not:  

SMIS Report Details 
April 2014      

ate of the first transaction done for the client depending upon the specified 

ate of the latest transaction done for the client depending upon the 

hows whether the client is currently active in the program of not:  Yes, No 
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Report Sample Screen: 
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9.   Exception Report – All Programs
 
Report Category:  Program 
 
Access Via:  Program Navigator - Financial
 
User Access Group:  Supervisor & Manager Roles
 
Description: 
The Program based report shows all the financial related exceptions for the Program as of a specified 
date range.  The default range is of the last 60 days and can be globally changed.  There is no maximum 
size to the date range.  It lists all the transaction
advance function, and Client Safekeeping Funds balances greater than a designated threshold amount 
(currently set to $2000) as of the reporting End Date.  The beginning of the report also displays Prog
profile information. 
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
Report Parameters: 
 
Start Date (the reporting start date)
End Date   (the reporting to date)
 
 
Report Header: 

  
Reporting Period: according to dates entered below

 
 
Name Program name

Description: Program description

Health Information Custodian No

Status Current status of the 
Program

Funding Capacity Max. 
upon Program Operating 
Agreement

Minimum Age Lower age limit of the 
program

 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

All Programs 

Financial 

Supervisor & Manager Roles 

Program based report shows all the financial related exceptions for the Program as of a specified 
date range.  The default range is of the last 60 days and can be globally changed.  There is no maximum 
size to the date range.  It lists all the transaction reversals, allowance override thru the Give Allowance 
advance function, and Client Safekeeping Funds balances greater than a designated threshold amount 
(currently set to $2000) as of the reporting End Date.  The beginning of the report also displays Prog

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

(the reporting start date) 
g to date) 

Exception Report 

according to dates entered below 

Program name Facility 
Program description Phone 

No Type 

Current status of the 
Program 

Space Capacity 

Max. # of funded beds based 
upon Program Operating 
Agreement 

Male/Female 

Lower age limit of the 
program 

Maximum Age 

SMIS Report Details 
April 2014      

Program based report shows all the financial related exceptions for the Program as of a specified 
date range.  The default range is of the last 60 days and can be globally changed.  There is no maximum 

Give Allowance 
advance function, and Client Safekeeping Funds balances greater than a designated threshold amount 
(currently set to $2000) as of the reporting End Date.  The beginning of the report also displays Program 

You can download this report to an excel document and then sort according to any of the columns 

Facility name 

Phone number 
of the program 

Type of 
program 

Total # of beds 
allowed in the 
Facility space 
that houses the 
Program 

Gender(s) of 
the shelter 
program 

Upper age limit 
of the program 
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Start Date Reporting period 

begin date 
 
 
 
 
Report Detail (Fields): 
 

FIELD NAME DESCRIPTION
Date    Date and time of the 
ID   Transaction ID
Type   Transaction type:   
Detail    (detail of the transaction incl. give allowance reasons for PNA or FA, 

corresponding reversed transaction ID

Amount    The amount of the tr
User Name   The user who created the transaction
Client ID    SMIS client ID
Client Name Lastname and firstname of client
Note Note created during and regarding the transaction
 
 
Print Options: Report Print action button
 
Export Options:  Excel, PDF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Reporting period End Date Reporting Period 
End Date 

Search

DESCRIPTION 
Date and time of the financial transaction) 
Transaction ID 
Transaction type:   Reverse, Allowance Override, CSF 
(detail of the transaction incl. give allowance reasons for PNA or FA, 
corresponding reversed transaction ID 

he amount of the transaction 
he user who created the transaction 

SMIS client ID 
astname and firstname of client 

Note created during and regarding the transaction 

Report Print action button 

SMIS Report Details 
April 2014      

Search 

(detail of the transaction incl. give allowance reasons for PNA or FA, 
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Report Sample Screen: 
 

  

SMIS Report Details
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SMIS Report Details 
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10. Eligibility Report – All Programs
 
Report Category:  Program 
 
Access Via:  Program Navigator - Financial
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows the list of clients who has stayed at least 1 day in the last 14 days, and 
is missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not for the
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 
also displays Program profile information.
 
You can download this report to an excel docum
You can download to a PDF for a printable version
 
 
Report Parameters: 
 
None 
 
 
Report Header: 

This report indicates each service restriction recorded within the range identified.
 

 
Reporting Period: 2012/04/10 

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

No 

Status Active

Funding Capacity: Max. 
based upon Program 
Operating Agreement

 
Minimum Age 

0 

 
 

SMIS Report Details
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All Programs 

Financial 

All Program Users who has access to SMIS Financials 

Program based report shows the list of clients who has stayed at least 1 day in the last 14 days, and 
is missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not for the missing eligibility.  The reason 14 days is used is because a 
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 
also displays Program profile information. 

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

Eligibility Report 
 

This report indicates each service restriction recorded within the range identified. 

Enters the date the report is run 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

 Type Type of program 
bedded

Active Space Capacity Total # of beds
allowed 
space that houses 
the Program

Max. # of funded beds 
based upon Program 
Operating Agreement 

Male/Female Client 

Maximum Age 100

SMIS Report Details 
April 2014      

Program based report shows the list of clients who has stayed at least 1 day in the last 14 days, and 
is missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 

missing eligibility.  The reason 14 days is used is because a 
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 

ent and then sort according to any of the columns 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds 
allowed in the Facility 
space that houses 
the Program 

Client group 

100 
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Report Detail ( Fields): 
 

FIELD NAME DESCRIPTION
Client Id    SMIS client number
Client Name    Lastname and firstname of client
Admission Status    The current admission status of the client
Admission Date    The latest admission date of the client
Discharge Date   The latest discharge date of the client
Primary Worker Name  The name of the primary worker assigned t

screen 
 
 
Export Options:  Excel, PDF 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

DESCRIPTION 
SMIS client number 
Lastname and firstname of client 

he current admission status of the client 
he latest admission date of the client 

est discharge date of the client 
he name of the primary worker assigned to the client via the Admissions 

 

SMIS Report Details 
April 2014      

o the client via the Admissions 
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Report Sample Screen: 
 

 

SMIS Report Details
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SMIS Report Details 
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11. (Single) Complaint Detail Report
 
Report Category:  Client 
 
Access Via:  Client Navigator  
 
User Access Group:  All Program Users
 
Description: 
The Client based report shows complete detail of a 

report can be access via the Client Complaints Screen's new 
 
 
Report Parameters: 
 
None 
 
 
Report Detail (Fields): 
 
All fields on the Client Management 
 
 
Save Options:  PDF  (See Sample Screen below
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

(Single) Complaint Detail Report– All Programs 

All Program Users who has access to view or update Complaints

Client based report shows complete detail of a single Complaint record relating to a Client.  This 

report can be access via the Client Complaints Screen's new Print action button.   

All fields on the Client Management - Complaints (input) screen. 

See Sample Screen below) 

SMIS Report Details 
April 2014      

who has access to view or update Complaints 

Complaint record relating to a Client.  This 
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Report Sample Screen: 
 

 
  

SMIS Report Details
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12. (Single) Incident Detail Report
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows complete detail of an Incident record.  This report can be access via the 

Program Incidents Screen's new 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
All fields on the Program Management incident screen.
 
 
Save Options:  PDF  (See Sample Screen below
 
Report Sample Screen: 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

(Single) Incident Detail Report– All Programs 

All Program Users who has access to view or update Incidents 

Program based report shows complete detail of an Incident record.  This report can be access via the 

Print action button.   

All fields on the Program Management incident screen. 

See Sample Screen below) 

SMIS Report Details 
April 2014      

Program based report shows complete detail of an Incident record.  This report can be access via the 
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13.  Program Dashboard Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  All Program Users
 
Description: 
The Program based dashboard like screen shows 
Restrictions, Complaints and Case Notes aggregate statistics for any Bed Program.  
 
Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4
each day, meaning a business day is considered to start at 4
morning.  This allows for all shelter programs to do their mandatory two bed checks before 4
update any occupancy changes timely into SMIS.
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
See Report Layout below for more details…
 
Report Layout: 

This report is accessed through the left side Navigator and provides real
The Reports icon at the top right will soon be delete
Program icon 
 
 
Occupancy 

Active intakes without 
admission 

This number 
represents all the 
active intakes tha
were entered at your 
shelter 
that All intake 
have been
remains for 18 hours 
or more, that
admitted to your 
shelter 
expire at midnight 
each night.

Referrals from other 
programs 

Total number
referrals from external 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

13.  Program Dashboard Screen – Bed Program 

All Program Users 

based dashboard like screen shows real-time Occupancy, Bed Nights, Incidents, Service 
Restrictions, Complaints and Case Notes aggregate statistics for any Bed Program.   

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4
iness day is considered to start at 4 a.m. of the day till 4 a.m. early next 

morning.  This allows for all shelter programs to do their mandatory two bed checks before 4
update any occupancy changes timely into SMIS. 

below for more details… 

 
Program Dashboard 

This report is accessed through the left side Navigator and provides real-time occupancy information
The Reports icon at the top right will soon be deleted and all reports will be accessed through the 

This number 
represents all the 
active intakes that 
were entered at your 
shelter program. (Note 

All intake that 
have been entered 
remains for 18 hours 
or more, that are not 
admitted to your 
shelter program, will 
expire at midnight 
each night.) 

Vacancy This number represents 
funded capacity less the 
active admissions or 
occupancy of your 
program
negative.

number of 
referrals from external 

Vacancy rate Vacancy divided by 
funded

SMIS Report Details 
April 2014      

Occupancy, Bed Nights, Incidents, Service 

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. threshold 
early next 

morning.  This allows for all shelter programs to do their mandatory two bed checks before 4 a.m. and 

time occupancy information 
d and all reports will be accessed through the 

This number represents 
funded capacity less the 
active admissions or 
occupancy of your 
program and cannot be 
negative. 

Vacancy divided by 
funded capacity 
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programs that are 
currently still active

Queue This number includes 
external referrals as 
well as internal intake
(Note that All intake 
that have been
entered remains for 18 
hours or more, that
not admitted to your 
shelter,
midnight each night.

Occupancy (active 
admissions) 

This number 
represents currently 
occupied beds

Occupancy rate 100% minus the
Vacancy Rate

 
 
 
Bed Nights 

Yesterday Number of beds 
occupied as of 4:00 
a.m. this morning 
represents the 
nights for yesterday
business day

Current Month Includes the number of 
all occupied beds for 
the current month, up 
to 4:00 a.m. this 
morning

 
Incidents 

New incidents past 30 
days 

These numbers in
the past 30 days

New incidents this 
calendar month 

All incidents newly occurred this month up 

Open incidents This number represents all incidents that have not been concluded or closed
regardless when they were entered or have occurred

 
 
 
Service Restrictions 

This report section does not provide aggregate numbers.  One restriction may be represented in more 
than one category.  The duration will be recorded as the original duration 
the incidents.  All incidents recorded up to 4:00 a.m. this morning will be included.
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 
Services 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

programs that are 
currently still active 

This number includes 
external referrals as 
well as internal intake. 
(Note that All intake 
that have been 
entered remains for 18 
hours or more, that are 
not admitted to your 
shelter, will expire at 
midnight each night.) 

Current capacity The number represents 
active beds available in 
your shelter.  This will 
not include any beds 
you have made 
unavailable, e.g. bed 
bugs, maintenance, etc.
This number will be less 
than or equal to your 
space capacity

This number 
represents currently 
occupied beds 

Funded capacity As per Operating 
Agreement

100% minus the 
Vacancy Rate 

  

Number of beds 
occupied as of 4:00 
a.m. this morning 
represents the bed 

for yesterday’s 
business day 

Past 30 Days All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning)

Includes the number of 
all occupied beds for 
the current month, up 
to 4:00 a.m. this 
morning 

Previous Month All occupied beds in the 
previous calendar 
month

These numbers include all incidents occurred up till 4:00am this morning
the past 30 days 

All incidents newly occurred this month up till 4:00am this morning.

This number represents all incidents that have not been concluded or closed
regardless when they were entered or have occurred.   

does not provide aggregate numbers.  One restriction may be represented in more 
than one category.  The duration will be recorded as the original duration applied at the time of recording 
the incidents.  All incidents recorded up to 4:00 a.m. this morning will be included. 
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

SMIS Report Details 
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The number represents 
active beds available in 
your shelter.  This will 
not include any beds 
you have made 

vailable, e.g. bed 
bugs, maintenance, etc. 
This number will be less 
than or equal to your 
space capacity 

As per Operating 
Agreement 

All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning) 

All occupied beds in the 
previous calendar 
month 

m this morning for 

4:00am this morning. 

This number represents all incidents that have not been concluded or closed 

does not provide aggregate numbers.  One restriction may be represented in more 
applied at the time of recording 

You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 
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Original duration of 
restriction (in days) 

1-7 
 

New restrictions past 30 
days 

 

New restrictions this 
calendar month 

 

Currently active  
Terminated early past 
30 days 

 

Expired past 30 days  
 
Complaints 

This report section ONLY includes complaints made at the shelter program, it does NOT include 
complaints made relating to the shelter program at head office or at any other shelter program.  All 
complaints recorded up to 4:00 a.m. this morning will be included.

New Complaints Past 
30 Days 

 

New Complaints This 
Calendar Month 

 

Open Complaints (<30 
Days Old) 

 

Open Complaints (30-60 
Days Old) 

 

Open Complaints (>60 
Days Old) 

 

 
Case Notes 

This report section includes all case notes made at this 
a.m. this morning will be included. 

New Notes Past 30 
Days 

 

New Notes This 
Calendar Month 

 

Incomplete Notes (<30 
Days Old) 

 

 Incomplete Notes (30-
60 Days Old) 

 

Incomplete Notes (>60 
Days Old) 

 

 
 
Print Options:  Browser Print 
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8-14 15-30 31-60 61-90 

    

    

    
    

    

report section ONLY includes complaints made at the shelter program, it does NOT include 
complaints made relating to the shelter program at head office or at any other shelter program.  All 
complaints recorded up to 4:00 a.m. this morning will be included. 

  

  

  

  

  

This report section includes all case notes made at this shelter program.  All notes recorded up to 4:00 
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91-180 180+ 

  

  

  
  

  

report section ONLY includes complaints made at the shelter program, it does NOT include 
complaints made relating to the shelter program at head office or at any other shelter program.  All 

shelter program.  All notes recorded up to 4:00 
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Report Sample Screen: 
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14.  Program Dashboard Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  All Program Users
 
Description: 
The Program based dashboard like screen shows 
Complaints and Case Notes aggregate statistics for any Service Program.   Note that for Service 
Programs, Admissions, Occupancy, Vacancy and Capacity statistics are not 
omitted for the Dashboard.  Only Active Intakes, Referrals from Other Programs and Queue are included 
in the Occupancy section of the Dashboard.
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
See above under Program Dashboard 
with the noted Occupancy section fi
 
Print Options:  Browser Print 
 
 
  

SMIS Report Details
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14.  Program Dashboard Screen – Service Program 

All Program Users 

based dashboard like screen shows real-time Intakes, Incidents, Service Restrictions, 
Complaints and Case Notes aggregate statistics for any Service Program.   Note that for Service 
Programs, Admissions, Occupancy, Vacancy and Capacity statistics are not applicable and hence 

Only Active Intakes, Referrals from Other Programs and Queue are included 
in the Occupancy section of the Dashboard. 

Program Dashboard Screen – Bed Program for similar field descriptions and layout 
with the noted Occupancy section fields omitted as per Description above. 

SMIS Report Details 
April 2014      

Intakes, Incidents, Service Restrictions, 
Complaints and Case Notes aggregate statistics for any Service Program.   Note that for Service 

applicable and hence 
Only Active Intakes, Referrals from Other Programs and Queue are included 

for similar field descriptions and layout 
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Report Sample Screen: 
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15.  Program Occupancy Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
The Program based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Programs, any stays .= 1 day and  total bed nights for 
the Program.  These stats can also be exported to Microsoft Excel
 
On this Screen, for a family Intake, A
regardless of the number of family members present at the time of the action.  T
Bed Nights row, for which each fami
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is dischar
Discharge stats will increase its count by 1 
stay passed the 4 a.m. threshold. 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Intakes   (number of new intakes within the column date range)
Admissions   (number of new admissions within the column date range)
Discharges    (number of discharges within the column date range)
Accepted Referrals From Other 
Programs    

(number of 
date range)

Rejected Referrals From Other 
Programs     

(
date range)

Accepted Referrals To Other 
Programs         

(
date range)

Rejected Referrals To Other 
Programs          

(
 

Stays (>=1 day)                                             (numbe
that this would include clients who were already staying in the Program 
at the beginning of the date range meaning they were admitted prior to 
the start date of the date range

SMIS Report Details
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15.  Program Occupancy Screen – All Programs 

Supervisor & Manager roles 

based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Programs, any stays .= 1 day and  total bed nights for 
the Program.  These stats can also be exported to Microsoft Excel format.   

Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of the action.  The only exception is the 

ights row, for which each family member contributes to the count. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  

programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

(number of new intakes within the column date range)
(number of new admissions within the column date range)
(number of discharges within the column date range)
(number of accepted referrals from other Programs within the column 
date range) 
(number of rejected referrals from other Programs within the column 
date range) 
(number of accepted referrals to other Programs within the column 
date range) 
(number of rejected referrals to other Programs within 
 date range) 
(number of client stays >= 1 day within the column date range
that this would include clients who were already staying in the Program 
at the beginning of the date range meaning they were admitted prior to 
the start date of the date range) 

SMIS Report Details 
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based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Programs, any stays .= 1 day and  total bed nights for 

is counted as 1 occurrence 
he only exception is the 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

programs to do their mandatory two bed checks before 4.a.m. and 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 

ged few hours later at 1 a.m., the new Intake, Admission and 
since the client did not 

(number of new intakes within the column date range) 
(number of new admissions within the column date range) 
(number of discharges within the column date range) 

accepted referrals from other Programs within the column 

number of rejected referrals from other Programs within the column 

ed referrals to other Programs within the column 

number of rejected referrals to other Programs within  the column 

r of client stays >= 1 day within the column date range, note 
that this would include clients who were already staying in the Program 
at the beginning of the date range meaning they were admitted prior to 
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Bed Nights                                                     (number of total bed nights of all clients  within the column date range)
 
Report Layout: 

Statistics 
 
 
Should be run on the 1

st
 of the month

 
Occupancy As of 4:00 a.m. today

Yesterdays statistics

 Yester
day 

Curr 
Mth 

Same 
Mth 
Last Yr

Intakes    

Admissions    

Discharges    

Accepted 
Referrals 
From Other 
Programs 

   

Rejected 
Referrals 
From Other 
Programs 

   

Accepted 
Referrals To 
Other 
Programs 

   

SMIS Report Details
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(number of total bed nights of all clients  within the column date range)

 
 

Statistics – Program Name – Bedded Program 

of the month 

As of 4:00 a.m. today = 
esterdays statistics 

Same 
Mth 
Last Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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(number of total bed nights of all clients  within the column date range) 

Prev 
Yr 

description 

 New 
intakes 
entered 
within these 
date(s) 

 New 
admissions 
within these 
date(s) 

 New 
discharges 
within these 
date(s) 

 Accepted 
from the 
queue and 
referred 
from 
another 
program 
within these 
date(s)  

 Rejected 
from the 
queue from 
another 
program 
within these 
date(s) 

 Referrals to 
other 
programs 
that were 
accepted.  
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Rejected 
Referrals To 
Other 
Programs 

   

Stays (>=1 
day) 

   

Bednights    

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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Could be a 
service 
(non-
bedded) 
program 

 Referrals to 
other 
programs 
that were 
rejected.  
Could be a 
service 
(non-
bedded) 
program 

 Includes all 
Family or 
single client 
stays who 
stayed at 
least 1 day 
after 
admission 
into the 
program 

 # of 
individuals 
bed nights  
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Report Sample Screen: 
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16.  Program Occupancy – Unique Clients Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
The Program based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other Programs
any stays >= 1 for the Program for the various date ranges.  For example, if a client has 2 "new" intakes 
during the column date range period, then it is counted as 1 unique client intake only.  These stats can 
also be exported to Microsoft Excel format.  
 
On this Screen, for a family, each Intake
member is counted individually when 
part of two different family intakes, admission or
he/she is counted as 1 unique individual on this screen.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted 
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Intakes   (number of

range)
Admissions   (number of 

range)
Discharges    (number of 

range)
Accepted Referrals From Other 
Programs    

(number of ac
within the column date range)

Rejected Referrals From Other 
Programs     

(
within the column date range)

Accepted Referrals To Other 
Programs         

(
within the column date range)

SMIS Report Details
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Unique Clients Screen – All Program 

Supervisor & Manager roles 

based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other Programs

the Program for the various date ranges.  For example, if a client has 2 "new" intakes 
period, then it is counted as 1 unique client intake only.  These stats can 

also be exported to Microsoft Excel format.   

Intake, Admission, Discharge, Referral and Stay, each unique 
mber is counted individually when present at the time of the action.  However, if a family member is 

, admission or other actions during 1 single reporting date range, then 
he/she is counted as 1 unique individual on this screen. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ischarge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

(number of unique clients with new intakes within the column date 
range) 
(number of unique clients with new admissions within the column date 
range) 
(number of unique clients with discharges within the column date 
range) 
(number of accepted referrals of unique clients from other Programs 
within the column date range) 
(number of rejected referrals of unique clients from other Programs 
within the column date range) 
(number of accepted referrals of unique clients to other Programs 
within the column date range) 

SMIS Report Details 
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based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other Programs and 

the Program for the various date ranges.  For example, if a client has 2 "new" intakes 
period, then it is counted as 1 unique client intake only.  These stats can 

, each unique family 
However, if a family member is 

other actions during 1 single reporting date range, then 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 

only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ischarge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

the column date 

new admissions within the column date 

discharges within the column date 

from other Programs 

from other Programs 

to other Programs 
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Rejected Referrals To Other 
Programs          

(
 

Stays (>=1 day)                                             (number of unique client stays >= 1 day within the column date range
note that this would include unique clients who were already staying in 
the Program at the beginning of the date range

 
 
Report Layout: 

Statistics 
 
Should be run on the 1

st
 of the month

 
Occupancy – Unique 
Clients 
 
 Yester

day 
Curr 
Mth 

Same 
Mth 
Last 
Yr

Intakes    

Admissions    

Discharges    

Accepted 
Referrals 
From Other 
Programs 

   

Rejected 
Referrals 
From Other 
Programs 

   

Accepted 
Referrals To 
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(number of rejected referrals of unique clients to other Programs within
 the column date range) 
(number of unique client stays >= 1 day within the column date range
note that this would include unique clients who were already staying in 
the Program at the beginning of the date range) 

Statistics – Program Name – Bedded program 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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to other Programs within 

(number of unique client stays >= 1 day within the column date range, 
note that this would include unique clients who were already staying in 

Prev 
Yr 

 = unique 
individuals 

 New 
intakes 
entered 
within these 
date(s) 

 New 
admissions 
within these 
date(s) 

 New 
discharges 
within these 
date(s) 

 Accepted 
from the 
queue and 
referred 
from 
another 
program 
within these 
date(s)  

 Rejected 
from the 
queue from 
another 
program 
within these 
date(s) 

 Referrals to 
other 
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Other 
Programs 

Rejected 
Referrals To 
Other 
Programs 

   

Stays (>= 1 
Day) 

   

 
 
Print Options:  Browser Print 
 
Export Option:  Excel 
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programs 
that were 
accepted.  
Could be a 
service 
(non-
bedded) 
program 

 Referrals to 
other 
programs 
that were 
rejected.  
Could be a 
service 
(non-
bedded) 
program 

 # of unique 
individuals 
with Stays 
at least 1 
day after 
admission 
into the 
program 
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Report Sample Screen: 
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17.  Program Client Services Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
The Program based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Program for various time frames.  These stats can also 
exported to Microsoft Excel format.  
 
(Note that all Client Services stats
meaning a business day is considered to start at 4 a.m. of the day 
 
For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
at 2 a.m. early today, they are both counted as for yesterday's business day. 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 

New Incidents total number of new incidents recorded during the column date period)
New Service Restrictions (total number of new service restrictions created during the column date 

period)
New Complaints    (total number of new complaints records during the column date pe
New Case Notes    (total number of new case notes created during the column date period)
 
 
Report Layout: 

Statistics 

Should be run on the 1
st

 of the month
 
Client Services 

 Yesterday Curr 
Mth 

New 
incidents 
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17.  Program Client Services Screen – All Programs 

Supervisor & Manager roles 

based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Program for various time frames.  These stats can also 
exported to Microsoft Excel format.   

stats on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
at 2 a.m. early today, they are both counted as for yesterday's business day.  

number of new incidents recorded during the column date period)
(total number of new service restrictions created during the column date 
period) 
(total number of new complaints records during the column date pe
(total number of new case notes created during the column date period)

Statistics – Program Name – Bedded Program 
 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Program for various time frames.  These stats can also be 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 

number of new incidents recorded during the column date period) 
(total number of new service restrictions created during the column date  

(total number of new complaints records during the column date period) 
(total number of new case notes created during the column date period) 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries/coun
ts per cell 

 Only the 
incidents 
newly 
occurred in 
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New service 
restrictions 

  

New 
complaints 

  

New case 
notes 

  

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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this period 

 Only the 
Service 
Restrictions 
new in this 
period 

 Only the 
complaints 
new in this 
period 

 Only the 
case notes 
new in this 
period 
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Report Sample Screen: 
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18.  Program Client Services 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
The Program based Client Services screen shows total number of unique c
reports(I.R.s), new service restrictions
various time frames.  These stats can also be exported to Microsoft Excel format.  
 
(Note that all Client Services stats
meaning a business day is considered to start at 4 a.m. of the day 
 
For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new N
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.
However, if the 2

nd
 Note was written for the same Client, then yesterday's count will only increase by 1

this screen shows Unique Client counts during a date period
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
New Incidents total number of unique clients involved in new incidents recorded during the 

column date period)
New Service Restrictions (total number of unique clients given new service restrictions created during 

the column date period)
New Complaints    (total number of unique clients relating to new complaints records during

 the column date period)
New Case Notes    (total number of

during the column date period)
 
 
Report Header: 
 

Statistics 

Should be run on the 1
st

 of the month
 

Client services – unique clients 

 Yesterday Curr 
Mth 
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Program Client Services – Unique Clients Screen – All Program 

Supervisor & Manager roles 

based Client Services screen shows total number of unique clients involved in new incident 
, new service restrictions(S.R.s), new complaints and new case notes for the Program for 

various time frames.  These stats can also be exported to Microsoft Excel format.   

stats on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new N
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.

Note was written for the same Client, then yesterday's count will only increase by 1
unts during a date period. 

total number of unique clients involved in new incidents recorded during the 
column date period) 
(total number of unique clients given new service restrictions created during 
the column date period) 
(total number of unique clients relating to new complaints records during
the column date period) 
(total number of unique clients for which new case notes were created 
during the column date period) 

Statistics – Program Name – Bedded Program 
 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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lients involved in new incident 
, new complaints and new case notes for the Program for 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  

Note was written for the same Client, then yesterday's count will only increase by 1 as 

total number of unique clients involved in new incidents recorded during the 

(total number of unique clients given new service restrictions created during  

(total number of unique clients relating to new complaints records during 

clients for which new case notes were created 

Prev 
Yr 

For: 
I.R./S.R./co
mplaints/ 
case notes 
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New 
Incidents 

  

New Service 
Restrictions 

  

New 
Complaints 

  

New Case 
Notes 

  

 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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# of unique 
clients with 
I.R. which 
occurred in 
this period 

# of unique 
clients with 
S.R. entered 
this period 

# of unique 
clients with 
complaint 
entered this 
period 

# of unique 
clients with 
case notes 
entered this 
period 
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Report Sample Screen: 
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19.  Program Discharge Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
The Program based Discharge screen shows 
discharge reasons for the Program for various time frames.  These stats can also be exported to 
Microsoft Excel format.   
 
On this Screen, for a family Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is count
same or different disposition or reason.  
 
For example, if a single client was discharge on the 
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition
counted once for each of the two different 
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Custody    (total number of client (single or family) di

column date period)
Detox      (total number of client discharges to detox within the column date period)
Escorted off premises (total number of clients escorted off premises upon discharge within the 

column date period)
Hospital     (total number of client discharges to hospital within the column date period)
Housing     (total number of client discharges to housing within the column date period)
Other     (total number of client discharges to other dispositions within 

period)
Other Hostels     (total number of client discharges to other hostels within the column date 

period)
Unknown    (total number of client discharges to unknown dispositions within the column 

date period)
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19.  Program Discharge Screen – All (Bedded) Programs 

Supervisor & Manager roles 

based Discharge screen shows aggregate counts of various discharge dispositions
for the Program for various time frames.  These stats can also be exported to 

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is counted regardless if it’s the 
same or different disposition or reason.   

For example, if a single client was discharge on the 2nd day of the month, and re-admitted and 
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

(total number of client (single or family) discharges to custody within the 
column date period) 
(total number of client discharges to detox within the column date period)
(total number of clients escorted off premises upon discharge within the 
column date period) 
(total number of client discharges to hospital within the column date period)
(total number of client discharges to housing within the column date period)
(total number of client discharges to other dispositions within 
period) 
(total number of client discharges to other hostels within the column date 
period) 
(total number of client discharges to unknown dispositions within the column 
date period) 
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of various discharge dispositions and 
for the Program for various time frames.  These stats can also be exported to 

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 

ed regardless if it’s the 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 

count, and 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

scharges to custody within the 

(total number of client discharges to detox within the column date period) 
(total number of clients escorted off premises upon discharge within the 

(total number of client discharges to hospital within the column date period) 
(total number of client discharges to housing within the column date period) 
(total number of client discharges to other dispositions within the column date 

(total number of client discharges to other hostels within the column date  

(total number of client discharges to unknown dispositions within the column  
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Report Layout: 
 

Statistics 

Should be run on the 1
st

 of the month
 
Discharge 
Dispositions 

 Yesterday Curr 
Mth 

Same 
Mth 
Last 
Yr

Custody    

Detox    

Escorted 
off 
premises 

   

Hospital    

Housing    

Other    

Other 
Hostel 

   

Unknown    

 
 
This section includes aggregate data for each discharge 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS, and NOT unique 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Statistics – Program Name – Bedded Program 
 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 

       

       

       

       

       

       

       

       

This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 

eason that is entered into SMIS, and NOT unique clients' counts.
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Prev Could be the 
same person 
counted more 
than once 

# of 
discharges to 
custody 

# of 
discharges 
made to detox 

# of 
discharges 
escorted off 
premises 

# of 
discharges to 
hospital 

# of 
discharges to 
housing 

# of 
discharges to 
Other but 
unidentified 
dispositions 

# of 
discharges to 
another 
Shelter 
Program 

# of 
discharges to 
Unknown 
dispositions 

reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 

counts. 
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Discharge Reasons 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

New Address 
– Private 
Housing 

   

New Address 
– Transitional 
Housing 

   

New Address 
– Subsidized 
Housing 

   

Returned to 
Previous 
Address 

   

Reunited 
with family/ 
friends 

   

Detox    
Residential 
Treatment 
Program 

   

Long-Term 
Care Facility 

   

Left the City    
Hospitalized    
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive   
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Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 
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Prev 
 

Not unique 
clients = same 
client could 
have multiple 
entries, 
families are 
counted as 
one family 
head 
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rule 
violations 

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
residents, 
volunteers or 
staff 

  

Assault of 
residents, 
volunteers or 
staff 

  

Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking in 
illegal drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 
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 This is a 
reason 
unique to 
only a few 
Programs 
that are 
closed 
during 
certain hours 
and require 
all 
individuals to 
leave the 
Program at 
that time. 
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Death   

Print Options:  Browser Print 
 
Export Options:  MS Excel 
 
 
Report Sample Screen: 
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20.  Program Discharge – Unique Clients Screen 
 
Report Category:  Program 
 
Access Via:  Program Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
The Program based Discharge screen shows 
dispositions and discharge reasons 
client is discharge twice from two admissions during a column date 
unique client discharge during that period
 
On this Screen, for a family Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family 
same reporting date period (i.e. column cell)
screen.  Also, if a single client is discharged more than once during any column date period, the count 
only increments by 1.    
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted 
counted once for each of the two different monthly 
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Discharge Disposition (Where Client was discharged to…)
 
Custody    (total number of unique client 

to custody within the column date period)
Detox      (total number of client discharges to
Escorted off premises (total number of unique clients escorted off premises upon discharge within 

the column date period)
Hospital     (total number of unique client discharges to hospital within the column date 

period)
Housing     (total number of unique client discharges to housing within the column date 

period)
Other     (total number of unique client discharges to other dispositions within the 

column date period)
Other Hostels     (total number of unique c

date period)

SMIS Report Details
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Unique Clients Screen – All (Bedded) Program

Supervisor & Manager roles 

based Discharge screen shows aggregate counts of unique clients for various discharge 
and discharge reasons for the Program during the various time frames.  For example, if a 

client is discharge twice from two admissions during a column date period, then he/she 
during that period. These stats can also be exported to Microsoft Excel format.  

Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during 

period (i.e. column cell), then he/she is counted as only 1 unique individual on this 
is discharged more than once during any column date period, the count 

For example, if a single client was discharge on the 2nd day of the month, and re-admitted 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

Discharge Disposition (Where Client was discharged to…) 

(total number of unique client (single or individual family member) 
to custody within the column date period) 
(total number of client discharges to detox within the column date period)
(total number of unique clients escorted off premises upon discharge within 
the column date period) 
(total number of unique client discharges to hospital within the column date 
period) 
(total number of unique client discharges to housing within the column date 
period) 
(total number of unique client discharges to other dispositions within the 
column date period) 
(total number of unique client discharges to other hostels within the column 
date period) 
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Programs 

unique clients for various discharge 
for the Program during the various time frames.  For example, if a 

 is counted as 1 
. These stats can also be exported to Microsoft Excel format.   

Discharge, each unique family member is counted individually when present 
ischarges during the 

1 unique individual on this 
is discharged more than once during any column date period, the count 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 

for that month's discharge disposition count, but is 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

(single or individual family member) discharges 

detox within the column date period) 
(total number of unique clients escorted off premises upon discharge within  

(total number of unique client discharges to hospital within the column date 

(total number of unique client discharges to housing within the column date 

(total number of unique client discharges to other dispositions within the  

lient discharges to other hostels within the column   
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Unknown    (total number of unique client discharges to unknown dispositions within the 

column date period)
 
 
Discharge Reason (Reason for which Clie
 
See figure below for details. 
 
 
 
Report Layout: 
 

Statistics 
 
Should be run on the 1

st
 of the month

 
Discharge Dispositions 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

Custody    

Detox    

Escorted off 
premises 
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(total number of unique client discharges to unknown dispositions within the 
column date period) 

Discharge Reason (Reason for which Client was discharged…) 

Statistics – Program Name – Bedded Program 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 
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(total number of unique client discharges to unknown dispositions within the  

Prev 
 

Unique 
clients = 
same client 
is counted 
only once, 
families 
members are 
counted as 
individuals 
also 

Includes all 
discharges to 
custody 
entered in 
the identified 
period 
regardless of 
the individual 
– i.e. one 
person may 
be 
discharged 
more than 
once to 
"custody"   

Includes all 
unique client 
discharges to 
Detox.   

Includes all 
unique client 
discharges 
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Hospital    

Housing    

Other    

Other 
Hostel 

   

Unknown    

 
 
Discharge Reasons – 
Unique Clients 

 Yesterday Curr 
Mth 

New 
Address – 
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Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 
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escorted off 
premises.   

Includes all 
unique client 
discharges to 
the hospital  

Includes all 
unique client 
discharges to 
housing. 

Includes all 
unique client 
discharges 
for 
unidentified 
dispositions.   

Includes all 
unique client 
discharges to 
another 
program.  
This would 
include all 
automatic 
discharges 
as a result of 
the individual 
being 
admitted to 
another 
program   

Includes all 
unique client 
discharges to 
unknown 
disposition 
(usually a 
fail-to-return).  

Prev Unique 
individuals per 
discharge 
reason 
regardless of 
the # of times 
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Private 
Housing 

New 
Address – 
Transitional 
Housing 

  

New 
Address – 
Subsidized 
Housing 

  

Returned to 
Previous 
Address 

  

Reunited 
with family/ 
friends 

  

Detox   
Residential 
Treatment 
Program 

  

Long-Term 
Care Facility 

  

Left the City   
Hospitalized   
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not 
following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
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residents, 
volunteers 
or staff 

Assault of 
residents, 
volunteers 
or staff 

  

Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking 
in illegal 
drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 

  

Death   

   

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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 This is a 
reason 
unique to 
only a few 
Programs 
that are 
closed during 
certain hours 
and require 
all 
individuals to 
leave the 
Program at 
that time. 
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Report Sample Screen: 
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21.  Facility Dashboard Screen 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  All Shelter Users
 
Description: 
This Facility based dashboard screen shows 
Restrictions, Complaints and Case Notes aggregate statistics for 
 
Note that all Occupancy stats, unless stated as “current” 
each day, meaning a business day is considered to start at 4
morning.  This allows for all shelter programs to do their mandatory two bed checks before 4
update any occupancy changes timely into SMIS.
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
See below for more details… 
 
Report Layout: 

This report is accessed through the left side Navigator and provides real
The Reports icon at the top right will soon be deleted and all reports will be accessed through the 
Program icon 
 
 
Occupancy 

Active intakes without 
admission 

This number 
represents all the 
active intakes t
were entered at your 
shelter 
intakes that have been 
active for 18 hours or 
more and are not 
admitted to your 
shelter will expire at 
midnight each night.

Referrals from other 
Facilities 

This number 
represents 
from other facilities 

Queue This number includes 
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21.  Facility Dashboard Screen – All Programs 

Users 

This Facility based dashboard screen shows real-time Occupancy, Bed Nights, Incidents, Service 
Restrictions, Complaints and Case Notes aggregate statistics for a Facility.   

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4
each day, meaning a business day is considered to start at 4 a.m. of the day till  4 a.m. 
morning.  This allows for all shelter programs to do their mandatory two bed checks before 4

any occupancy changes timely into SMIS. 

 
Facility Dashboard 

This report is accessed through the left side Navigator and provides real-time occupancy 
The Reports icon at the top right will soon be deleted and all reports will be accessed through the 

This number 
represents all the 
active intakes that 
were entered at your 
shelter facility.  All 
intakes that have been 
active for 18 hours or 
more and are not 
admitted to your 
shelter will expire at 
midnight each night. 

Vacancy This number represents 
funded capacity less the 
active admissions or 
occupancy of your 
facility
negative.

This number 
represents referrals 
from other facilities  

Vacancy rate Vacancy divided by 
funded

This number includes Current capacity The number represents 

SMIS Report Details 
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Occupancy, Bed Nights, Incidents, Service 

otherwise, are based upon the 4 a.m. threshold 
 early next 

morning.  This allows for all shelter programs to do their mandatory two bed checks before 4 a.m. and 

time occupancy information 
The Reports icon at the top right will soon be deleted and all reports will be accessed through the 

This number represents 
funded capacity less the 
active admissions or 
occupancy of your 
facility and cannot be 
negative. 

Vacancy divided by 
funded capacity 

The number represents 
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external referrals as 
well as internal intakes

Occupancy (active 
admissions) 

This number 
represents currently 
occupied beds

Occupancy rate 100% minus the 
Vacancy Rate

 
 
 
Bed Nights 

Yesterday Number of beds 
occupied as of 4:00 
a.m. this morning 
represents the 
nights for yesterday

Current Month Includes the number of 
all occupied beds for 
the current month, up 
to 4:00 a.m. this 
morning

 
Incidents 

New incidents past 30 
days 

All New incidents occurred in the past 30 days up 

New incidents this 
calendar month 

All New incidents occurred in the current month up 

Open incidents This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 
sign off procedure.

 
 
 
Service Restrictions 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 
service restriction.  All service restrictions
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 
Services 

Original duration of 
restriction (in days) 

1-7 
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external referrals as 
well as internal intakes 

active beds available in 
your shelter
This will not include any 
beds you have made 
unavailable because of 
e.g. bed bugs, 
maintenance, etc.
This number will be less 
than or equal to your 
space capacity

This number 
represents currently 
occupied beds 

Funded capacity As per Operating 
Agreement

100% minus the 
Vacancy Rate 

  

Number of beds 
occupied as of 4:00 
a.m. this morning 
represents the bed 

for yesterday 

Past 30 Days All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning)

Includes the number of 
all occupied beds for 
the current month, up 
to 4:00 a.m. this 
morning 

Previous Month All occupied beds in the 
previous calendar 
month

All New incidents occurred in the past 30 days up till 4:00 a.m. this morning

All New incidents occurred in the current month up till 4:00 a.m. this morning

This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 
sign off procedure. 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 

service restrictions recorded up to 4:00 a.m. this morning will be included.
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

8-14 15-30 31-60 61-90 
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active beds available in 
your shelter facility.  
This will not include any 
beds you have made 
unavailable because of 
e.g. bed bugs, 
maintenance, etc. 
This number will be less 
than or equal to your 
space capacity 

As per Operating 
Agreement 

All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning) 

All occupied beds in the 
previous calendar 
month 

4:00 a.m. this morning 

4:00 a.m. this morning 

This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 

ded up to 4:00 a.m. this morning will be included. 
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

91-180 180+ 
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New restrictions past 30 
days 

 

New restrictions this 
calendar month 

 

Currently active  
Terminated early past 
30 days 

 

Expired past 30 days  
 
Complaints 

New Complaints Past 
30 Days 

 

New Complaints This 
Calendar Month 

 

Open Complaints (<30 
Days Old) 

 

Open Complaints (30-60 
Days Old) 

 

Open Complaints (>60 
Days Old) 

 

 
Case Notes 

New Notes Past 30 
Days 

 

New Notes This 
Calendar Month 

 

Incomplete Notes (<30 
Days Old) 

 

 Incomplete Notes (30-
60 Days Old) 

 

Incomplete Notes (>60 
Days Old) 
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22.  Facility Occupancy Screen 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  Supervisor & Manager 
 
Description: 
This Facility based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and fr
the Facility.  These stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family membe
Bed Nights row, for which each family member contributes to the count.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. thresh
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Int
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Intakes   
Admissions 
Discharges    
Accepted Referrals From Other Facilities

Rejected Referrals From Other Facilities

Accepted Referrals To Other Facilities    

Rejected Referrals To Other Facilities    

Stays (>=1 day)     

Bed Nights     
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22.  Facility Occupancy Screen – All Programs 

Supervisor & Manager roles 

This Facility based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Facilities, any stays >= 1 day and  total bed nights for 
the Facility.  These stats can also be exported to Microsoft Excel format.   

Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of the action.  The only exception is the 
Bed Nights row, for which each family member contributes to the count. 

on this screen are based upon the 4 a.m. threshold each day, 
onsidered to start at 4 a.m. of the day till 4 a.m. early next mornin

programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

(number of new intakes within the column date range)
(number of new admissions within the column date range)
(number of discharges within the column date range)

errals From Other Facilities (number of accepted referrals from other Facilities within the 
column date range) 

Rejected Referrals From Other Facilities (number of rejected referrals from other Facilities within the 
column date range) 

Accepted Referrals To Other Facilities     (number of accepted referrals to other Facilities within the
 column date range) 

Rejected Referrals To Other Facilities     (number of rejected referrals to other Facilities within the 
column date range) 
(number of client stays >= 1 day within the column date 
range, note that this would include clients who were already 
staying in the Facility at the beginning of the date range
(number of total bed nights of all clients  within the column 

SMIS Report Details 
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This Facility based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
= 1 day and  total bed nights for 

Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
rs present at the time of the action.  The only exception is the 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

programs to do their mandatory two bed checks before 4.a.m. and 

old and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 

ake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

column date range) 
(number of new admissions within the column date range) 
(number of discharges within the column date range) 
(number of accepted referrals from other Facilities within the  

(number of rejected referrals from other Facilities within the  

ber of accepted referrals to other Facilities within the 

(number of rejected referrals to other Facilities within the  

within the column date 
, note that this would include clients who were already 

staying in the Facility at the beginning of the date range) 
(number of total bed nights of all clients  within the column 
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Report Layout: 

Statistics 

Should be run on the 1
st

 of the month
 
Occupancy As of 4:00 a.m. today = 

yesterdays statistics

 Yesterday Curr 
Mth 

Intakes   

Admissions   

Discharges   

Accepted 
Referrals 
From Other 
Facility 

  

Rejected 
Referrals 
From Other 
Facility 

  

Accepted 
Referrals To 
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date range) 

 
Statistics – Facility Name – Bedded Program 

 
of the month to capture complete Previous Month’s totals

As of 4:00 a.m. today = 
yesterdays statistics 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 
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to capture complete Previous Month’s totals 

Prev 
Yr 

description 

 New 
intakes 
entered 
within 
these 
dates 

 New 
admissions 
within 
these 
dates 

 New 
discharges 
within 
these 
dates 

 Accepted 
from the 
queue and 
referred 
from 
another 
facility 
within 
these 
date(s) 

 Rejected 
from the 
queue from 
another 
facility 
within 
these 
date(s) 

 Referrals 
to other 
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Other 
Facility 

Rejected 
Referrals To 
Other 
Facility 

  

Stays (>=1 
day) 

  

Bednights   

 
 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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facilities 
that were 
accepted.  
Could be a 
service 
(non-
bedded) 
facility 

 Referrals 
to other 
facilities 
that were 
rejected.  
Could be a 
service 
(non-
bedded) 
facility 

 # of clients 
(singles & 
family 
heads 
only) who 
stayed at 
least 1 day 
in the 
Facility 

 # of 
individual 
bed nights, 
all singles 
and all 
members 
of families 
get 
counted 
here. 
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23.  Facility Occupancy – Unique Clients Screen 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Facility based Occupancy screen shows statistics 
new admissions, discharges, accepted and rejected referrals to and fr
day and  total bed nights for the Facility for the various date ranges.  For example, if a client 
intakes during the column period, then it is counted as 1 unique client intake only.  These stats can also 
be exported to Microsoft Excel format.  
 
On this Screen, for a family, each Intake, Admission, Discharge, Referral and Stay, each unique
member is counted individually when present at the time of the action.  However, if a family member is 
part of two different family intakes, adm
then he/she is counted as 1 unique individual on this screen.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted only if the client stays
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Intakes   

Admissions 

Discharges    

Accepted Referrals From Other Facilities

Rejected Referrals From Other Facilities

Accepted Referrals To Other Facilities   
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Unique Clients Screen  

Supervisor & Manager roles 

based Occupancy screen shows statistics for total number of unique clients with new intakes, 
new admissions, discharges, accepted and rejected referrals to and from other Facilities, any stays >
day and  total bed nights for the Facility for the various date ranges.  For example, if a client 
intakes during the column period, then it is counted as 1 unique client intake only.  These stats can also 
be exported to Microsoft Excel format.   

, each Intake, Admission, Discharge, Referral and Stay, each unique
member is counted individually when present at the time of the action.  However, if a family member is 

, admission or other actions during one single reporting date range, 
then he/she is counted as 1 unique individual on this screen. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ease its count by 1 respectively, but NOT the Stays count since the client did not 

(number of unique clients with new intakes within the column 
date range) 
(number of unique clients with new admissions within the 
column date range) 
(number of unique clients with discharges within the column 
date range) 

errals From Other Facilities (number of accepted referrals of unique clients 
 facilities within the column date range) 

Rejected Referrals From Other Facilities (number of rejected referrals of unique clients 
Facilities within the column date range) 

Accepted Referrals To Other Facilities     (number of accepted referrals of unique clients to other 
Facilities within the column date range) 

SMIS Report Details 
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for total number of unique clients with new intakes, 
om other Facilities, any stays >= 1 

day and  total bed nights for the Facility for the various date ranges.  For example, if a client has 2 "new" 
intakes during the column period, then it is counted as 1 unique client intake only.  These stats can also 

, each Intake, Admission, Discharge, Referral and Stay, each unique family 
member is counted individually when present at the time of the action.  However, if a family member is 

single reporting date range, 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 

pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ease its count by 1 respectively, but NOT the Stays count since the client did not 

new intakes within the column 

new admissions within the 

discharges within the column 

of unique clients from other 

of unique clients from other  

referrals of unique clients to other  
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Rejected Referrals To Other Facilities    

Stays (>=1 day)     

 
 
Report Header: 

Statistics 
 
Should be run on the 1

st
 of the month to capture complete Previous Month’s totals

 
Occupancy – Unique 
Clients 
 
 Yesterday Curr 

Mth 

Intakes   

Admissions   
Discharges   
Accepted 
Referrals 
From Other 
Facility 

  

Rejected 
Referrals 
From Other 
Facility 

  

Accepted 
Referrals 
To Other 
Facility 

  

Rejected 
Referrals 
To Other 
Facility 

  

Stays (>= 1 
Day) 

  

 
Print Options:  Browser Print 
 
Export Options:  Excel 
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Rejected Referrals To Other Facilities     (number of rejected referrals of unique clients  

Facilities within the column date range) 
(number of client stays >= 1 day within the column date 
range, note that this would include unique clients who were 
already staying in the Facility at the beginning of the date 
range) 

Statistics – Facility Name – Bedded program 

of the month to capture complete Previous Month’s totals

Same 
Mth 
Last 
Yr 

Pre
v 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 
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of unique clients  to other  

(number of client stays >= 1 day within the column date 
, note that this would include unique clients who were 

already staying in the Facility at the beginning of the date 

of the month to capture complete Previous Month’s totals 

Prev 
 

 = unique 
individuals 

All new for 
the 
day/period 
defined 

 

 

 

 

 

 

= total stays 
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24.  Facility Client Services Screen
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Facility based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Facility for various time frames
to Microsoft Excel format.   
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
New Incidents     (total number of new incidents recorded during the column date period)
New Service Restrictions (total number of new 

period)
New Complaints    (total number of new complaints records during the column date period)
New Case Notes   (total number of new case notes created during the column date period)
 
 
Report Layout: 
 

Statistics 
 
Should be run on the 1

st
 of the month to capture complete Previous Month’s totals

 
Client Services 

 Yesterday Curr 
Mth 

New incidents   

New service 
restrictions 

  

New 
complaints 
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acility Client Services Screen 

Supervisor & Manager roles 

This Facility based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Facility for various time frames.  These stats can also be exported 

(total number of new incidents recorded during the column date period)
(total number of new service restrictions created during the column date 
period) 
(total number of new complaints records during the column date period)
(total number of new case notes created during the column date period)

Statistics – Facility Name – Bedded Program 

of the month to capture complete Previous Month’s totals

Curr 
 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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This Facility based Client Services screen shows counts of new incidents, new service restrictions, new 
.  These stats can also be exported 

(total number of new incidents recorded during the column date period) 
service restrictions created during the column date 

(total number of new complaints records during the column date period) 
(total number of new case notes created during the column date period) 

of the month to capture complete Previous Month’s totals 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries 

 Only the 
incidents 
newly 
occurred in 
this period 

 Only the S.R. 
new in this 
period 

 Only the 
complaints 
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New case 
notes 

  

 
 
Print Options:  Browser Print 
 
Export Options:  Excel 
 
 
 
Report Sample Screen: 
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new in this 
period 

 Only the case 
notes new in 
this period 
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25. Facility Client Services 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Facility based Client Services screen shows total number of unique clients involved in new incidents, 
new service restrictions, new complaints and new case notes for the Facilit
These stats can also be exported to Microsoft Excel format.  
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
New Incidents     (total number of unique clients involved in new incidents recorded during 

the column date 
New Service Restrictions (total number of unique clients given new service restrictions created during 

the column date period)
New Complaints    (total number of unique clients relating to new complaints records during 

the column date period)
New Case Notes   (total number of 

column date period)
 
 
 
Report Layout: 
 

Statistics 

Should be run on the 1
st

 of the month to capture complete Previous Month’s totals
 

Client services – unique clients 

 Yesterday Curr 
Mth 

New 
Incidents 
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Facility Client Services – Unique Clients Screen  

Supervisor & Manager roles 

This Facility based Client Services screen shows total number of unique clients involved in new incidents, 
new service restrictions, new complaints and new case notes for the Facility for various time frames.  
These stats can also be exported to Microsoft Excel format.   

(total number of unique clients involved in new incidents recorded during 
the column date period) 
(total number of unique clients given new service restrictions created during 
the column date period) 
(total number of unique clients relating to new complaints records during 
the column date period) 
(total number of unique clients for which new case notes created during the 
column date period) 

Statistics – Facility Name – Bedded Program 
 

of the month to capture complete Previous Month’s totals

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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This Facility based Client Services screen shows total number of unique clients involved in new incidents, 
y for various time frames.  

(total number of unique clients involved in new incidents recorded during 

(total number of unique clients given new service restrictions created during 

(total number of unique clients relating to new complaints records during 

clients for which new case notes created during the 

of the month to capture complete Previous Month’s totals 

Prev 
Yr 

not the total 
number of 
I.R./S.R./co
mplaints/ 
case notes 
 

# of unique 
clients with 
incidents. 
newly 
occurred in 
this period 
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New Service 
Restrictions 

  

New 
Complaints 

  

New Case 
Notes 

  

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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# of unique 
clients with 
S.R. 
entered this 
period 

# of unique 
clients with 
complaint 
entered this 
period 

# of unique 
clients with 
case notes 
entered this 
period 
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26.  Facility Discharge Screen 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Facility based Discharge screen shows counts of various discharge dispositions for the Facility for 
various time frames.  These stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is count
same or different disposition or reason.  
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 
counted once for each of the two different monthly count of discharge reasons.
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Custody    

Detox      

Escorted off premises 

Hospital     

Housing     

Other     

Other Hostels    

Unknown     
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26.  Facility Discharge Screen – All Programs 

Supervisor & Manager roles 

This Facility based Discharge screen shows counts of various discharge dispositions for the Facility for 
various time frames.  These stats can also be exported to Microsoft Excel format.   

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is counted regardless if it’s the 
same or different disposition or reason.   

For example, if a single client was discharge on the 2nd day of the month, and re-admitted and 
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

(total number of client discharges to custody within the column date 
period) 
(total number of client discharges to detox within the column date 
period) 
(total number of clients escorted off premises upon discharge within 
the column date period) 
(total number of client discharges to hospital within the column date 
period) 
(total number of client discharges to housing within the column date 
period) 
(total number of client discharges to other dispositions within the 
column date period) 
(total number of client discharges to other hostels within the column 
date period) 
(total number of client discharges to unknown dispositions within the 
column date period) 
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This Facility based Discharge screen shows counts of various discharge dispositions for the Facility for 

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 

ed regardless if it’s the 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 

hreshold each day, 
4 a.m. early next morning.) 

(total number of client discharges to custody within the column date 

(total number of client discharges to detox within the column date 

(total number of clients escorted off premises upon discharge within 

discharges to hospital within the column date 

(total number of client discharges to housing within the column date 

(total number of client discharges to other dispositions within the 

within the column 

(total number of client discharges to unknown dispositions within the 
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Report Layout: 
 

Statistics 

Should be run on the 1
st

 of the month to capture complete Previous Month’s totals
 
Discharge Disposition 

 Yesterday Curr 
Mth 

Custody   

Detox   

Escorted off 
premises 

  

Hospital   

Housing   

Other   

Other Hostel   

Unknown   

 
 
 
 
This section includes aggregate data for each discharge reason, and may include
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS.
The last three underlined reasons are new.  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Statistics – Facility Name – Bedded Program 
 

of the month to capture complete Previous Month’s totals

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 

       

       

       

       

       

       

       

       

This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS. 
The last three underlined reasons are new.   
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of the month to capture complete Previous Month’s totals 

Prev 
 

Could be the 
same person 
more than 
once 

# of 
discharges to 
custody 

# of 
discharges 
made to detox 

# of 
discharges 
escorted off 
premises 

# of 
discharges to 
hospital 

# of 
discharges to 
housing 

# of 
discharges to 
Other but 
unidentified 
dispositions 

# of 
discharges to 
another 
Shelter  

# of 
discharges to 
Unknown 
dispositions 

the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 
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Discharge Reasons 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

New Address 
– Private 
Housing 

   

New Address 
– Transitional 
Housing 

   

New Address 
– Subsidized 
Housing 

   

Returned to 
Previous 
Address 

   

Reunited 
with family/ 
friends 

   

Detox    
Residential 
Treatment 
Program 

   

Long-Term 
Care Facility 

   

Left the City    
Hospitalized    
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 
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Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 
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Prev 
 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 
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Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
residents, 
volunteers or 
staff 

  

Assault of 
residents, 
volunteers or 
staff 

  

Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking in 
illegal drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 
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 This is a 
reason 
unique to 
only a few 
Programs 
that are 
closed 
during 
certain 
hours and 
require all 
individuals 
to leave the 
Program at 
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Death   

Print Options:  Browser Print 
 
Export Options:  MS Excel 
 
Report Sample Screen: 
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that time. 
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27.  Facility Discharge – Unique Clients Screen 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Facility based Discharge screen shows counts unique clients 
the Facility during the various time frames.  For example, if a client is discharge twice from two 
admissions during a column date period, then it is counted as
stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 
same reporting date period (i.e. column cell), then he/she is counted a
screen.  Also, if a single client is discharged more than once during any column date period, the count 
only increments by 1.    
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 
counted once for each of the two different monthly 
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Custody    

Detox      

Escorted off premises 

Hospital     

Housing     

Other     

Other Hostels    

Unknown     

SMIS Report Details
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Unique Clients Screen – All Program 

Supervisor & Manager roles 

This Facility based Discharge screen shows counts unique clients for various discharge dispositions for 
the Facility during the various time frames.  For example, if a client is discharge twice from two 
admissions during a column date period, then it is counted as only one unique client discharge. These 

e exported to Microsoft Excel format.   

Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 
same reporting date period (i.e. column cell), then he/she is counted as only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, the count 

For example, if a single client was discharge on the 2nd day of the month, and re-admitted 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

(total number of unique client discharges to custody within the column 
date period) 
(total number of unique client discharges to detox within the column 
date period) 
(total number of unique clients escorted off premises upon discharge 
within the column date period) 
(total number of unique client discharges to hospital within the column 
date period) 
(total number of unique client discharges to housing within the colu
date period) 
(total number of unique client discharges to other dispositions within 
the column date period) 
(total number of unique client discharges to other hostels
column date period) 
(total number of unique client discharges to unknown dispositions 

SMIS Report Details 
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for various discharge dispositions for 
the Facility during the various time frames.  For example, if a client is discharge twice from two 

unique client discharge. These 

Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 

s only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, the count 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

client discharges to custody within the column 

client discharges to detox within the column 

clients escorted off premises upon discharge 

client discharges to hospital within the column 

client discharges to housing within the column 

client discharges to other dispositions within 

hostels within the 

client discharges to unknown dispositions 



 

 

 

 

 

92    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

 
 
Report Layout: 
 

Statistics 

Should be run on the 1
st

 of the month to capture complete Previous Month’s totals
 
Discharge Disposition – 
Unique Clients 

 Yesterday Curr 
Mth 

Custody   

Detox   

Escorted 
off 
premises 

  

Hospital   

Housing   

Other   

Other 
Hostel 

  

Unknown   

 
 
 
Discharge Reasons – Unique 
Clients 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
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within the column date period) 

Statistics – Facility Name – Bedded Program 
 

of the month to capture complete Previous Month’s totals

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 

       

       

       

       

       

       

       

       

Same 
Mth 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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of the month to capture complete Previous Month’s totals 

Prev Unique 
individuals per 
discharge 
reason 

# of clients 
discharged to 
custody 

# of clients 
discharged to 
detox 

# of clients 
discharged and 
escorted off 
premises 

# of clients 
discharged to 
hospital 

# of clients 
discharged to 
housing 

# of clients 
discharged to 
Other but 
unidentified 
dispositions 

# of clients 
discharged to 
another Shelter 

# of clients 
discharged to 
Unknown 
dispositions 

Prev 
Yr 

Unique 
individuals 



 

 

 

 

 

93    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Last 
Yr

New Address 
– Private 
Housing 

   

New Address 
– Transitional 
Housing 

   

New Address 
– Subsidized 
Housing 

   

Returned to 
Previous 
Address 

   

Reunited 
with family/ 
friends 

   

Detox    
Residential 
Treatment 
Program 

   

Long-Term 
Care Facility 

   

Left the City    
Hospitalized    
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or   
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Last 
Yr 

Last 
Yr 
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per 
discharge 
reason 
regardless 
of the # of 
times 
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threatening 
behaviour 

Health & 
Safety of 
residents, 
volunteers or 
staff 

  

Assault of 
residents, 
volunteers or 
staff 

  

Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking in 
illegal drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 

  

Death   
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 This is a 
reason 
unique to 
only a few 
Programs 
that are 
closed 
during 
certain 
hours and 
require all 
individuals 
to leave 
the 
Program at 
that time. 
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Print Options:  Browser Print 
 
Export Options:  Excel 
 
Report Sample Screen: 
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28.  Shelter Dashboard Screen 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based dashboard screen shows 
Restrictions, Complaints and Case Notes aggregate statistics for all Programs within the Shelter.  
 
Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. threshold 
each day, meaning a business day is considered to start at 4 a.m. of the day 
morning.  This allows for all shelter programs to d
update any occupancy changes timely into SMIS.
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
See below for more details… 
 
Report Layout: 

This report is accessed through the left 
The Reports icon at the top right will soon be deleted and all 
through the Shelter icon 
 
 
Occupancy 

Active intakes without 
admission 

This number 
represents all the 
active intakes that 
were entered at your 
shelter.  
that have been active 
for 18 hours or more 
and are not admitted 
to your shelter will 
expire at midnight 
each night.

Referrals from other 
Shelters 

This number 
represents those 
referrals
queue from other 

SMIS Report Details
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.  Shelter Dashboard Screen  

Users 

This Shelter based dashboard screen shows real-time Occupancy, Bed Nights, Incidents, Service 
Restrictions, Complaints and Case Notes aggregate statistics for all Programs within the Shelter.  

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. threshold 
each day, meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next 
morning.  This allows for all shelter programs to do their mandatory two bed checks before 4 a.m. and 
update any occupancy changes timely into SMIS. 

 
Shelter Dashboard 

This report is accessed through the left side Navigator and provides real-time occupancy information
The Reports icon at the top right will soon be deleted and all Shelter related reports will be accessed 

This number 
represents all the 
active intakes that 
were entered at your 
shelter.  All intakes 
that have been active 
for 18 hours or more 
and are not admitted 
to your shelter will 
expire at midnight 
each night. 

Vacancy This number represents 
funded capacity less the 
active admissions or 
occupancy of your 
shelter
negative.

This number 
represents those 
referrals still in your 

from other 

Vacancy rate Vacancy divided by 
funded

SMIS Report Details 
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Occupancy, Bed Nights, Incidents, Service 
Restrictions, Complaints and Case Notes aggregate statistics for all Programs within the Shelter.   

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. threshold 
4 a.m. early next 

o their mandatory two bed checks before 4 a.m. and 

time occupancy information 
reports will be accessed 

This number represents 
funded capacity less the 
active admissions or 
occupancy of your 
shelter and cannot be 
negative. 

Vacancy divided by 
funded capacity 
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shelters

Queue This number includes
external referrals as 
well as internal intakes

Occupancy (active 
admissions) 

This number 
represents currently 
occupied beds

Occupancy rate 100% minus the 
Vacancy rate

 
 
 
Bed Nights 

Yesterday Number of beds 
occupied as of 4:00 
a.m. this morning 
represents the 
nights for yesterday

Current Month Includes the number of 
all occupied beds for 
the curren
to 4:00 a.m. this 
morning

 
Incidents 

New incidents past 30 
days 

All new incidents for the past 30 day that occurred

New incidents this 
calendar month 

All new incidents the current months that occurred by4:00 a.m. this morning

Open incidents This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 
sign off 

 
 
 
Service Restrictions 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 
incidents.  All incidents recorded up to 4:00 a.m. this morning will be included.
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 
Services 

Original duration of 1-7 

SMIS Report Details
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shelters 

This number includes 
external referrals as 
well as internal intakes 

Current capacity The number represents 
active beds available in 
your shelter.  This will 
not include any beds 
you have made 
unavailable, e.g. bed 
bugs, maintenance, etc.
This number will be less 
than or equal
space capacity

This number 
represents currently 
occupied beds 

Funded capacity As per Operating 
Agreement

100% minus the 
Vacancy rate 

  

Number of beds 
occupied as of 4:00 
a.m. this morning 
represents the bed 

for yesterday 

Past 30 Days All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning)

Includes the number of 
all occupied beds for 
the current month, up 
to 4:00 a.m. this 
morning 

Previous Month All occupied beds in the 
previous calendar 
month

All new incidents for the past 30 day that occurred by 4:00 a.m. this morning

All new incidents the current months that occurred by4:00 a.m. this morning

This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 
sign off procedure. 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 

incidents recorded up to 4:00 a.m. this morning will be included. 
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

8-14 15-30 31-60 61-90 
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The number represents 
active beds available in 
your shelter.  This will 
not include any beds 
you have made 
unavailable, e.g. bed 
bugs, maintenance, etc. 
This number will be less 
than or equal to your 
space capacity 

As per Operating 
Agreement 

All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning) 

All occupied beds in the 
previous calendar 
month 

by 4:00 a.m. this morning 

All new incidents the current months that occurred by4:00 a.m. this morning 

This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 

You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

91-180 180+ 
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restriction (in days)  
New restrictions past 30 
days 

 

New restrictions this 
calendar month 

 

Currently active  
Terminated early past 
30 days 

 

Expired past 30 days  
 
Complaints 

New Complaints Past 
30 Days 

 

New Complaints This 
Calendar Month 

 

Open Complaints (<30 
Days Old) 

 

Open Complaints (30-60 
Days Old) 

 

Open Complaints (>60 
Days Old) 

 

 
Case Notes 

New Notes Past 30 
Days 

 

New Notes This 
Calendar Month 

 

Incomplete Notes (<30 
Days Old) 

 

 Incomplete Notes (30-
60 Days Old) 

 

Incomplete Notes (>60 
Days Old) 

 

 
 
Print Options:  Browser Print 
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Report Sample Screen: 
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29.  Shelter Occupancy Screen 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Shelter based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Shelters, any stays .= 1 day and  total bed nig
Shelter.  These stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of t
Bed Nights row, for which each family member contributes to the count.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted only if
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Intakes   
Admissions   
Discharges    
Accepted Referrals From Other Shelters

Rejected Referrals From Other Shelters   

Accepted Referrals To Other Shelters   

Rejected Referrals To Other Shelters   

Stays (>=1 day)     

Bed Nights 

SMIS Report Details
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.  Shelter Occupancy Screen  

Supervisor & Manager roles 

This Shelter based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Shelters, any stays .= 1 day and  total bed nig
Shelter.  These stats can also be exported to Microsoft Excel format.   

Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of the action.  The only exception is the 
Bed Nights row, for which each family member contributes to the count. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

e stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

(number of new intakes within the column date range)
(number of new admissions within the column date range)
(number of discharges within the column date range)

Accepted Referrals From Other Shelters (number of accepted referrals from other Shelters within the 
column date range) 

Rejected Referrals From Other Shelters   (number of rejected referrals from other Shelters within the 
column date range) 

Accepted Referrals To Other Shelters    (number of accepted referrals to other Shelters within the 
column date range) 

Rejected Referrals To Other Shelters    (number of rejected referrals to other Shelters within the 
column date range) 
(number of client stays >= 1 day within the column date range
note that this would include clients who were already
the Shelter at the beginning of the date range
(number of total bed nights of all clients  within the column 

SMIS Report Details 
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This Shelter based Occupancy screen shows statistics for new intakes, new admissions, discharges, 
accepted and rejected referrals to and from other Shelters, any stays .= 1 day and  total bed nights for the 

Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
he action.  The only exception is the 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 

the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

e stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

number of new intakes within the column date range) 
(number of new admissions within the column date range) 
(number of discharges within the column date range) 
(number of accepted referrals from other Shelters within the  

(number of rejected referrals from other Shelters within the  

(number of accepted referrals to other Shelters within the  

(number of rejected referrals to other Shelters within the  

(number of client stays >= 1 day within the column date range, 
note that this would include clients who were already staying in 
the Shelter at the beginning of the date range) 
(number of total bed nights of all clients  within the column 



 

 

 

 

 

103    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

 
Print Options:  Browser Print 
 
Export Options:  Excel 
 
 
 
Report Layout: 

Statistics 

Should be run on the 1
st

 of the month
 
Occupancy As of 4:00 a.m. today = 

yesterdays statistics

 Yesterday Curr 
Mth 

Intakes   

Admissions   

Discharges   

Accepted 
Referrals 
From Other 
Shelters 

  

Rejected 
Referrals 
From Other 
Shelters 

  

Accepted 
Referrals 
To Other 
Shelters 
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date range) 

 
Statistics – Shelter Name – Bedded Program 

 
of the month 

As of 4:00 a.m. today = 
yesterdays statistics 

Same 
Mth 
Last 
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Qtr 

Curr 
Yr 

Prev 
Yr 
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description 

New intakes 
entered within 
these dates 
= # of families 

New 
admissions 
within these 
dates 

New 
discharges 
within these 
dates 

Accepted 
from the 
queue and 
referred from 
another 
Shelters 
within these 
dates  

Rejected from 
the queue 
from another 
Shelters 
within these 
dates 

Referrals to 
other Shelters 
that were 
accepted.  
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Rejected 
Referrals 
To Other 
Shelters 

  

Stays (>=1 
day) 

  

Bednights   
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Could be a 
service (non-
bedded) 
program 
within a 
Shelter 

Referrals to 
other Shelters 
that were 
rejected.  
Could be a 
service (non-
bedded) 
program 
within a 
Shelter 

Includes all 
family or 
single client 
stays who 
stayed at 
least 1 day 
after 
admission 
into the 
program 

# of 
individuals 
bed nights 
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Report Sample Screen: 
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30.  Shelter Occupancy – Unique Clients Screen 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Shelter based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from othe
stays .= 1 day and  total bed nights for the Shelter for the various date ranges.  For example, if a client 
has 2 "new" intakes during the column period, then it is counted as 1 unique client intake only.  These 
stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family, each Intake, Admission, Discharge, Referral and Stay, each unique family 
member is counted individually when present at the time of the action.  However, if a family member is 
part of two different family intakes, admission or other actions during 1 sing
he/she is counted as 1 unique individual on this screen.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted only if the client stays
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Intakes   

Admissions   

Discharges    

Accepted Referrals From Other Shelters

Rejected Referrals From Other Shelters   

Accepted Referrals To Other Shelters   

SMIS Report Details
 

Shelter, Support & Housing Administration  
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Unique Clients Screen  

Supervisor & Manager roles 

This Shelter based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other Shelters, any 
stays .= 1 day and  total bed nights for the Shelter for the various date ranges.  For example, if a client 
has 2 "new" intakes during the column period, then it is counted as 1 unique client intake only.  These 

o Microsoft Excel format.   

, each Intake, Admission, Discharge, Referral and Stay, each unique family 
member is counted individually when present at the time of the action.  However, if a family member is 

, admission or other actions during 1 single reporting date range, then 
he/she is counted as 1 unique individual on this screen. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ease its count by 1 respectively, but NOT the Stays count since the client did not 

(number of unique clients with new intakes within the column 
date range) 
(number of unique clients with new admissions within the 
column date range) 
(number of unique clients with discharges within the column 
date range) 

Accepted Referrals From Other Shelters (number of accepted referrals of unique clients
Shelters within the column date range) 

Rejected Referrals From Other Shelters   (number of rejected referrals of unique clients
Shelters within the column date range) 

Accepted Referrals To Other Shelters    (number of accepted referrals of unique clients 
Shelters within the column date range) 

SMIS Report Details 
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This Shelter based Occupancy screen shows statistics for total number of unique clients with new 
r Shelters, any 

stays .= 1 day and  total bed nights for the Shelter for the various date ranges.  For example, if a client 
has 2 "new" intakes during the column period, then it is counted as 1 unique client intake only.  These 

, each Intake, Admission, Discharge, Referral and Stay, each unique family 
member is counted individually when present at the time of the action.  However, if a family member is 

le reporting date range, then 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 

pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ease its count by 1 respectively, but NOT the Stays count since the client did not 

new intakes within the column 

new admissions within the 

discharges within the column 

of unique clients from other  

of unique clients from other  

of unique clients to other  
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Rejected Referrals To Other Shelters   

Stays (>=1 day)     

 
 
Print Options:  Browser Print 
 
Export Options:  Excel 
 
Report Layout: 

Statistics 
 
Should be run on the 1

st
 of the month

 
Occupancy – Unique 
Clients 
 
 Yesterday Curr 

Mth 

Intakes   

Admissions   

Discharges   

Accepted 
Referrals 
From Other 
Shelters 
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Rejected Referrals To Other Shelters    (number of rejected referrals of unique clients 
 within the column date range) 
(number of unique client stays >= 1 day within the column date 
range, note that this would include unique clients who were 
already staying in the Shelter at the beginning of the date 
range) 

 
Statistics – Shelter Name – Bedded program 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 
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of unique clients to other Shelters 

(number of unique client stays >= 1 day within the column date 
, note that this would include unique clients who were 

already staying in the Shelter at the beginning of the date 

Prev 
Yr 

 = unique 
individuals 

 New 
intakes 
entered 
within 
these 
date(s) 

 New 
admission
s within 
these 
date(s) 

 New 
discharges 
within 
these 
date(s) 

 Accepted 
from the 
queue and 
referred 
from 
another 
shelter 
within 
these 
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From Other 
Shelters 
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To Other 
Shelters 
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To Other 
Shelters 
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Day) 
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date(s)  

 Rejected 
from the 
queue 
from 
another 
shelter 
within 
these 
date(s) 

 Referrals 
to other 
shelters 
that were 
accepted.  
Could be a 
service 
(non-
bedded) 
program 
within the 
other 
shelter 

 Referrals 
to other 
shelters 
that were 
rejected.  
Could be a 
service 
(non-
bedded) 
program 
within the 
other 
shelter 

 # of 
unique 
individuals 
with Stays 
at least 1 
day after 
admission 
into the 
shelter 
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Report Sample Screen: 
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31.  Shelter Client Services Screen 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Shelter based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Shelter for various time frames.  These stats can also
to Microsoft Excel format.   
 
(Note that all Client Services stats
meaning a business day is considered to start at 4 a.m. of the day 
 
For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
at 2 a.m. early today, they are both counted as for yesterday's business day. 
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
New Incidents total number of new incidents recorded during the column date period)
New Service Restrictions (total number of new service restrictions created during the column date 

period)
New Complaints    (total number of new complaints records during the column date 
New Case Notes    (total number of new case notes created during the column date period)
 
 
Print Options:  Browser Print 
 
Export Options:  Excel 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

.  Shelter Client Services Screen  

Supervisor & Manager roles 

This Shelter based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Shelter for various time frames.  These stats can also

stats on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
at 2 a.m. early today, they are both counted as for yesterday's business day.  

number of new incidents recorded during the column date period)
(total number of new service restrictions created during the column date 
period) 
(total number of new complaints records during the column date 
(total number of new case notes created during the column date period)

SMIS Report Details 
April 2014      

This Shelter based Client Services screen shows counts of new incidents, new service restrictions, new 
complaints and new case notes for the Shelter for various time frames.  These stats can also be exported 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 

number of new incidents recorded during the column date period) 
(total number of new service restrictions created during the column date  

(total number of new complaints records during the column date period) 
(total number of new case notes created during the column date period) 
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Report Layout: 
 

Statistics 
 
Should be run on the 1

st
 of the month

 
Client Services 
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Mth 
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incidents 

  

New service 
restrictions 

  

New 
complaints 

  

New case 
notes 
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could have 
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entries 
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new in this 
period 
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new in this 
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Report Sample Screen: 
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32.  Shelter Client Services 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Shelter based Client Services screen shows total number of unique clients involved in new incidents, 
new service restrictions, new complaints and new case notes for the Shelter for various time frames.  
These stats can also be exported to Microsoft Ex
 
(Note that all Client Services stats
meaning a business day is considered to start at 4 a.m. of the day 
 
For example, if a new Case Note is written
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  
However, if the 2

nd
 Note was written for the same Client, then yesterday's count will only 

this screen shows Unique Client counts during a date period.
 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
New Incidents total number of unique clients involved in new incidents recorded during the 

column date period)
New Service Restrictions (total number of unique clients given new service restrictions created during 

the column date period)
New Complaints    (total number of unique clients relating to new complaints records during

 the column date period)
New Case Notes    (total number of 

during the column date period)
 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
 
 
 
 
 
 
 
 
 

SMIS Report Details
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Services – Unique Clients Screen – All Program 

Supervisor & Manager roles 

This Shelter based Client Services screen shows total number of unique clients involved in new incidents, 
new service restrictions, new complaints and new case notes for the Shelter for various time frames.  
These stats can also be exported to Microsoft Excel format.   

stats on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  

Note was written for the same Client, then yesterday's count will only 
this screen shows Unique Client counts during a date period. 

total number of unique clients involved in new incidents recorded during the 
column date period) 
(total number of unique clients given new service restrictions created during 
the column date period) 
(total number of unique clients relating to new complaints records during
the column date period) 

tal number of unique clients for which new case notes were created 
during the column date period) 

SMIS Report Details 
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This Shelter based Client Services screen shows total number of unique clients involved in new incidents, 
new service restrictions, new complaints and new case notes for the Shelter for various time frames.  

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

for a Client at 3 p.m. yesterday and another new Note written 
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  

Note was written for the same Client, then yesterday's count will only increase by 1 as 

total number of unique clients involved in new incidents recorded during the 

(total number of unique clients given new service restrictions created during  

(total number of unique clients relating to new complaints records during 

clients for which new case notes were created 
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Prev not the total 
number of 
I.R./S.R./compl
aints/ 
case notes 

# of unique 
clients with 
new incidents 
occurred in 
this period 

# of unique 
clients with 
S.R. entered 
this period 

# of unique 
clients with 
complaint 
entered this 
period 

# of unique 
clients with 
case notes 
entered this 
period 



 

 

 

 

 

115    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Report Sample Screen: 
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33.  Shelter Discharge Screen 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Shelter based Discharge screen shows counts of various discharge dispositions for the Shelter for 
various time frames.  These stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is count
same or different disposition or reason.  
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 
counted once for each of the two different monthly count of discharge reasons.
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
 
Report Parameters: 
 
None 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

.  Shelter Discharge Screen – All Programs 

Supervisor & Manager roles 

This Shelter based Discharge screen shows counts of various discharge dispositions for the Shelter for 
various time frames.  These stats can also be exported to Microsoft Excel format.   

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is counted regardless if it’s the 
same or different disposition or reason.   

For example, if a single client was discharge on the 2nd day of the month, and re-admitted and 
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

SMIS Report Details 
April 2014      

This Shelter based Discharge screen shows counts of various discharge dispositions for the Shelter for 

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 

ed regardless if it’s the 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 
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Report Detail (Fields): 
 
Custody    

Detox      

Escorted off premises 

Hospital     

Housing     

Other     

Other Hostels    

Unknown     

 
 
Print Options:  Browser Print 
 
Export Options:  Excel 
 
 
 
Report Layout: 

Statistics 
 
Should be run on the 1

st
 of the month

Discharge 

 Yesterday Curr 
Mth 

Custody 
 

  

Detox   

Escorted off 
premises 

  

Hospital   
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(total number of client discharges to custody within the column date 
period) 
(total number of client discharges to detox within the column date 
period) 
(total number of clients escorted off premises upon discharge within 
the column date period) 
(total number of client discharges to hospital within the column date 
period) 
(total number of client discharges to housing within the column date 
period) 
(total number of client discharges to other dispositions within the 
column date period) 
(total number of client discharges to other hostels within the column 
date period) 
(total number of client discharges to unknown dispositions within the 
column date period) 

Statistics – Shelter Name – Bedded Program 

of the month 

Same 
Mth 
Last 
Yr 
 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 
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custody within the column date 

(total number of client discharges to detox within the column date 

(total number of clients escorted off premises upon discharge within 

(total number of client discharges to hospital within the column date 

(total number of client discharges to housing within the column date 

(total number of client discharges to other dispositions within the 

within the column 

(total number of client discharges to unknown dispositions within the 

Prev 
 

Could be the 
same person 
more than 
once 

# of 
discharges to 
custody 

# of 
discharges 
made to detox 
 

# of 
discharges 
escorted off 
premises 

# of 
discharges to 
hospital 
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Housing   

Other   

Other 
Hostel 

  

Unknown   

 
This section includes aggregate data for each 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS.
The last three underlined reasons are
 
Discharge Reasons 

 Yesterday Curr 
Mth 

New 
Address – 
Private 
Housing 

  

New 
Address – 
Transitional 
Housing 

  

New 
Address – 
Subsidized 
Housing 

  

Returned to 
Previous 
Address 

  

SMIS Report Details
 

Shelter, Support & Housing Administration  
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This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS. 
The last three underlined reasons are new.   

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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# of 
discharges to 
housing 

# of 
discharges to 
Other but 
unidentified 
dispositions 

# of 
discharges to 
another 
Shelter 
Program 

# of 
discharges to 
Unknown 
dispositions 

discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 
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Reunited 
with family/ 
friends 

  

Detox   
Residential 
Treatment 
Program 

  

Long-Term 
Care Facility 

  

Left the City   
Hospitalized   
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not 
following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
residents, 
volunteers 
or staff 

  

Assault of 
residents, 
volunteers 
or staff 

  

Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        
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Possession 
of illegal 
substances/ 
contraband 

  

Trafficking 
in illegal 
drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 

  

Death   
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 This is a 
reason 
unique to 
only a few 
Programs 
that are 
closed 
during 
certain 
hours and 
require all 
individuals 
to leave the 
Program at 
that time. 
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34.  Shelter Discharge – Unique Clients Screen 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator  
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This Shelter based Discharge screen shows counts unique clients for various discharge dispositions for 
the Shelter during the various time frames.  For example, if a client is discharge twice from two 
admissions during a column date period, then it is coun
also be exported to Microsoft Excel format.  
 
On this Screen, for a family Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member 
same reporting date period (i.e. column cell), then he/she is counted as only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, th
only increments by 1.    
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 
counted once for each of the two different monthly count of discharge reasons.
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Custody    (total number of unique client 

to custody within the column date period)
Detox      (total number of client discharges to detox within the column date period)
Escorted off premises (total number of unique clients escorted off premises up

the column date period)
Hospital     (total number of unique client discharges to hospital within the column date 

period)
Housing     (total number of unique client discharges to housing within the column date 

period)
Other     (total number of unique client discharges to other dispositions within the 

column date period)
Other Hostels     (total number of unique client discharges to other hostels within the column 

date period)
 

Unknown    (total number of unique client discharges to unknown dispositions within the 

SMIS Report Details
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Unique Clients Screen – All Program 

Supervisor & Manager roles 

This Shelter based Discharge screen shows counts unique clients for various discharge dispositions for 
the Shelter during the various time frames.  For example, if a client is discharge twice from two 
admissions during a column date period, then it is counted as 1 unique client discharge. These stats can 
also be exported to Microsoft Excel format.   

Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 
same reporting date period (i.e. column cell), then he/she is counted as only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, th

For example, if a single client was discharge on the 2nd day of the month, and re-admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 

is counted only once for that month's discharge disposition count, but is 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

(total number of unique client (single or individual family member) 
to custody within the column date period) 
(total number of client discharges to detox within the column date period)
(total number of unique clients escorted off premises upon discharge within 
the column date period) 
(total number of unique client discharges to hospital within the column date 
period) 
(total number of unique client discharges to housing within the column date 
period) 
(total number of unique client discharges to other dispositions within the 
column date period) 
(total number of unique client discharges to other hostels within the column 
date period) 

(total number of unique client discharges to unknown dispositions within the 

SMIS Report Details 
April 2014      

This Shelter based Discharge screen shows counts unique clients for various discharge dispositions for 
the Shelter during the various time frames.  For example, if a client is discharge twice from two 

ted as 1 unique client discharge. These stats can 

Discharge, each unique family member is counted individually when present 
is part of two different family discharges during the 

same reporting date period (i.e. column cell), then he/she is counted as only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, the count 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 

is counted only once for that month's discharge disposition count, but is 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

(single or individual family member) discharges 

(total number of client discharges to detox within the column date period) 
on discharge within  

(total number of unique client discharges to hospital within the column date 

(total number of unique client discharges to housing within the column date 

(total number of unique client discharges to other dispositions within the  

(total number of unique client discharges to other hostels within the column   

(total number of unique client discharges to unknown dispositions within the  
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column date period)
 
Print Options:  Browser Print 
 
Export Options: Excel 
 
Report Layout: 
 

Statistics 

Should be run on the 1
st

 of the month
 
Discharge 
Disposition – Unique 
Clients 

 Yesterday Curr 
Mth 

Same 
Mth 
Last 
Yr

Custody    

Detox    

Escorted 
off 
premises 

   

Hospital    

Housing    

Other    

Other 
Hostel 

   

SMIS Report Details
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column date period) 

Statistics – Shelter Name – Bedded Program 
 

of the month 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr 

       

       

       

       

       

       

       

SMIS Report Details 
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Prev Unique 
individuals per 
discharge 
reason 
regardless of 
the # of times 

# of clients 
discharged to 
custody 

# of clients 
discharged to 
detox 

# of clients 
discharged and 
escorted off 
premises 

# of clients 
discharged to 
hospital 

# of clients 
discharged to 
housing 

Includes all 
unique client 
discharges for 
unidentified 
dispositions.   

Includes all 
unique client 
discharges to 
another shelter.  
This would 
include all 
automatic 
discharges as a 
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Unknown    

 
 
 
This section includes aggregate data for each discharge reason, and may include 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS.
The last three underlined reasons are new.  
 
 
Discharge Reasons 

 Yesterday Curr 
Mth 

New Address 
– Private 
Housing 

  

New Address 
– Transitional 
Housing 

  

New Address 
– Subsidized 
Housing 

  

Returned to 
Previous 
Address 

  

Reunited 
with family/ 
Friends 

  

Detox   
Residential 
Treatment 
Program 

  

SMIS Report Details
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This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS. 
The last three underlined reasons are new.   

Curr 
 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr

       

       

       

       

       

       
       

SMIS Report Details 
April 2014      

result of the 
individual being 
admitted to 
another shelter   

Includes all 
unique client 
discharges to 
unknown 
disposition 
(usually a fail-
to-return).   

the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 
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Long-Term 
Care Facility 

  

Left the City   
Hospitalized   
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
residents, 
volunteers or 
staff 

  

Assault of 
residents, 
volunteers or 
staff 

  

Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking in 
illegal drugs 

  

Other   

Automatic   
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discharge – 
client 
admitted to 
another 
program 

Daily 
discharge 

  

Death   
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 This is a 
reason 
unique to 
only a few 
Programs 
that are 
closed 
during 
certain 
hours and 
require all 
individuals 
to leave the 
Program at 
that time. 
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Report Sample Screen: 
 

SMIS Report Details
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SMIS Report Details 
April 2014      
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35.  SMIS - Login Logging 
 
Report Category:  System Administration
 
Access Via:  Administration  
 
User Access Group:  System Administrator
 
Description: 
This User Login Logging Report showing the Date & Time a User login and logout of a Shelter within 
SMIS.  These stats can also be exported to Microsoft Exc
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 

DATETIME     (the date and time of the action)

USERID       (the userid that performed the action)

USERNAME    (the user name that performed the action)

ACTION      (the type of action performed:  

CONTENT      (the content viewed or changed)

SHELTER      (the shelter logged into when applicable, blank if login at higher ORG level)

 
Print Options:  PDF 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Administration 

System Administrator 

This User Login Logging Report showing the Date & Time a User login and logout of a Shelter within 
SMIS.  These stats can also be exported to Microsoft Excel format.   

(the date and time of the action) 

(the userid that performed the action) 

(the user name that performed the action) 

(the type of action performed:  LOG_IN, LOG_OUT) 

(the content viewed or changed) 

(the shelter logged into when applicable, blank if login at higher ORG level)

SMIS Report Details 
April 2014      

This User Login Logging Report showing the Date & Time a User login and logout of a Shelter within 

(the shelter logged into when applicable, blank if login at higher ORG level) 



 

 

 

 

 

131    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Report Sample Screen: 
 

 
 

SMIS Report Details
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SMIS Report Details 
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36.  Program Financial Report 
 
Report Category:  Program 
 
Access Via:  Program Navigator - Financial
 
User Access Group:  All Program Users
 
Description: 
The Program based report shows the summary and details of all financial transactions for a specified date 
range.  The default date range is today only.   The beginning of the report also displays Program profile 
information. 
 
Report Parameters: 
 
Start Date  (report start date, default is today)
End Date  (report to date, default is today)
No Maximum Report Date Range 
 
Report Detail (Fields): 
 
Disbursement Type Summary Block

Disb. Type  (disbursement type:  
Allowance

Amount (subtotal for each disbursement type for the specified date range)

View By    (user specified further financial details to display:  
Date  day-by-day breakdown of the disbursement type financial details,

Client client-by

Detail  most detailed breakdown of 
details,  

Total >Detail give detailed breakdown by complete transactions including all disbursement 
types 

 
[ Note that for each Disbursement Type, a user can further select a View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 
complete transactions (where each transaction displayed then may contain 
User can also select to view transactions by disbursement type, date or all details done by each user 
separately.]  
 
Cash vs. Cheque Summary Block

CASH      (all cash related transaction subtotals)
CHEQUES     (all issued 
Normal      (all non-reversal type transactions involving money)
Reversal      (all reversal type transactions involving money)
In (On Hand)     (all incoming moneys to the Program)
In (Withheld) (all withheld moneys from clients to the Program) 
Out (On Hand) (all outflow of moneys from the Program)
 

SMIS Report Details
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Program Financial Report – All Programs 

Financial 

All Program Users who has access to SMIS Financials 

based report shows the summary and details of all financial transactions for a specified date 
range.  The default date range is today only.   The beginning of the report also displays Program profile 

tart date, default is today) 
(report to date, default is today) 

Disbursement Type Summary Block 

(disbursement type:  Client Safekeeping, Food Allowance, Personal Needs 
Allowance) 
(subtotal for each disbursement type for the specified date range)

(user specified further financial details to display:   
day breakdown of the disbursement type financial details,

by-client breakdown of the disbursement type financial details,

most detailed breakdown of the disbursement type financial sub
 

give detailed breakdown by complete transactions including all disbursement 

Disbursement Type, a user can further select a View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 
complete transactions (where each transaction displayed then may contain multiple disbursement types)

to view transactions by disbursement type, date or all details done by each user 

Cash vs. Cheque Summary Block 

(all cash related transaction subtotals) 
(all issued cheque related transaction subtotals) 

reversal type transactions involving money) 
(all reversal type transactions involving money) 
(all incoming moneys to the Program) 
(all withheld moneys from clients to the Program)  
(all outflow of moneys from the Program) 

SMIS Report Details 
April 2014      

based report shows the summary and details of all financial transactions for a specified date 
range.  The default date range is today only.   The beginning of the report also displays Program profile 

Safekeeping, Food Allowance, Personal Needs 

(subtotal for each disbursement type for the specified date range) 

day breakdown of the disbursement type financial details, 

disbursement type financial details, 

the disbursement type financial sub-transaction 

give detailed breakdown by complete transactions including all disbursement 

Disbursement Type, a user can further select a View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 

multiple disbursement types) 
to view transactions by disbursement type, date or all details done by each user 
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Detailed Table 

Date      (Date of transaction)
Disb. Type      (disbursement type:  

Allowance) 
CSF Type     (client safekeeping fund type:  
Amount        (the $ amount of the (sub
User Name    (name of the user who processed the transaction)
Trans. Type (transaction type:   
Paid By      (payment vehicle:   

transaction) 
ID      (transaction ID)
Client ID      (SMIS Client ID)
Client Name      (Client last name, then first name)
 
Export Options:  Excel, PDF 
 
Report Sample Screens: 
 

 
Financial Report (Initial Summary Screen)

SMIS Report Details
 

Shelter, Support & Housing Administration  
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(Date of transaction) 
(disbursement type:  Client Safekeeping, Food Allowance, Personal Needs 

(client safekeeping fund type:  Deposit [Cash], Withdraw, Deposit [Cheque])

(the $ amount of the (sub-)transaction) 
(name of the user who processed the transaction) 
(transaction type:   Regular, Allowance Override, Not To Be Paid, Reverse

(payment vehicle:   CASH, CHEQUE [cheque #], blank if not money related 

(transaction ID) 
(SMIS Client ID) 
(Client last name, then first name) 

Financial Report (Initial Summary Screen)

SMIS Report Details 
April 2014      

Safekeeping, Food Allowance, Personal Needs 

Deposit [Cash], Withdraw, Deposit [Cheque]) 

ance Override, Not To Be Paid, Reverse) 
CASH, CHEQUE [cheque #], blank if not money related 
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Program Financial Summary Report for Disbursement Type 
 
 

SMIS Report Details
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Report for Disbursement Type PNA view by Date 

SMIS Report Details 
April 2014      
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Program Financial Summary Report for Disbursement Type PNA view by 
 
 

SMIS Report Details
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Program Financial Summary Report for Disbursement Type PNA view by Client 

SMIS Report Details 
April 2014      
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Program Financial Summary Report for Disbursement Type PNA viewing 
 
 

SMIS Report Details
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Program Financial Summary Report for Disbursement Type PNA viewing full Detail 

SMIS Report Details 
April 2014      
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Program Financial Summary Report for Total of all Disbursement Types 
 

SMIS Report Details
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Report for Total of all Disbursement Types viewing full Transaction

SMIS Report Details 
April 2014      

 

ransaction Details 
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Program Financial Summary Report by User and Disbursement 
 
 

SMIS Report Details
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Program Financial Summary Report by User and Disbursement Type  

SMIS Report Details 
April 2014      
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Program Financial Summary Report by User by 

SMIS Report Details
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Program Financial Summary Report by User by Date 

SMIS Report Details 
April 2014      
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Program Financial Summary Report by User viewing full transaction 

SMIS Report Details
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Program Financial Summary Report by User viewing full transaction Details 

SMIS Report Details 
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37. Shelter Client Report 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator 
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report show currently active or clients admitted within the last 60 days basic, important 
occupancy and case note count information in a detailed tabular format.  The beginning of the report also 
displays Shelter profile and report parameter information.
 
You can also filter this report for Clients who are assigned to any particular shelter staff upon admission.
 
 
Report Parameters: 

Type of Report (i.e.  Active Clients, Clients within the past 60 days

Primary Worker (staff selected in the Client Admission screen)
 
Report Detail (Fields): 

Program   (program name)
Client No.   (SMIS client ID)
Last Name    (client's lastname)
First Name     (client's firstname)
Admission Date (most recent client's admission date into 
Room   (room ID)
Bed        (bed ID) 
PNA Eligibility    (last PNA eligibility TO date)
Most Recent Case Note (creation date of most recent case note)
Incomplete Case Notes (count) 
Primary Worker/Last 
Updated By    

(name of 
last updated the Client Admission record)

 
Report Header: 

Reporting Period: 2012/04/10 

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

SMIS Report Details
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Users 

This Shelter based report show currently active or clients admitted within the last 60 days basic, important 
occupancy and case note count information in a detailed tabular format.  The beginning of the report also 

d report parameter information. 

You can also filter this report for Clients who are assigned to any particular shelter staff upon admission.

Active Clients, Clients within the past 60 days) 
selected in the Client Admission screen) 

(program name) 
(SMIS client ID) 
(client's lastname) 
(client's firstname) 
(most recent client's admission date into this shelter program)
(room ID) 

 
(last PNA eligibility TO date) 
(creation date of most recent case note) 

(name of primary worker assigned to client in admission screen or staff who 
last updated the Client Admission record) 

 
Active Clients (Bed) 

 

Will only be available for the day you are printing the report

facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
shelter

SMIS Report Details 
April 2014      

This Shelter based report show currently active or clients admitted within the last 60 days basic, important 
occupancy and case note count information in a detailed tabular format.  The beginning of the report also 

You can also filter this report for Clients who are assigned to any particular shelter staff upon admission. 

this shelter program) 

primary worker assigned to client in admission screen or staff who 

Will only be available for the day you are printing the report 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds in the 
shelter 
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Funding Capacity: Max. 
based upon 
Operating Agreement

Minimum Age 0 

 
Type of Report Active Clients 

 
Program Any 

       
 
Export Options:  Excel , PDF 
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
 
 
 
 
  

SMIS Report Details
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Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

Primary Worker Any You can run this report for 
specific staff members, or 
clients who have been 
discharged or remain active. 
Lists clients who are active 
at the time the report is run

You can filter this 
report by selecting a 
Program within this 
Shelter 

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

SMIS Report Details 
April 2014      

Client group 

100 

You can run this report for 
specific staff members, or 
clients who have been 
discharged or remain active. 
Lists clients who are active 
at the time the report is run 

You can download this report to an excel document and then sort according to any of the columns 
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Report Sample Screen: 
 

SMIS Report Details
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SMIS Report Details 
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144    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

38. Shelter Client Intake Report
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator 
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows all new intakes with their most relevant information, created during a 
specified date range. The default range is of the last 60 days and ca
maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
of the report also displays Shelter profile and report parameter information.
 
Report Parameters: 

Intake Date From (report start date, default is 60 days from current date)
Intake Date To (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 

Program   (program name)
Name   (client lastname, firstname)
DOB    (client's date of birth)
Client No.   (SMIS client number)
Intake Status    (current intake status: 
Lived last 12 Mnths (where client lived in the last 12 months:  

Indian Reserve, Another Pro
Other) 

Reason for Service   (reason the client request shelter service)
Intake Date   (date of intake)
Service End Date   (end date of service 
Rejection Date   (date intake 
Rejection Reason   (reason intake was rejected)
Relationship   (client's relationship to head of household: 
 
Export Options:  Excel, PDF 
 
Report Header: 

 
This report provides the number of new intake in a specified period

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Shelter name 

program 

Description Client group 

Health Information Yes / No

SMIS Report Details
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Shelter Client Intake Report 

Users 

This Shelter based report shows all new intakes with their most relevant information, created during a 
specified date range. The default range is of the last 60 days and can be globally changed.  The 
maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
of the report also displays Shelter profile and report parameter information. 

start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(program name) 
(client lastname, firstname) 

date of birth) 
(SMIS client number) 
(current intake status: admitted, discharged, active, inactive)
(where client lived in the last 12 months:  Toronto, Elsewhere in Ontario, 
Indian Reserve, Another Province, Outside Canada, Unorganized Territories, 

(reason the client request shelter service) 
(date of intake) 
(end date of service – for Service programs Only) 
(date intake was rejected) 
(reason intake was rejected) 
(client's relationship to head of household: Dependant, Spouse/Partner

 
Shelter Client Intake Report 

number of new intake in a specified period 

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 

 
Facility Shelter Name

Client group described Phone Shelter phone number

No Type Type of program 

SMIS Report Details 
April 2014      

This Shelter based report shows all new intakes with their most relevant information, created during a 
n be globally changed.  The 

maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 

) 
Toronto, Elsewhere in Ontario, 

vince, Outside Canada, Unorganized Territories, 

Dependant, Spouse/Partner)  

Shelter Name 

Shelter phone number 

Type of program – 



 

 

 

 

 

145    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Custodian 

Status Active 

Funding Capacity: Max. # of 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Intake Date From 2012/02/06 
 
Program Total Unique clients

Program name 
within the 
Shelter 

Total number of 
unique clients listed 
within this period 

Total Totals for all 
Programs 

 
Program: Blank for All or select one 

Program from within the Shelter
 
 
 
 
  

SMIS Report Details
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bedded

Space Capacity Total # of beds in the 
shelter

# of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search

clients Total Intakes 

clients listed 
 

Total number of 
new intakes in 
this period 

Totals for all 
Programs 

Blank for All or select one 
Program from within the Shelter 

Program 
Type: 

Blank for All or select Bed 
or Service Program Type 

SMIS Report Details 
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bedded 

Total # of beds in the 
shelter 

Client group 

Search   
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Report Sample Screen: 
 

SMIS Report Details
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39. Shelter Client Occupancy Report 
 
Report Category:  Shelter 
 
Access Via:  Program Navigator 
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows all client admissions that has at least 1 stay day during a 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 
range is defaulted to 90 days and can also be globally adjusted.   The beginning of the report also 
displays Shelter profile and report pa
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 

Program   (program name)
Name    (client lastname, firstname)
DOB    (client's date of birth)
Client No.   (SMIS client number)
Room    (room number of the admission)
Bed    (bed number of the admission 
Occup. Status    (current occupancy status:  
Admission Date    (date the client was admitted)
Discharge Date    (date the client was discharged)
Discharge Reason   (reason the client was discharged)
Relationship    (client's relationship to head of household: 
Bed Nights    (total bed nights stayed during the reporting date range)
 
Export Options:  Excel, PDF 
 
Report Header:  
 

Shelter 
 
This report provides the total number of

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Shelter name 

program 

Description Client group described

Health Information 
Custodian 

Yes / No

Status Active 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Client Occupancy Report  

Users 

This Shelter based report shows all client admissions that has at least 1 stay day during a 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 
range is defaulted to 90 days and can also be globally adjusted.   The beginning of the report also 
displays Shelter profile and report parameter information. 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(program name) 
(client lastname, firstname) 
(client's date of birth) 
(SMIS client number) 
(room number of the admission) 
(bed number of the admission – applicable for non-family programs Only)
(current occupancy status:  admitted, discharged) 
(date the client was admitted) 
(date the client was discharged) 
(reason the client was discharged) 
(client's relationship to head of household: Dependant, Spouse/Partner

(total bed nights stayed during the reporting date range) 

Shelter Client Occupancy Report 

number of clients admitted in specified period (not unique)

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 

 
Facility Shelter Name

Client group described Phone Shelter phone number

No Type Type of program 
bedded

Space Capacity Total # of beds in the 

SMIS Report Details 
April 2014      

This Shelter based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 
range is defaulted to 90 days and can also be globally adjusted.   The beginning of the report also 

family programs Only) 

Dependant, Spouse/Partner)  

clients admitted in specified period (not unique) 

Shelter Name 

Shelter phone number 

Type of program – 
bedded 

Total # of beds in the 
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Funding Capacity: Max. # of 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Intake Date From 2012/02/06 

 
Program Total 

clients

Program name within the 
Shelter 

Total number 
of unique 
clients listed 
within this 
period

Total Totals for all 
Programs

 
Program: Blank for All or select one Program from within the 

Shelter 
 
 
 
 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

shelter

# of funded beds 
based upon Shelter 

ating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search
Back 90 Days

Total Unique 
clients 

Total Bed 
Nights 

Total number 
unique 

clients listed 
within this 
period 

Total 
occupancy 
for reporting 
period – not 
related to 
specific 
clients 

Totals for all 
Programs 

Totals for all 
Programs 

Blank for All or select one Program from within the 

SMIS Report Details 
April 2014      

shelter 

Client group 

Search  Can go 
Back 90 Days 
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Report Sample Screen: 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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40.  Shelter Client Discharge Report 
 
Report Category:  Shelter 
 
Access Via:  Program Navigator 
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows all client discharges during a specified date range. 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Shelter profile and 
report parameter information. 
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 

Program   (program name)
Name    (client lastname, firstname)
DOB    (client's date of birth)
Client No.   (SMIS client number)
Admission Date    (date the client was admitted)
Discharge Date    (date the client was discharged)
Discharge Reason   (reason the client was discharged)
Discharge Disposition   (where the client was discharge to)
Relationship    (client's relationship to head of household: 
 
Export Options:  Excel, PDF 
 
Report Header: 
 

Shelter 
 
 
This report provides the number of discharges 

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Shelter name 

program 

Description Client group described

Health Information 
Custodian 

No 

Status Active 

Funding Capacity: Max. # of 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Client Discharge Report  

Users 

This Shelter based report shows all client discharges during a specified date range. The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Shelter profile and 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(program name) 
lastname, firstname) 

(client's date of birth) 
(SMIS client number) 
(date the client was admitted) 
(date the client was discharged) 
(reason the client was discharged) 
(where the client was discharge to) 
(client's relationship to head of household: Dependant, Spouse/Partner

Shelter - Client Discharge Report 

ovides the number of discharges in a specified period 

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 

 
Facility Shelter Name

Client group described Phone Shelter phone number

Type Type of program 
bedded

Space Capacity Total # of beds in the 
shelter

# of funded beds Male/Female Client group

SMIS Report Details 
April 2014      

The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Shelter profile and 

Dependant, Spouse/Partner)  

Shelter Name 

Shelter phone number 

Type of program – 
bedded 

Total # of beds in the 
shelter 

Client group 
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based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Intake Date From 2012/02/06 
 
Total clients Total number of clients 

listed within this period

 
Program Total 

clients

Program name within the 
Shelter 

Total number 
of clients listed 
within this 
period

Total Totals for all 
Programs

 
Program: Blank for All or select one Program from within the 

Shelter 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

based upon Shelter 
Operating Agreement 

Maximum Age 100 

Intake Date To 2012/04/10 Search

Total number of clients 
listed within this period 

Total Discharges Total number of 
discharges 
period, not related
unique clients

Total Unique 
clients 

Total 
Discharges 

Total number 
of clients listed 
within this 
period 

Total 
number of 
discharges 
in this 
period, not 
related to 
unique 
clients 

Totals for all 
Programs 

Totals for all 
Programs 

Blank for All or select one Program from within the 

SMIS Report Details 
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Search 

Total number of 
discharges in this 
period, not related to 
unique clients 
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Report Sample Screen: 
 

 

SMIS Report Details
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41.  Shelter Occupancy Report 
 
Report Category:  Shelter 
 
Access Via:  Program Navigator 
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 
defaulted to 90 days and can also be 
profile and report parameter information.
 
Note that all statistics are based upon the 4
(For example, Feb 4 business day stats 
formal bed checks have been completed and SMIS is updated accordingly)
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date (report to date, default 
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 
 
Summary Block 

Queue   (current queue size)
Occupancy    (occupancy @ 4am today)
Average Occupancy   (average daily occupancy over the reporting period)
Vacancy    (vacancy @ 4am today)
Average Vacancy  (average daily vacancy over the reporting period)
Actual Capacity   (current actual capacity)
Average Capacity    (average daily actual capacity over the reporting period)
Funding Capacity    (current funding capa
 
 
Detailed Table 

Program   (program name)
Date    (a date within the reporting date range)
Queue    (queue @ 4am next day)
Occupancy   (occupancy @ 4am next day)
Vacancy    (vacancy @ 4am next day)
Actual Capacity    (actual capacity of program @ 4am next day)
Funding Capacity   (funding capacity of program
 
 
Export Options:  Excel, PDF 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Occupancy Report  

Users 

This Shelter based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 
defaulted to 90 days and can also be globally adjusted.  The beginning of the report also displays Shelter 
profile and report parameter information. 

Note that all statistics are based upon the 4 a.m. official reporting time for the business day before.
(For example, Feb 4 business day stats are based upon the counts as of 4 a.m. on Feb 5, after the 2 
formal bed checks have been completed and SMIS is updated accordingly) 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(current queue size) 
(occupancy @ 4am today) 
(average daily occupancy over the reporting period) 
(vacancy @ 4am today) 
(average daily vacancy over the reporting period) 
(current actual capacity) 
(average daily actual capacity over the reporting period) 
(current funding capacity over the reporting period) 

(program name) 
(a date within the reporting date range) 
(queue @ 4am next day) 
(occupancy @ 4am next day) 
(vacancy @ 4am next day) 
(actual capacity of program @ 4am next day) 
(funding capacity of program) 

SMIS Report Details 
April 2014      

This Shelter based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 

globally adjusted.  The beginning of the report also displays Shelter 

official reporting time for the business day before. 
on Feb 5, after the 2 
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Report Header: 
 

 
 

Reporting Period: 2012/02/1 –

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Date From 2012/02/06 

 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Occupancy Report 

– 2012/04/10 From dates entered below 

facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
shelter

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

Date To 2012/04/10 Search
90 days

SMIS Report Details 
April 2014      

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds in the 
shelter 

Client group 

100 

Search can go back 
90 days 
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Report Sample Screen: 
 

SMIS Report Details
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42. Shelter Service Restriction Report
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator 
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 
the last 60 calendar days (as a default setting but
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the re
displays Shelter profile and report parameter information.
 
Report Parameters: 

Start Date From (the earliest date of the start date of the service restrictions to report, default is 
60 days before the current date)

Start Date To (the latest date
today) 

End Date From   (the earliest date of the end date of the service restrictions to report, default is 
60 days prior to today)

End Date To   (the latest date of the potential end 
default is today)

Status    (current status of the service restriction:  
completed, terminated early)
 

There are NO Maximum Reporting Date Rang
 
Report Detail (Fields): 
 

Program   (program name)
Client ID    (SMIS client identifier)
Client Name    (lastname, firstname of client)
Restriction Reason   (reason for the service restriction)
Date    (the start date of the service restriction)
Duration (DAYS)   (the original duration of the service restriction)
Status   (current status of the service restriction:  

early) 

 
 
Export Options:  Excel, PDF 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Service Restriction Report 

Users who can view or update Service Restrictions 

based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 
the last 60 calendar days (as a default setting but can be changed by the user).  The default restriction 
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the re

profile and report parameter information. 

(the earliest date of the start date of the service restrictions to report, default is 
60 days before the current date) 
(the latest date of the start date of the service restrictions to report, default is 

(the earliest date of the end date of the service restrictions to report, default is 
60 days prior to today) 
(the latest date of the potential end date of the service restrictions to report, 
default is today) 
(current status of the service restriction:  blank meaning all, in progress, 
completed, terminated early) 

Date Range restrictions for this report. 

(program name) 
(SMIS client identifier) 
(lastname, firstname of client) 
(reason for the service restriction) 
(the start date of the service restriction) 
(the original duration of the service restriction) 
(current status of the service restriction:  in progress, completed, terminated 

SMIS Report Details 
April 2014      

based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 

can be changed by the user).  The default restriction 
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the report also 

(the earliest date of the start date of the service restrictions to report, default is 

of the start date of the service restrictions to report, default is 

(the earliest date of the end date of the service restrictions to report, default is 

date of the service restrictions to report, 

in progress, 

in progress, completed, terminated 
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Report Header: 
 

Shelter 

This report indicates each service restriction recorded within the range identified.
 

 
Reporting Period: 2012/02/1 –

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Start Date From 2012/02/

To 2012/04/10

 Identifies 
range of 
service 
restriction 
start dates

 
Program: Blank for All or select one 

Program from within the Shelter
  
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

helter - Service Restriction Report 
 

This report indicates each service restriction recorded within the range identified. 

– 2012/04/10 From dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
shelter

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

2012/02/11 End Date From 2012/04/10 Status
2012/04/10 To 2012/04/10 Search

90 days

Identifies 
range of 

restriction 
start dates 

 Identifies range of 
service restriction 
end dates 

 

Blank for All or select one 
Program from within the Shelter 

Program 
Type: 

Blank for All or select Bed 
or Service Program Type

SMIS Report Details 
April 2014      

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds in the 
shelter 

Client group 

100 

Status 
Search can go back 
90 days 

Blank for All or select Bed 
or Service Program Type 
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Report Sample Screen: 
 

SMIS Report Details
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159    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

43.  Shelter PNA To Be Paid Report 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator - Financial
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows the current PNA liability of the 
clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts from 
the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are not 
included in this report since they are no longer eligible to be given out.   The beginning of the report also 
displays Shelter profile information. 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Summary Block 
 

Total Clients    (total number of clients owing 
Total Bed Nights  (total number of bed nights of PNA owing to all eligible clients that have not 

been collected within the last 37 days)
Total Balance    (the current total amount 
 
Detailed Table 
 

Program   
Client No.   
Last Name    
First Name    
Last Admission Date    
Bed Night    
Balance    
Discharged    

 
Export Options:  Excel, PDF 
 
Report Header: 
 
 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
shelter and therefore PNA is owed to them.  The clients on this 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter PNA To Be Paid Report  

Financial 

Users who has access to SMIS Financials 

This Shelter based report shows the current PNA liability of the Shelter.  It lists all the amount owing to 
clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts from 
the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are not 

in this report since they are no longer eligible to be given out.   The beginning of the report also 
 

(total number of clients owing PNA to) 
(total number of bed nights of PNA owing to all eligible clients that have not 
been collected within the last 37 days) 
(the current total amount – liability – of PNA owing) 

(program name) 
(SMIS client number) 
(lastname of client) 
(firstname of client) 
(the latest admission date of the client) 
(total number of bed night of PNA owing to the client)
(total $ amount of PNA owing to the client) 
(shows whether the client is discharged or not:  discharged, active

PNA To Be Paid Report 
 
 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
shelter and therefore PNA is owed to them.  The clients on this report may not currently be staying at the 

SMIS Report Details 
April 2014      

Shelter.  It lists all the amount owing to 
clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts from 
the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are not 

in this report since they are no longer eligible to be given out.   The beginning of the report also 

(total number of bed nights of PNA owing to all eligible clients that have not 

(total number of bed night of PNA owing to the client) 

discharged, active) 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
may not currently be staying at the 
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shelter, but they have PNA owed to them 

Reporting Period: 2012/04/10 

This is the facility information populated automatically
Name Shelter name 

program

Description Client group 

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
 
 
 
Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

shelter, but they have PNA owed to them from the period identified in the report 

 

Registers the date the report is run

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
shelter

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

SMIS Report Details 
April 2014      

Registers the date the report is run 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds in the 
shelter 

Client group 

100 
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SMIS Report Details
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44. Shelter Client Safekeeping Balances Report 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator - Financial
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows the current Client Safekeeping Funds (CSF) liability of the Program as of 
a specified date (defaulted to today but can be changed by the user).  It lists all the amount owing 
clients who have balances of $ safekeeping funds with the Shelter as of the specified date.  The 
beginning of the report also displays Shelter profile information.
 
Report Parameters: 

End Date (the reporting date at which the CSF liability is calculated
 
Report Detail (Fields): 
 
Summary Block 

Total Clients (total number of clients owing CSF to)
Balance (the current total amount 
 
 
Detailed Table 

Program   (program name)
Client No.   (SMIS client number)
Last Name    (lastname of client)
First Name    (firstname of client)
First Trans Date (date of the first transaction done for the client depending upon the 

specified End Date parameter)
Last Trans Date    (date of the latest transaction done for the client 

specified End Date parameter)
Balance    (total $ amount of CSF owing to the client
Currently Active    (shows whether the client is currently active in the program of not:  

 
Export Options:  Excel, PDF 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Client Safekeeping Balances Report  

Financial 

Users who has access to SMIS Financials 

This Shelter based report shows the current Client Safekeeping Funds (CSF) liability of the Program as of 
a specified date (defaulted to today but can be changed by the user).  It lists all the amount owing 
clients who have balances of $ safekeeping funds with the Shelter as of the specified date.  The 
beginning of the report also displays Shelter profile information. 

(the reporting date at which the CSF liability is calculated) 

(total number of clients owing CSF to) 
(the current total amount – liability – of CSF owing) 

(program name) 
(SMIS client number) 
(lastname of client) 
(firstname of client) 
(date of the first transaction done for the client depending upon the 
specified End Date parameter) 
(date of the latest transaction done for the client depending upon the 
specified End Date parameter) 
(total $ amount of CSF owing to the client) 
(shows whether the client is currently active in the program of not:  

SMIS Report Details 
April 2014      

This Shelter based report shows the current Client Safekeeping Funds (CSF) liability of the Program as of 
a specified date (defaulted to today but can be changed by the user).  It lists all the amount owing to 
clients who have balances of $ safekeeping funds with the Shelter as of the specified date.  The 

 

(date of the first transaction done for the client depending upon the 

depending upon the 

(shows whether the client is currently active in the program of not:  Yes, No) 
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Report Header: 
 

Client Safekeeping Balance Report

Reporting Period: 2012/04/10 

 
End Date 2012/04/10  search

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

No 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Client Safekeeping Balance Report 
 

Registers the date the report is run

2012/04/10  search Enter the date you are running the report, and this 
will include all client safekeeping balances held as of 
that date 

is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

 Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
shelter

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

SMIS Report Details 
April 2014      

Registers the date the report is run 

Enter the date you are running the report, and this 
will include all client safekeeping balances held as of 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds in the 
shelter 

Client group 

100 
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Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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45.  Shelter Exception Report 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator - Financial
 
User Access Group:  Supervisor & Manager Roles
 
Description: 
This Shelter based report shows all the financial related exceptions for the Shelter as of a specified date 
range.  The default range is of the last 60 days and can be globally changed.  There is no maximum size 
to the date range.  It lists all the transaction reversals, allowance override thru Give Allowance advance 
function, and Client Safekeeping Funds balances greater than a desig
set to $2000) as of the reporting End Date.  The beginning of the report also displays Shelter profile 
information. 
 
Report Parameters: 

Start Date (the reporting start date)
End Date   (the reporting to date)
 
Report Detail (Fields): 
 

Program   (program name)
Date    (date and time of the financial transaction)
ID   (transaction ID)
Type   (transaction type:   
Detail    (detail of the transaction incl. give allowance reasons for 

corresponding reversed transaction ID)
Amount    (the amount of the transaction)
User Name   (the user who created the transaction)
Client ID    (SMIS client ID)
Client Name    (lastname and firstname of client)
Note    (note created during
 
Export Options:  Excel, PDF 
  
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Exception Report  

Financial 

Supervisor & Manager Roles 

This Shelter based report shows all the financial related exceptions for the Shelter as of a specified date 
ge is of the last 60 days and can be globally changed.  There is no maximum size 

to the date range.  It lists all the transaction reversals, allowance override thru Give Allowance advance 
function, and Client Safekeeping Funds balances greater than a designated threshold amount (currently 
set to $2000) as of the reporting End Date.  The beginning of the report also displays Shelter profile 

(the reporting start date) 
(the reporting to date) 

(program name) 
(date and time of the financial transaction) 
(transaction ID) 
(transaction type:   Reverse, Allowance Override, CSF) 
(detail of the transaction incl. give allowance reasons for PNA or FA, 
corresponding reversed transaction ID) 
(the amount of the transaction) 
(the user who created the transaction) 
(SMIS client ID) 
(lastname and firstname of client) 
(note created during and regarding the transaction) 

SMIS Report Details 
April 2014      

This Shelter based report shows all the financial related exceptions for the Shelter as of a specified date 
ge is of the last 60 days and can be globally changed.  There is no maximum size 

to the date range.  It lists all the transaction reversals, allowance override thru Give Allowance advance 
nated threshold amount (currently 

set to $2000) as of the reporting End Date.  The beginning of the report also displays Shelter profile 

PNA or FA, 
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Report Header: 

  
Reporting Period: according to dates entered below
 
 
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

No

Status Active

Funding Capacity: Max. 
upon Shelter Operating 
Agreement

Minimum Age 0 

 
 
Start Date  
 
Date ID Type Detail

    
    
 
 
Print Options:  Report Print action button
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Exception Report 

Reporting Period: according to dates entered below 

Shelter name – Bedded 
program 

Facility 

Client group described Phone 

No Type 

Active Space Capacity 

Max. # of funded beds based 
upon Shelter Operating 
Agreement 

Male/Female 

 Maximum Age 

End Date  Search

Detail Amount User Name Client ID Client 
Name

    
    

Report Print action button 

SMIS Report Details 
April 2014      

Shelter Name 

Shelter phone 
number 

Type of 
program – 
bedded 

Total # of beds 
in the shelter 

Client group 

100 

Search 

Client 
Name 

Note 
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Report Sample Screen: 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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46.  Shelter Eligibility Report 
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator - Financial
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter based report shows the list of clients who has stayed at least 1 day in the last 14 
missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not for the missing eligibility.  The reason 14 days is used is because a 
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 
also displays Shelter profile information.
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 

Program   (program name)
Client Id    (SMIS client number)
Client Name    (lastname 
Admission Status    (the current admission status of the client)
Admission Date    (the latest admission date of the client)
Discharge Date   (the latest discharge date of the client)
Primary Worker Name (the name of the primar

screen)
 
Export Options:  Excel, PDF 
 
Report Header: 
 

This report indicates each service restriction recorded within the range identified.
 

 
Reporting Period: 2012/04/10 

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Shelter Eligibility Report  

Financial 

Users who has access to SMIS Financials 

This Shelter based report shows the list of clients who has stayed at least 1 day in the last 14 
missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not for the missing eligibility.  The reason 14 days is used is because a 

ility assessment record going back 14 days.  The beginning of the report 
profile information. 

(program name) 
(SMIS client number) 
(lastname and firstname of client) 
(the current admission status of the client) 
(the latest admission date of the client) 
(the latest discharge date of the client) 
(the name of the primary worker assigned to the client via the Admissions 
screen) 

Shelter Eligibility Report 
 

This report indicates each service restriction recorded within the range identified. 

Enters the date the report is run 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Shelter Name

Client group described Phone Shelter phone 
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 

SMIS Report Details 
April 2014      

This Shelter based report shows the list of clients who has stayed at least 1 day in the last 14 days, and is 
missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not for the missing eligibility.  The reason 14 days is used is because a 

ility assessment record going back 14 days.  The beginning of the report 

y worker assigned to the client via the Admissions 

Shelter Name 

Shelter phone 
number 

Type of program – 
bedded 

Total # of beds in the 
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Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Client I.D. Client Name

Unique client 
number 

 

 
 
Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

shelter

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

Client Name Admission 
Status 

Admission 
Date 

Discharge 
Date 

Identifies if the 
client is 
currently 
residing in the 
shelter or has 
been 
discharged 

Most recent 
admission date 

Most recent 
discharge date

SMIS Report Details 
April 2014      

shelter 

Client group 

100 

Discharge Primary 
Worker 
Name 

Most recent 
discharge date 

Case 
Worker 
assigned 
to each 
client 
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47. Facility Client Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator 
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report show currently active or clients admitted 
occupancy and case note count information in a detailed tabular format.  The beginning of the report also 
displays Facility profile and report parameter information.
 
You can also filter this report for Clients who 
admission. 
 
 
Report Parameters: 

Type of Report (i.e.  
Primary Worker (staff selected in the Client Admission screen)
 
   
 
Report Detail (Fields): 

Program   (program name)
Client No.   (SMIS client ID)
Last Name    (client's lastname)
First Name     (client's firstname)
Admission Date (most recent client's admission date into this shelter program)
Room   (room ID)
Bed        (bed ID)
PNA Eligibility    (last PNA eligibility TO date)
Most Recent Case Note (creation date of most recent case note)
Incomplete Case Notes (count)
Primary Worker    (name of primary worker assigned to client in admission screen)
 
Export Options:  Excel, PDF 
 
You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

 

Users 

This Facility based report show currently active or clients admitted within the last 60 days basic, important 
occupancy and case note count information in a detailed tabular format.  The beginning of the report also 
displays Facility profile and report parameter information. 

You can also filter this report for Clients who are assigned to any particular facility program staff upon 

(i.e.  Active Clients, Clients within the past 60 days) 
(staff selected in the Client Admission screen) 

(program name) 
(SMIS client ID) 
(client's lastname) 
(client's firstname) 
(most recent client's admission date into this shelter program)
(room ID) 
(bed ID) 
(last PNA eligibility TO date) 
(creation date of most recent case note) 
(count) 
(name of primary worker assigned to client in admission screen)

You can download this report to an excel document and then sort according to any of the columns
You can download to a PDF for a printable version 

SMIS Report Details 
April 2014      

within the last 60 days basic, important 
occupancy and case note count information in a detailed tabular format.  The beginning of the report also 

are assigned to any particular facility program staff upon 

(most recent client's admission date into this shelter program) 

(name of primary worker assigned to client in admission screen) 

You can download this report to an excel document and then sort according to any of the columns 
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Report Header: 

Reporting Period: 2012/04/10 

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Type of Report Active Clients 

 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

 
Facility Active Clients (Bed) 

 

Will only be available for the day you are printing the report

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Facility

Client group described Phone Facility
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
shelter

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

Primary Worker Any You can run this report for 
specific staff members, or 
clients who have been 
discharged or remain active. 
Lists clients who are active 
at the time the report is run

SMIS Report Details 
April 2014      

for the day you are printing the report 

Facility Name 

Facility phone 
number 

Type of program – 
bedded 

Total # of beds in the 
shelter 

Client group 

100 

You can run this report for 
specific staff members, or 
clients who have been 
discharged or remain active. 
Lists clients who are active 
at the time the report is run 
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Report Sample Screen: 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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48. Facility Client Intake Report
 
Report Category:  Facility 
 
Access Via:  Facility Navigator 
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows all new intakes with their most relevant information, created during a 
specified date range. The default range is of the last 60 days and can be globally changed.  The 
maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
of the report also displays Facility profile and report parameter information.
set by the end user. 
 
Report Parameters: 

Intake Date From (report start date, default is 60 days from current date)
Intake Date To (report to date, default is today)
 
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 

Program   (program name)
Name   (client lastname, firstname)
DOB    (client's date of birth)
Client No.   (SMIS client number)
Intake Status    (current intake status: 
Lived last 12 Mnths (where client lived in the last 12 months:  

Reserve, Another Province, Outside Canada, Unorganized Territories, Other

Reason for Service   (reason the client request shelter service)
Intake Date   (date of intake)
Service End Date   (end date of service 
Rejection Date   (date intake was rejected)
Rejection Reason   (reason intake was rejected)
Relationship   (client's relationship to head of household: 
 
Export Options:  Excel, PDF 
 
Report Header: 

 
This report provides the number of new intake in a specified period

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated 
Name Shelter name 

program 

Description Client group described

SMIS Report Details
 

Shelter, Support & Housing Administration  
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Report 

Users 

This Facility based report shows all new intakes with their most relevant information, created during a 
default range is of the last 60 days and can be globally changed.  The 

maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
of the report also displays Facility profile and report parameter information.  The Reporting Period can be 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(program name) 
(client lastname, firstname) 
(client's date of birth) 
(SMIS client number) 
(current intake status: admitted, discharged, active, inactive)
(where client lived in the last 12 months:  Toronto, Elsewhere in Ontario, Indian 
Reserve, Another Province, Outside Canada, Unorganized Territories, Other

(reason the client request shelter service) 
(date of intake) 
(end date of service – for Service programs Only) 
(date intake was rejected) 
(reason intake was rejected) 
(client's relationship to head of household: Dependant, Spouse/Partner

 
Client Intake Report 

This report provides the number of new intake in a specified period 

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 

 
Facility Shelter Name

Client group described Phone Shelter phone number

SMIS Report Details 
April 2014      

This Facility based report shows all new intakes with their most relevant information, created during a 
default range is of the last 60 days and can be globally changed.  The 

maximum allowed date range is defaulted to 90 days and can also be globally adjusted.   The beginning 
Reporting Period can be 

) 
Toronto, Elsewhere in Ontario, Indian 

Reserve, Another Province, Outside Canada, Unorganized Territories, Other) 

Dependant, Spouse/Partner)  

Shelter Name 

Shelter phone number 
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Health Information 
Custodian 

Yes / No

Status Active 

Funding Capacity: Max. # of 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Intake Date From 2012/02/06 
 
Total clients Total number of clients 

intake within this period

 
 
 
Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

No Type Type of program 
bedded

Space Capacity Total # of beds in the 
facility

# of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search

number of clients 
within this period 

Total Intakes Total number of 
intakes in this period

SMIS Report Details 
April 2014      

Type of program – 
bedded 

Total # of beds in the 
facility 

Client group 

Search 

Total number of new 
intakes in this period 
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49. Facility Client Occupancy Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator 
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 
range is defaulted to 90 days and can also be globally adjusted.   The beginning of the report also 
displays Facility profile and report parameter information.
user. 
 
Report Parameters: 

Start Date (report start date, default is 
End Date (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 

Program   (program name)
Name    (client lastname, firstname)
DOB    (client's date of birth)
Client No.   (SMIS client number)
Room    (room number of the admission)
Bed    (bed number of the admission 
Occup. Status    (current occupancy status:  
Admission Date    (date the clien
Discharge Date    (date the client was discharged)
Discharge Reason   (reason the client was discharged)
Relationship    (client's relationship to head of household: 
Bed Nights    (total bed nights stayed 
 
Export Options:  Excel, PDF 
 
Report Header:  

Facility
 
This report provides the total number of

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Shelter name 

program 

Description Client group described

Health Information 
Custodian 

Yes / No

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Client Occupancy Report  

Users 

This Facility based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 

ed to 90 days and can also be globally adjusted.   The beginning of the report also 
displays Facility profile and report parameter information.  The Reporting Period can be set by the end 

(report start date, default is 60 days from current date) 
report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(program name) 
(client lastname, firstname) 
(client's date of birth) 
(SMIS client number) 
(room number of the admission) 
(bed number of the admission – applicable for non-family programs Only)
(current occupancy status:  admitted, discharged) 
(date the client was admitted) 
(date the client was discharged) 
(reason the client was discharged) 
(client's relationship to head of household: Dependant, Spouse/Partner

(total bed nights stayed during the reporting date range) 

 
Facility Navigator - Client Occupancy Report 

number of clients admitted in specified period (not unique)

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 

 
Facility Facility

Client group described Phone Facility

No Type Type of program 
bedded

SMIS Report Details 
April 2014      

This Facility based report shows all client admissions that has at least 1 stay day during a specified date 
range. The default range is of the last 60 days and can be globally changed.  The maximum allowed date 

ed to 90 days and can also be globally adjusted.   The beginning of the report also 
The Reporting Period can be set by the end 

family programs Only) 

Dependant, Spouse/Partner)  

clients admitted in specified period (not unique) 

Facility Name 

Facility phone number 

Type of program – 
bedded 
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Status Active 

Funding Capacity: Max. # of 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Intake Date From 2012/02/06 

 
Total clients Total number of clients 

stayed within this period

 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Space Capacity Total # of beds in the 
facility

# of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search
Back 90 Days

Total number of clients 
within this period 

Total Bed Nights Total occupancy for 
reporting period 
related to specific clients

SMIS Report Details 
April 2014      

Total # of beds in the 
facility 

Client group 

Search  Can go 
Back 90 Days 

occupancy for 
reporting period – not 
related to specific clients 
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Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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50.  Facility Client Discharge Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator 
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows all client discharges during a 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Facility profile and 
report parameter information.  The Reporting Period can be set by the end user.
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 

Program   (program name)
Name    (client lastname, firstname)
DOB    (client's date of birth)
Client No.   (SMIS client number)
Admission Date (date the client was admitted)
Discharge Date   (date the client was discharged)
Discharge Reason   (reason the client was discharged)
Discharge Disposition   (where the client was discharge to)
Relationship    (client's relationship to head of household: 
 
Export Options:  Excel, PDF 
 
 
Report Header: 
 

 
 
This report provides the number of discharges 

Reporting Period: 2012/02/06 – 2012/04/10  
 
This is the facility information populated automatically
Name Shelter name 

program 

Description Client group described

Health Information 
Custodian 

Yes / No

Status Active 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Client Discharge Report  

Users 

This Facility based report shows all client discharges during a specified date range. The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Facility profile and 

The Reporting Period can be set by the end user. 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(program name) 
(client lastname, firstname) 
(client's date of birth) 
(SMIS client number) 
(date the client was admitted) 
(date the client was discharged) 
(reason the client was discharged) 
(where the client was discharge to) 
(client's relationship to head of household: Dependant, Spouse/Partner

Client Discharge Report 

ovides the number of discharges in a specified period 

2012/04/10  lists dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 

 
Facility Facility

Client group described Phone Facility

No Type Type of program 
bedded

Space Capacity Total # of beds in the 
facility

SMIS Report Details 
April 2014      

specified date range. The default range is 
of the last 60 days and can be globally changed.  The maximum allowed date range is defaulted to 90 
days and can also be globally adjusted.   The beginning of the report also displays Facility profile and 

Dependant, Spouse/Partner)  

Facility Name 

Facility phone number 

Type of program – 
bedded 

Total # of beds in the 
facility 
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Funding Capacity: Max. # of 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Intake Date From 2012/02/06 
 
Total clients Total number of clients 

discharged
period 

 
 
 
Report Sample Screen: 
 

 
 

SMIS Report Details
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# of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100 

Intake Date To 2012/04/10 Search

Total number of clients 
discharged within this 

Total Discharges Total number of 
discharges 
period, not related to 
unique clients

SMIS Report Details 
April 2014      

Client group 

Search 

Total number of 
discharges in this 
period, not related to 
unique clients 
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51.  Facility Occupancy Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator 
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 
defaulted to 90 days and can also be globally adjus
profile and report parameter information.
 
Note that all statistics are based upon the 4
(For example, Feb 4 business day stats are based upo
formal bed checks have been completed and SMIS is updated accordingly)
 
Report Parameters: 

Start Date (report start date, default is 60 days from current date)
End Date (report to date, default is today)
Maximum Report Date Range is defaulted to 90 days
 
Report Detail (Fields): 
 
Summary Block 

Queue   (current queue size)
Occupancy    (occupancy @ 4 a.m. today)
Average Occupancy   (average daily occupancy over the reporting period)
Vacancy    (vacancy @ 
Average Vacancy  (average daily vacancy over the reporting period)
Actual Capacity   (current actual capacity)
Average Capacity (average daily actual capacity over the reporting period)
Funding Capacity    (current funding capacity over t
 
 
Detailed Table 

Program   (program name)
Date    (a date within the reporting date range)
Queue    (queue @ 4 a.m. next day)
Occupancy   (occupancy @ 4 a.m. next day)
Vacancy    (vacancy @ 4 a.m. next day)
Actual Capacity    (actual capacity of program @ 4 a.m. next day)
Funding Capacity (funding capacity of program)
 
 
Export Options:  Excel, PDF 
 
 

SMIS Report Details
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04-08)                        

Occupancy Report  

Users 

This Facility based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 
defaulted to 90 days and can also be globally adjusted.  The beginning of the report also displays Facility 
profile and report parameter information. 

Note that all statistics are based upon the 4 a.m. official reporting time for the business day before.
(For example, Feb 4 business day stats are based upon the counts as of 4 a.m. on Feb 5, after the 2 
formal bed checks have been completed and SMIS is updated accordingly) 

(report start date, default is 60 days from current date) 
(report to date, default is today) 

Maximum Report Date Range is defaulted to 90 days 

(current queue size) 
(occupancy @ 4 a.m. today) 
(average daily occupancy over the reporting period) 
(vacancy @ 4 a.m. today) 
(average daily vacancy over the reporting period) 
(current actual capacity) 
(average daily actual capacity over the reporting period) 
(current funding capacity over the reporting period) 

(program name) 
(a date within the reporting date range) 
(queue @ 4 a.m. next day) 
(occupancy @ 4 a.m. next day) 
(vacancy @ 4 a.m. next day) 
(actual capacity of program @ 4 a.m. next day) 
(funding capacity of program) 

SMIS Report Details 
April 2014      

This Facility based report shows daily aggregate statistics occupancies for a specified date range. The 
default range is of the last 60 days and can be globally changed.  The maximum allowed date range is 

ted.  The beginning of the report also displays Facility 

official reporting time for the business day before. 
on Feb 5, after the 2 
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Report Header: 
 

 
 
Reporting Period: 2012/02/1 – 2012/04/10

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Date From 2012/02/06 

 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Occupancy Report 

2012/04/10 From dates entered below 

facility information populated automatically 
Shelter name – Bedded 
program 

Facility Facility

Client group described Phone Facility
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
facility

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

Date To 2012/04/10 Search
90 days

SMIS Report Details 
April 2014      

Facility Name 

Facility phone 
number 

Type of program – 
bedded 

Total # of beds in the 
facility 

Client group 

100 

Search can go back 
90 days 
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Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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52.  Facility Service Restriction Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator 
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 
the last 60 calendar days (as a default setting but can be chang
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the report also 
displays Facility profile and report parameter information.
 
Report Parameters: 

Start Date From (the earliest date of the start date of the service restrictions to report, default is 60 
days before the current date)

Start Date To (the latest date of the star
today) 

End Date From   (the earliest date of the end date of the service restrictions to report, default is 60 
days prior to today)

End Date To   (the latest date of the potential end date of the 
default is today)

Status    (current status of the service restriction:  
completed, terminated early)

There are NO Maximum Reporting Date Rang
 
  
 
  
 
  
 
  

 
 
  
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Service Restriction Report  

Users who can view or update Service Restrictions 

shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 
the last 60 calendar days (as a default setting but can be changed by the user).  The default restriction 
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the report also 

plays Facility profile and report parameter information. 

(the earliest date of the start date of the service restrictions to report, default is 60 
days before the current date) 
(the latest date of the start date of the service restrictions to report, default is 

(the earliest date of the end date of the service restrictions to report, default is 60 
days prior to today) 
(the latest date of the potential end date of the service restrictions to report, 
default is today) 
(current status of the service restriction:  blank meaning all, in progress, 
completed, terminated early) 

Date Range limits in this report. 

SMIS Report Details 
April 2014      

shows all service restrictions active at any time within a specified date range 
based upon the restriction's start and potential end date.  The default restriction start dates has a range of 

ed by the user).  The default restriction 
end dates has a range of the last 60 calendar days also (as a default setting but can also be changed by 
the user).  There is no maximum reporting date ranges size setting here. The beginning of the report also 

(the earliest date of the start date of the service restrictions to report, default is 60 

t date of the service restrictions to report, default is 

(the earliest date of the end date of the service restrictions to report, default is 60 

service restrictions to report, 

in progress, 
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Report Detail (Fields): 
 

Program   (program name)
Client ID    (SMIS client identifier)
Client Name    (lastname, firstname of client)
Restriction Reason   (reason for the service restriction)
Date    (the start date of the service restriction)
Duration (DAYS)   (the original duration of the service restriction)
Status   (current status of the service restriction:  
 
 
Export Options:  Excel, PDF 
 
Report Header: 
 

Facility

This report indicates each service restriction recorded within the range identified.
 

 
Reporting Period: 2012/02/1 – 2012/04/10

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
Start Date From 2012/02/

To 2012/04/10

 Identifies 
range of 
service 
restriction 
start dates

 
 
 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

(program name) 
(SMIS client identifier) 
(lastname, firstname of client) 
(reason for the service restriction) 
(the start date of the service restriction) 
(the original duration of the service restriction) 
(current status of the service restriction:  in progress, completed, terminated early)

Facility - Service Restriction Report 
 

This report indicates each service restriction recorded within the range identified. 

2012/04/10 From dates entered below 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Facility

Client group described Phone Facility
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
facility

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

2012/02/11 End Date From 2012/04/10 Status
2012/04/10 To 2012/04/10 Search

90 days

Identifies 
range of 

restriction 
start dates 

 Identifies range of 
service restriction 
end dates 

 

SMIS Report Details 
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in progress, completed, terminated early) 

Facility Name 

Facility phone 
number 

Type of program – 
bedded 

Total # of beds in the 
facility 

Client group 

100 

Status 
Search can go back 
90 days 
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Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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53.  Facility PNA To Be Paid Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator - Financial
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows the current PNA liability of the Facility.  It lists all the amount owing to 
clients who have been deemed PNA eligible by staff and have not collected the listed PNA am
the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are not 
included in this report since they are no longer eligible to be given out.   The beginning of the report also 
displays Facility profile information. 
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 
Summary Block 

Total Clients 

Total Bed Nights  

Total Balance    

 
Detailed Table 

Program   
Client No.   
Last Name    
First Name    
Last Admission Date    
Bed Night     
Balance    
Discharged    
 
Export Options:  Excel, PDF 
 
Report Header: 
 
 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
shelter and therefore PNA is owed to them.  The clients on this may not 
but they have PNA owed to them from the period identified in the report

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Be Paid Report  

Financial 

Users who has access to SMIS Financials 

This Facility based report shows the current PNA liability of the Facility.  It lists all the amount owing to 
clients who have been deemed PNA eligible by staff and have not collected the listed PNA am
the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are not 
included in this report since they are no longer eligible to be given out.   The beginning of the report also 

 

(total number of clients owing PNA to) 
(total number of bed nights of PNA owing to all eligible clients that 
have not been collected within the last 37 days) 
(the current total amount – liability – of PNA owing) 

(program name) 
(SMIS client number) 
(lastname of client) 
(firstname of client) 
(the latest admission date of the client) 
(total number of bed night of PNA owing to the client)
(total $ amount of PNA owing to the client) 
(shows whether the client is discharged or not:  discharged, active

Facility PNA To Be Paid Report 
 
 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
shelter and therefore PNA is owed to them.  The clients on this may not currently be staying at the shelter, 
but they have PNA owed to them from the period identified in the report 

 

SMIS Report Details 
April 2014      

This Facility based report shows the current PNA liability of the Facility.  It lists all the amount owing to 
clients who have been deemed PNA eligible by staff and have not collected the listed PNA amounts from 
the last 37 calendar days prior to today.  Note that any PNA amounts owing older than 37 days are not 
included in this report since they are no longer eligible to be given out.   The beginning of the report also 

(total number of bed nights of PNA owing to all eligible clients that 

 

(total number of bed night of PNA owing to the client) 

discharged, active) 

This report provides the list of all clients whose eligibility has been checked, and they have stayed at the 
currently be staying at the shelter, 
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Reporting Period: 2012/04/10 

This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
 
 
Report Sample Screen: 
 

 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Registers the date the report is run

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Facility

Client group described Phone Facility
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
facility

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

 

SMIS Report Details 
April 2014      

Registers the date the report is run 

Facility Name 

Facility phone 
number 

Type of program – 
bedded 

Total # of beds in the 
facility 

Client group 

100 
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54.  Facility Client Safekeeping Balances Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator - Financial
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows the current Client Safekeeping Funds (CSF) liability of the Facility as of a 
specified date (defaulted to today but can be changed by the user).  It lists all the amount owing to clients 
who have balances of $ safekeeping funds with the Shelter as of the specified date.  The beginning of the 
report also displays Facility profile information.
 
Report Parameters: 

End Date   (the reporting date at which the CSF liability is calculated)
 
  
Report Detail (Fields): 
 
Summary Block 

Total Clients    (total number of clients owing CSF to)
Total Balance    (the current total amount 
 
Detailed Table 

Program   
Client No.   
Last Name    
First Name    
First Trans Date 

Last Trans Date    

Balance    
Currently Active    

 
Export Options:  Excel, PDF 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Client Safekeeping Balances Report  

Financial 

Users who has access to SMIS Financials 

This Facility based report shows the current Client Safekeeping Funds (CSF) liability of the Facility as of a 
but can be changed by the user).  It lists all the amount owing to clients 

who have balances of $ safekeeping funds with the Shelter as of the specified date.  The beginning of the 
report also displays Facility profile information. 

(the reporting date at which the CSF liability is calculated)

(total number of clients owing CSF to) 
(the current total amount – liability – of CSF owing) 

(program name) 
(SMIS client number) 
(lastname of client) 
(firstname of client) 
(date of the first transaction done for the client depending upon the 
specified End Date parameter) 
(date of the latest transaction done for the client depending upon the 
specified End Date parameter) 
(total $ amount of CSF owing to the client) 
(shows whether the client is currently active in the program of not:  
Yes, No) 

SMIS Report Details 
April 2014      

This Facility based report shows the current Client Safekeeping Funds (CSF) liability of the Facility as of a 
but can be changed by the user).  It lists all the amount owing to clients 

who have balances of $ safekeeping funds with the Shelter as of the specified date.  The beginning of the 

(the reporting date at which the CSF liability is calculated) 

(date of the first transaction done for the client depending upon the 

(date of the latest transaction done for the client depending upon the 

(shows whether the client is currently active in the program of not:  
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Report Header: 
 

Facility

Reporting Period: 2012/04/10 

 
End Date 2012/04/10  search

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
 
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Client Safekeeping Balances 
Report 

Registers the date the report is run

2012/04/10  search Enter the date you are running the report, and this 
will include all client safekeeping balances held as of 
that date 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Facility

Client group described Phone Facility
number

Yes / No Type Type of program 
bedded

Active Space Capacity Total # of beds in the 
facility

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

SMIS Report Details 
April 2014      

Registers the date the report is run 

Enter the date you are running the report, and this 
will include all client safekeeping balances held as of 

Facility Name 

Facility phone 
number 

Type of program – 
bedded 

Total # of beds in the 
facility 

Client group 

100 
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Report Sample Screen: 
 

 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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55.  Facility Exception Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator - Financial
 
User Access Group:  Supervisor & Manager Roles
 
Description: 
This Facility based report shows all the financial related exceptions for the Facility as of a specified date 
range.  The default range is of the last 60 days and can be globally changed.  There 
to the date range.  It lists all the transaction reversals, allowance override thru Give Allowance advance 
function, and Client Safekeeping Funds balances greater than a designated threshold amount (currently 
set to $2000) as of the reporting End Date.  The beginning of the report also displays Facility profile 
information. 
 
Report Parameters: 

Start Date   (the reporting start date)
End Date   (the reporting to date)
 
Report Detail (Fields): 
 

Program   (program name)
Date    (date and 
ID   (transaction ID)
Type   (transaction type:   
Detail    (detail of the transaction incl. give allowance reasons for PNA or FA, 

corresponding reversed transaction ID)
Amount    (the amount of the transaction)
User Name   (the user who created the transaction)
Client ID    (SMIS client ID)
Client Name    (lastname and firstname of client)
Note    (note created during and regarding the transaction)
  
Export Options:  Excel, PDF 
 
 
Report Header: 

  
Reporting Period: according to dates entered below
 
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Exception Report  

Financial 

Supervisor & Manager Roles 

This Facility based report shows all the financial related exceptions for the Facility as of a specified date 
range.  The default range is of the last 60 days and can be globally changed.  There is no maximum size 
to the date range.  It lists all the transaction reversals, allowance override thru Give Allowance advance 
function, and Client Safekeeping Funds balances greater than a designated threshold amount (currently 

rting End Date.  The beginning of the report also displays Facility profile 

(the reporting start date) 
(the reporting to date) 

(program name) 
(date and time of the financial transaction) 
(transaction ID) 
(transaction type:   Reverse, Allowance Override, CSF) 
(detail of the transaction incl. give allowance reasons for PNA or FA, 
corresponding reversed transaction ID) 
(the amount of the transaction) 
(the user who created the transaction) 
(SMIS client ID) 
(lastname and firstname of client) 
(note created during and regarding the transaction) 

Exception Report 

Reporting Period: according to dates entered below 

Shelter name – Bedded 
program 

Facility 

Client group described Phone 

Yes / No Type 

SMIS Report Details 
April 2014      

This Facility based report shows all the financial related exceptions for the Facility as of a specified date 
is no maximum size 

to the date range.  It lists all the transaction reversals, allowance override thru Give Allowance advance 
function, and Client Safekeeping Funds balances greater than a designated threshold amount (currently 

rting End Date.  The beginning of the report also displays Facility profile 

(detail of the transaction incl. give allowance reasons for PNA or FA, 

Facility Name 

Facility phone 
number 

Type of 
program – 
bedded 
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Status Active

Funding Capacity: Max. 
upon Shelter Operating 
Agreement

Minimum Age 0 

 
 
Start Date  
 
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Active Space Capacity 

Max. # of funded beds based 
upon Shelter Operating 
Agreement 

Male/Female 

 Maximum Age 

End Date  Search

SMIS Report Details 
April 2014      

Total # of beds 
in the facility 

Client group 

100 

Search 
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Report Sample Screen: 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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56.  Facility Eligibility Report 
 
Report Category:  Facility 
 
Access Via:  Facility Navigator - Financial
 
User Access Group:  All Facility Users
 
Description: 
This Facility based report shows the list of clients who has stayed at least 1 day in the last 14 days, and is 
missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not fo
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 
also displays Facility profile information.
 
Report Parameters: 
 
None 
 
Report Detail (Fields): 
 

Program (program name)
Client Id    (SMIS client number)
Client Name   (lastname and firstname of client)
Admission Status    (the current admission status of the client)
Admission Date    (the latest admission date of the client)
Discharge Date   (the latest discharge date of the client)
Primary Worker Name  (the name of the primary worker assigned to the client via the Admissions 

screen) 
 
 
Export Options:  Excel, PDF 
 
Report Header: 
 

This report indicates each service restriction recorded within the range identified.
 

 
Reporting Period: 2012/04/10 

 
This is the facility information populated automatically
Name Shelter name 

program

Description Client group described

Health Information 
Custodian 

Yes / 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Facility Eligibility Report  

Financial 

Users who has access to SMIS Financials 

This Facility based report shows the list of clients who has stayed at least 1 day in the last 14 days, and is 
missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 
client will be eligible for PNA or not for the missing eligibility.  The reason 14 days is used is because a 
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 

profile information. 

(program name) 
(SMIS client number) 
(lastname and firstname of client) 
(the current admission status of the client) 
(the latest admission date of the client) 
(the latest discharge date of the client) 
(the name of the primary worker assigned to the client via the Admissions 

 

Eligibility Report 
 

each service restriction recorded within the range identified. 

Enters the date the report is run 

This is the facility information populated automatically 
Shelter name – Bedded 
program 

Facility Facility

Client group described Phone Facility
number

Yes / No Type Type of program 
bedded

SMIS Report Details 
April 2014      

This Facility based report shows the list of clients who has stayed at least 1 day in the last 14 days, and is 
missing an eligibility assessment record that covers that day(s).  This means SMIS does not know if the 

r the missing eligibility.  The reason 14 days is used is because a 
user can only create an eligibility assessment record going back 14 days.  The beginning of the report 

(the name of the primary worker assigned to the client via the Admissions 

Facility Name 

Facility phone 
number 

Type of program – 
bedded 
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Status Active

Funding Capacity: Max. 
based upon Shelter 
Operating Agreement

Minimum Age 0 

 
 
 
Report Sample Screen: 
 

 
 
 

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

Active Space Capacity Total # of beds in the 
Facility

Max. # of funded beds 
based upon Shelter 
Operating Agreement 

Male/Female Client group

Maximum Age 100

SMIS Report Details 
April 2014      

Total # of beds in the 
Facility 

Client group 

100 
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57.  Shelter Financial Report
 
A NEW Shelter financial Report has been added to the Shelter Navigator.  This Screen displays 
financial transaction summary and details for the Shelter based upon a user specified date range (default 
can be set system-wide).  Summary and details can be shown for various disbursement types by Date, 
Client, Program or transaction Detail, as well 
can also be exported to Microsoft Excel or PDF formats.  See figures of the main report and sub
screen below for more details.  Financial
functions will be able to run this report.
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator - Financial
 
User Access Group:  All Shelter Users
 
Description: 
This Shelter financial Report has been added to the Shelter Navigator.  This Screen displays all financial 
transaction summary and details for the Shelter based upon a user specified date range (default can be 
set system-wide).  Summary and details can be shown f
Program or transaction Detail, as well as breakdown by users aga
the report also displays Shelter profile information.
 
Report Parameters: 

Start Date   (the reporting 
End Date   (the reporting to date)
 
Report Detail (Fields): 
 
Disbursement Type Summary Block

Disb. Type  (disbursement type:  
Allowance

Amount (subtotal for each disbursement type for the 

View By    (user specified further financial details to display:  
Date  day-by-day breakdown of the disbursement type financial details,

Client client-by

Detail  most detailed breakdown of 
details,  

Total >Detail give detailed breakdown by complete transactions including all disbursement 
types 

 
[ Note that for each Disbursement Type, a user can further select a 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 
complete transactions (where each transaction displayed then may contain multiple disbursement types)
User can also select to view transactions by disbursement type, date or all details done by each user 
separately.]  
 
Cash vs. Cheque Summary Block

SMIS Report Details
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04-08)                        

57.  Shelter Financial Report 

A NEW Shelter financial Report has been added to the Shelter Navigator.  This Screen displays 
financial transaction summary and details for the Shelter based upon a user specified date range (default 

wide).  Summary and details can be shown for various disbursement types by Date, 
Client, Program or transaction Detail, as well as breakdown by users against various clients.  This Report 
can also be exported to Microsoft Excel or PDF formats.  See figures of the main report and sub

Financial staff  Roles who performs Transactions or Advanced Financial 
will be able to run this report. 

Financial 

Users who has access to SMIS Financials 

elter financial Report has been added to the Shelter Navigator.  This Screen displays all financial 
transaction summary and details for the Shelter based upon a user specified date range (default can be 

wide).  Summary and details can be shown for various disbursement types by Date, Client, 
Program or transaction Detail, as well as breakdown by users against various clients.  The beginning of 
the report also displays Shelter profile information. 

(the reporting start date) 
(the reporting to date) 

Disbursement Type Summary Block 

(disbursement type:  Client Safekeeping, Food Allowance, Personal Needs 
Allowance) 
(subtotal for each disbursement type for the specified date range)

(user specified further financial details to display:   
day breakdown of the disbursement type financial details,

by-client breakdown of the disbursement type financial details,

most detailed breakdown of the disbursement type financial sub
 

give detailed breakdown by complete transactions including all disbursement 

[ Note that for each Disbursement Type, a user can further select a View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 
complete transactions (where each transaction displayed then may contain multiple disbursement types)
User can also select to view transactions by disbursement type, date or all details done by each user 

Cash vs. Cheque Summary Block 

SMIS Report Details 
April 2014      

A NEW Shelter financial Report has been added to the Shelter Navigator.  This Screen displays all 
financial transaction summary and details for the Shelter based upon a user specified date range (default 

wide).  Summary and details can be shown for various disbursement types by Date, 
t various clients.  This Report 

can also be exported to Microsoft Excel or PDF formats.  See figures of the main report and sub-reports 
who performs Transactions or Advanced Financial 

elter financial Report has been added to the Shelter Navigator.  This Screen displays all financial 
transaction summary and details for the Shelter based upon a user specified date range (default can be 

or various disbursement types by Date, Client, 
t various clients.  The beginning of 

Safekeeping, Food Allowance, Personal Needs 

specified date range) 

day breakdown of the disbursement type financial details, 

client breakdown of the disbursement type financial details, 

the disbursement type financial sub-transaction 

give detailed breakdown by complete transactions including all disbursement 

View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 
complete transactions (where each transaction displayed then may contain multiple disbursement types) 
User can also select to view transactions by disbursement type, date or all details done by each user 
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CASH      (all cash related transaction subtotals)
CHEQUES     (all issued cheque related transaction subtot
Normal      (all non-reversal type transactions involving money)
Reversal      (all reversal type transactions involving money)
In (On Hand)     (all incoming moneys to the 
In (Withheld) (all withheld moneys from clients to the 
Out (On Hand) (all outflow of moneys from the 
 
Detailed Table 

Date      (Date of transaction)
Disb. Type      (disbursement type:  

Allowance) 
CSF Type     (client safekeeping fund type:  
Amount        (the $ amount of the (sub
User Name    (name of the user who processed the transaction)
Trans. Type (transaction type:   
Paid By      (payment vehicle:   

transaction) 
ID      (transaction ID)
Client ID      (SMIS Client ID)
Client Name      (Client last name, then first name)
 
Export Options:  Excel, PDF 
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(all cash related transaction subtotals) 
(all issued cheque related transaction subtotals) 

reversal type transactions involving money) 
(all reversal type transactions involving money) 
(all incoming moneys to the Shelter) 
(all withheld moneys from clients to the Shelter)  
(all outflow of moneys from the Shelter) 

(Date of transaction) 
(disbursement type:  Client Safekeeping, Food Allowance, Personal Needs 

(client safekeeping fund type:  Deposit [Cash], Withdraw, Deposit [Cheque])

(the $ amount of the (sub-)transaction) 
(name of the user who processed the transaction) 
(transaction type:   Regular, Allowance Override, Not To Be Paid, Reverse

(payment vehicle:   CASH, CHEQUE [cheque #], blank if not money related 

(transaction ID) 
(SMIS Client ID) 
(Client last name, then first name) 
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Safekeeping, Food Allowance, Personal Needs 

Deposit [Cash], Withdraw, Deposit [Cheque]) 

Regular, Allowance Override, Not To Be Paid, Reverse) 
CASH, CHEQUE [cheque #], blank if not money related 



 

 

 

 

 

198    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Below is the main Shelter Financial Report screen:
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Below is the main Shelter Financial Report screen: 
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Below is the PNA by Date sub-report screen:
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report screen: 
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Below is the PNA by Client detailed sub
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Below is the PNA by Client detailed sub-report screen: 
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Below is the PNA by Programs within the Shelter detailed sub
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Below is the PNA by Programs within the Shelter detailed sub-report screen: 
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Below is the PNA by Transaction Details sub
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Below is the PNA by Transaction Details sub-report screen: 
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Below is the User vs. Disbursement Type Details sub
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Disbursement Type Details sub-report screen: 
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Below is the User Transaction Details by Date sub
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Below is the User Transaction Details by Date sub-report screen: 
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Below is the User Transaction Details sub
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Details sub-report screen: 
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April 2014      
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58.  Facility Financial Report
 
A NEW Facility financial Report has been added to the Facility Navigator.  This Screen displays all 
financial transaction summary and details for the Shelter based upon a user specified
can be set system-wide).  Summary and details can be shown for various disbursement types by Date, 
Client, Program or transaction Detail, as
can also be exported to Microsoft Excel or PDF formats.  See figures of the main report and sub
screen below for more details.  Financial
functions will be able to run this report.
 
Report Category:  Shelter 
 
Access Via:  Shelter Navigator - Financial
 
User Access Group:  All Shelter Users
 
Description: 
The Facility financial Report has been added to the 
transaction summary and details for the 
set system-wide).  Summary and details can be shown for various disbursement types by Date, Client, 
Program or transaction Detail, as well as breakdown by users 
the report also displays Facility profile information.
 
Report Parameters: 

Start Date   (the reporting start date)
End Date   (the reporting to date)
 
   
Report Detail (Fields): 
 
Disbursement Type Summary Block

Disb. Type  (disbursement type:  
Allowance

Amount (subtotal for each disbursement type for the specified date range)

View By    (user specified further financial details to display:  
Date  day-by-day 

Client client-by

Detail  most detailed breakdown of 
details,  

Total >Detail give detailed 
types 

 
[ Note that for each Disbursement Type, a user can further select a View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can 
complete transactions (where each transaction displayed then may contain multiple disbursement types)
User can also select to view transactions by disbursement type, date or all details done by each user 
separately.]  
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58.  Facility Financial Report 

A NEW Facility financial Report has been added to the Facility Navigator.  This Screen displays all 
financial transaction summary and details for the Shelter based upon a user specified date range (default 

wide).  Summary and details can be shown for various disbursement types by Date, 
Client, Program or transaction Detail, as well as breakdown by users against various clients.  This Report 

soft Excel or PDF formats.  See figures of the main report and sub
Financial staff  Roles who performs Transactions or Advanced Financial 

will be able to run this report. 

Financial 

Users who has access to SMIS Financials 

financial Report has been added to the Facility Navigator.  This Screen displays all financial 
y and details for the Facility based upon a user specified date range (default can be 

wide).  Summary and details can be shown for various disbursement types by Date, Client, 
Program or transaction Detail, as well as breakdown by users against various clients.  The beginning of 

profile information. 

(the reporting start date) 
(the reporting to date) 

Disbursement Type Summary Block 

(disbursement type:  Client Safekeeping, Food Allowance, Personal Needs 
Allowance) 
(subtotal for each disbursement type for the specified date range)

(user specified further financial details to display:   
day breakdown of the disbursement type financial details,

by-client breakdown of the disbursement type financial details,

most detailed breakdown of the disbursement type financial sub
 

give detailed breakdown by complete transactions including all disbursement 

[ Note that for each Disbursement Type, a user can further select a View By Date, Client or Detail 
breakdown of the transactions. And for Total of all Disbursement Types, a user can select Detail view of 
complete transactions (where each transaction displayed then may contain multiple disbursement types)
User can also select to view transactions by disbursement type, date or all details done by each user 

SMIS Report Details 
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A NEW Facility financial Report has been added to the Facility Navigator.  This Screen displays all 
date range (default 

wide).  Summary and details can be shown for various disbursement types by Date, 
t various clients.  This Report 

soft Excel or PDF formats.  See figures of the main report and sub-reports 
who performs Transactions or Advanced Financial 

Navigator.  This Screen displays all financial 
based upon a user specified date range (default can be 

wide).  Summary and details can be shown for various disbursement types by Date, Client, 
arious clients.  The beginning of 

Safekeeping, Food Allowance, Personal Needs 

(subtotal for each disbursement type for the specified date range) 

breakdown of the disbursement type financial details, 

client breakdown of the disbursement type financial details, 

the disbursement type financial sub-transaction 

breakdown by complete transactions including all disbursement 

[ Note that for each Disbursement Type, a user can further select a View By Date, Client or Detail 
select Detail view of 

complete transactions (where each transaction displayed then may contain multiple disbursement types) 
User can also select to view transactions by disbursement type, date or all details done by each user 
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Cash vs. Cheque Summary Block

CASH      (all cash related transaction subtotals)
CHEQUES     (all issued cheque related transaction subtotals)
Normal      (all non-reversal type transactions involving money)
Reversal      (all reversal type transactions involving 
In (On Hand)     (all incoming moneys to the 
In (Withheld) (all withheld moneys from clients to the 
Out (On Hand) (all outflow of moneys from the 
 
Detailed Table 

Date      (Date of transaction)
Disb. Type      (disbursement type:  

Allowance) 
CSF Type     (client safekeeping fund type:  
Amount        (the $ amount of the (sub
User Name    (name of the user who processed the transaction)
Trans. Type (transaction type:   
Paid By      (payment vehicle:   

transaction) 
ID      (transaction ID)
Client ID      (SMIS Client ID)
Client Name      (Client last name, then first name)
 
Export Options:  Excel, PDF 
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Summary Block 

(all cash related transaction subtotals) 
(all issued cheque related transaction subtotals) 

reversal type transactions involving money) 
(all reversal type transactions involving money) 
(all incoming moneys to the Facility) 
(all withheld moneys from clients to the Facility)  
(all outflow of moneys from the Facility) 

(Date of transaction) 
(disbursement type:  Client Safekeeping, Food Allowance, Personal Needs 

(client safekeeping fund type:  Deposit [Cash], Withdraw, Deposit [Cheque])

(the $ amount of the (sub-)transaction) 
ser who processed the transaction) 

(transaction type:   Regular, Allowance Override, Not To Be Paid, Reverse

(payment vehicle:   CASH, CHEQUE [cheque #], blank if not money related 

(transaction ID) 
(SMIS Client ID) 
(Client last name, then first name) 
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Safekeeping, Food Allowance, Personal Needs 

Deposit [Cash], Withdraw, Deposit [Cheque]) 

Regular, Allowance Override, Not To Be Paid, Reverse) 
CASH, CHEQUE [cheque #], blank if not money related 
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Below is the main Facility Financial Report screen:
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Below is the main Facility Financial Report screen: 
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Below is the PNA by Date sub-report screen:
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report screen: 

SMIS Report Details 
April 2014      
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Below is the PNA by Client detailed sub
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by Client detailed sub-report screen: 
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April 2014      
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Below is the PNA by Programs within the 
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Below is the PNA by Programs within the Facility detailed sub-report screen: 
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Below is the PNA by Transaction Details sub
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Below is the PNA by Transaction Details sub-report screen: 

SMIS Report Details 
April 2014      
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Below is the User vs. Disbursement Type Details sub
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Disbursement Type Details sub-report screen: 

SMIS Report Details 
April 2014      
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Below is the User Transaction Details by Date sub
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Below is the User Transaction Details by Date sub-report screen: 
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Below is the User Transaction Details sub
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Below is the User Transaction Details sub-report screen: 

SMIS Report Details 
April 2014      
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59.  Head Office Dashboard Screen
 
Report Category:  Head Office 
 
Access Via:  Head Office Navigator
 
User Access Group:  Selected Head Office Users
 
Description: 
This System level based dashboard like screen shows 
and Sector, Bed Nights, Incidents, Service Restrictions, 
for the entire System (all Programs)
 
Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. thresh
each day, meaning a business day is considered to start at 4 a.m. of the day 
morning.  This allows for all shelter programs to do their mandatory two bed checks before 4 a.m. and 
update any occupancy changes timely into SMIS.
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program filter results by a particular Program in combination with the Shelter parameter 

above or by just this Program parameter criteria
Program Type filter by Bed programs or 
 
 
Report Detail (Fields):  See Report Layout below
 
Report Layout: 

This screen is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report provides real-time occupancy 
Only Head Office has the ability to view this dashboard screen according shelter, program and program 
type. 
 
Shelter: The arrow on the right will list all shelters in the system.  Leaving this section blank 

produces a system-wide report, 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

 
Occupancy 

Active intakes 
without admission 

This number represents all the 
active intakes t
been admitted to a shelter.

SMIS Report Details
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.  Head Office Dashboard Screen 

Navigator  

Selected Head Office Users 

This System level based dashboard like screen shows real-time Occupancy, Occupancy by Age, Gender 
Bed Nights, Incidents, Service Restrictions, Complaints and Case Notes aggregate statistics 

for the entire System (all Programs).  The user can also filter by Shelter, Program and/or Program Type.

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. thresh
each day, meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next 
morning.  This allows for all shelter programs to do their mandatory two bed checks before 4 a.m. and 
update any occupancy changes timely into SMIS. 

filter results by a particular Shelter 
filter results by a particular Program in combination with the Shelter parameter 
above or by just this Program parameter criteria 

programs or Service programs 

See Report Layout below 

 
 

Head Office Dashboard 
 

This screen is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
time occupancy information. 

Only Head Office has the ability to view this dashboard screen according shelter, program and program 

The arrow on the right will list all shelters in the system.  Leaving this section blank 
wide report, including data from all shelters 

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs 

↓ Program 
type: 

The arrow on the right allows you to 
list just bedded or service 
programs.  Leaving this area blank 
will include data from both.

This number represents all the 
active intakes that have not yet 
been admitted to a shelter.  All 

Vacancy This number represents 
funded capacity less the 
active admissions or 

SMIS Report Details 
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Occupancy by Age, Gender 
es aggregate statistics 

The user can also filter by Shelter, Program and/or Program Type.   

Note that all Occupancy stats, unless stated as “current” otherwise, are based upon the 4 a.m. threshold 
4 a.m. early next 

morning.  This allows for all shelter programs to do their mandatory two bed checks before 4 a.m. and 

filter results by a particular Program in combination with the Shelter parameter 

This screen is accessed through the left side Navigator, once you have selected the "Head Office" icon.  

Only Head Office has the ability to view this dashboard screen according shelter, program and program 

The arrow on the right will list all shelters in the system.  Leaving this section blank ↓ 

The arrow on the right allows you to 
list just bedded or service 
programs.  Leaving this area blank 
will include data from both. 

↓ 

This number represents 
funded capacity less the 
active admissions or 



 

 

 

 

 

217    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

intakes that have 
18 hours or m
admitted to any
at midnight each night.

Referrals from 
other shelters 

This number repres
people referred to various 
programs from 
programs. 

Queue This number includes
waiting to be admitted to a shelter 
or a service to be pro

Occupancy (active 
admissions) 

This number 
occupied beds

Occupancy rate 100% minus the Vacancy Rate

 
Occupancy by Age                                                       This section can only be viewed by Head Office

Under 18 Each category lists all active admissions 
within one age group per report

18 – 25  

26 - 49  
 
Occupancy                                                                    This section can only be viewed by Head Office

Male This section lists all active admissions for each gender

Female  
Transgender  
 
 
 
Occupancy by Sector                                                  This section can only be viewed by Head Office

Single Men This section records all active 
admissions in 

Single Women  

Family Only records # of families, not all 
family members

 
Bed Nights 

Yesterday Number of beds occupied 
as of 4:00 a.m. this morning 
represents the 
for yesterday

Current Month Includes the number of all 
occupied beds for the 

SMIS Report Details
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intakes that have been active for 
18 hours or more and are not 
admitted to any shelter will expire 
at midnight each night. 

occupancy of 
programs
negative.

This number represents those 
people referred to various 
programs from other shelters 

Vacancy rate Vacancy divided by 
funded capacity

This number includes  all people 
waiting to be admitted to a shelter 
or a service to be provided 

Current capacity The number represent
active beds available
This will not include any 
beds made unavailable, 
e.g. bed bugs, 
maintenance, etc.
This number will be less 
than or equal to 
capacity

This number represents currently 
occupied beds 

Funded capacity As per Operating 
Agreement

100% minus the Vacancy Rate   

Occupancy by Age                                                       This section can only be viewed by Head Office

Each category lists all active admissions 
within one age group per report 

50 - 64  

65 and 
Over 

 

  

Occupancy                                                                    This section can only be viewed by Head Office

section lists all active admissions for each gender 

Occupancy by Sector                                                  This section can only be viewed by Head Office

This section records all active 
admissions in each sector 

Co-ed  

Youth  
Only records # of families, not all 
family members 

  

Number of beds occupied 
as of 4:00 a.m. this morning 
represents the bed nights 
for yesterday 

Past 30 Days All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning)

Includes the number of all 
occupied beds for the 

Previous Month All occupied beds in the 
previous calendar 

SMIS Report Details 
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occupancy of all shelter 
programs and cannot be 
negative. 

Vacancy divided by 
funded capacity 

The number represents 
active beds available.  
This will not include any 
beds made unavailable, 
e.g. bed bugs, 
maintenance, etc. 
This number will be less 
than or equal to funded 
capacity 

As per Operating 
Agreements 

Occupancy by Age                                                       This section can only be viewed by Head Office 

Occupancy                                                                    This section can only be viewed by Head Office 

Occupancy by Sector                                                  This section can only be viewed by Head Office 

All occupied beds for 
the past 30 days up to 
yesterday (4:00 a.m. 
this morning) 

All occupied beds in the 
previous calendar 
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current month, up to 4:00 
a.m. this morning

 
Incidents 

New incidents past 30 
days 

These numbers include all information entered by 4:00 a.m. this morning

New incidents this 
calendar month 

 

Open incidents This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and 
sign off procedure.

 
Service Restrictions 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at
incidents.  All incidents recorded up to 4:00 a.m. this morning will be included.
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 
Services 

Original duration of 
restriction (in days) 

1-7 
 

New restrictions past 30 
days 

 

New restrictions this 
calendar month 

 

Currently active  
Terminated early past 
30 days 

 

Expired past 30 days  
 
Complaints (to Head Office only) 

New complaints past 30 days 

New complaints this calendar month

Open complaints (<30 days old) 

Open complaints (<30 – 60 days old)

Open complaints (>60 days old) 

 
 
Case Notes 

New Notes Past 30 Days 

New Notes This Calendar Month 

SMIS Report Details
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current month, up to 4:00 
a.m. this morning 

month

These numbers include all information entered by 4:00 a.m. this morning

This number represents all incidents that have not been concluded or closed.  
All incidents should be completed and closed through internal review and 
sign off procedure. 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
category.  The duration will be recorded as the original duration applied at the time of recording the 
incidents.  All incidents recorded up to 4:00 a.m. this morning will be included. 
You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

8-14 15-30 31-60 61-90 

    

    

    
    

    

 

This section lists new complaints entered in the last 30 
days.  It will not include all active complaints

New complaints this calendar month This section lists new complaints in the current calendar 
month 

This section lists any complaints that remain unsolved, but 
were originally opened less than 30 days ago

60 days old) This section lists any complaints that remain unsolved, and 
were originally opened between 30 and 60 days ago

This section lists any complaints that remain unsolved, and 
were originally opened between more than 60 days ago

This section lists all new case notes entered 
days.  It will not include notes that were added to existing 
notes 

 This section lists all new case notes entered in the current 
month.  It will not include notes that were added to existing 
notes 

SMIS Report Details 
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month 

These numbers include all information entered by 4:00 a.m. this morning 

This number represents all incidents that have not been concluded or closed.  
closed through internal review and 

This report does not provide aggregate numbers.  One restriction may be represented in more than one 
the time of recording the 

You must notify and discuss all lengthy service restrictions with your Agency Review Officer at Hostel 

91-180 180+ 

  

  

  
  

  

This section lists new complaints entered in the last 30 
days.  It will not include all active complaints 

This section lists new complaints in the current calendar 

This section lists any complaints that remain unsolved, but 
were originally opened less than 30 days ago 
This section lists any complaints that remain unsolved, and 

between 30 and 60 days ago 

This section lists any complaints that remain unsolved, and 
were originally opened between more than 60 days ago 

This section lists all new case notes entered in the last 30 
days.  It will not include notes that were added to existing 

This section lists all new case notes entered in the current 
month.  It will not include notes that were added to existing 
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Incomplete Notes (< 30 days old) 

Incomplete Notes (30 – 60 Days Old)

Incomplete Notes (>60 Days Old) 

 
 
 
Print Options:  Browser Print 
 
 
Report Sample Screen: 
 

SMIS Report Details
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 This section lists all notes, that have remained incomplete 
for 30 days or less, and therefore remain open

60 Days Old) This section lists all notes, that have remained incomplete 
for 30 – 60  days, and therefore remain open

 This section lists all notes, that have remained incomplete 
for 60 days or more, and therefore remain open

SMIS Report Details 
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This section lists all notes, that have remained incomplete 
for 30 days or less, and therefore remain open 
This section lists all notes, that have remained incomplete 

remain open 
This section lists all notes, that have remained incomplete 
for 60 days or more, and therefore remain open 
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60.  Head Office Occupancy 
 
Report Category:  Head office 
 
Access Via:  Head office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This System level based Occupancy screen shows statistics for new intakes, new admissions, 
discharges, accepted and rejected referrals to and 
bed nights for all shelter programs.  These stats can also be exported to Micros
 
On this Screen, for a family Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of the action.  The only exception is the 
Bed Nights row, for which each family member contributes to the count.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted only if the client stays
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program filter results by a particular Program in combination with the 

above or by just this Program parameter criteria
Age filter results by any 1 of the 5 distinct pre
Gender filter by any 1 of the 3 genders
Sector filter by any 1 of the standard 5 sectors
Note that results can be filtered by a combination of any of these 5 parameters
   
  
 . 
 
 
Report Detail (Fields): 
 
Intakes   
Admissions   
Discharges 
Accepted Referrals From Other Programs

Rejected Referrals From Other Programs

SMIS Report Details
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.  Head Office Occupancy Screen 

Navigator  

Supervisor & Manager roles 

based Occupancy screen shows statistics for new intakes, new admissions, 
discharges, accepted and rejected referrals to and from other Programs, any stays >= 1 da

.  These stats can also be exported to Microsoft Excel format.  

Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of the action.  The only exception is the 

each family member contributes to the count. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ease its count by 1 respectively, but NOT the Stays count since the client did not 

filter results by a particular Shelter 
filter results by a particular Program in combination with the Shelter parameter 
above or by just this Program parameter criteria 

filter results by any 1 of the 5 distinct pre-determined standard age groups
filter by any 1 of the 3 genders 
filter by any 1 of the standard 5 sectors 

results can be filtered by a combination of any of these 5 parameters. 

number of new intakes within the column date range)
(number of new admissions within the column date range)
(number of discharges within the column date range

eferrals From Other Programs (number of accepted referrals from other Programs within the 
column date range) 

Rejected Referrals From Other Programs (number of rejected referrals from other Programs within the 

SMIS Report Details 
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based Occupancy screen shows statistics for new intakes, new admissions, 
= 1 day and  total 

oft Excel format.   

Intake, Admission, Discharge, Referral and Stay is counted as 1 occurrence 
regardless of the number of family members present at the time of the action.  The only exception is the 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 

pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 

ease its count by 1 respectively, but NOT the Stays count since the client did not 

Shelter parameter 

determined standard age groups 

number of new intakes within the column date range) 
(number of new admissions within the column date range) 
(number of discharges within the column date range) 

from other Programs within the  

(number of rejected referrals from other Programs within the  
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Accepted Referrals To Other Programs    

Rejected Referrals To Other Programs    

Stays (>=1 day)     

Bed Nights 

 
Report Layout: 
 

 
This report is accessed through the left side Navigator, once you have 
This report is accessible to managers and supervisors and provides real
represent unique clients.  This information includes aggregate data
Only Head Office has the ability to create this report
 
Shelter: The arrow on the right will list all 

shelters in the system.  Leaving 
this section blank produces a 
system-wide report, including 
data from all shelters 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

  

  

This report lists data according to periods in the columns.  Data for the current day is not available for this 
report 
 
 
Occupancy 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

Intakes    

SMIS Report Details
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04-08)                        

column date range) 
Accepted Referrals To Other Programs     (number of accepted referrals to other Programs within the 

column date range) 
Rejected Referrals To Other Programs     (number of rejected referrals to other Programs within the 

column date range) 
(number of client stays >= 1 day within the column date 
range, note that this would include clients who were already 
staying in the Program at the beginning of the date
(number of total bed nights of all clients  within the column 
date range) 

Statistics – Head Office 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon
This report is accessible to managers and supervisors and provides real-time data that does not 

This information includes aggregate data 
Only Head Office has the ability to create this report 

will list all 
shelters in the system.  Leaving 
this section blank produces a 

wide report, including 

↓ Age The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs 

↓  Gender The arrow on the right allows 
creation of a report based on 
gender 

 Sector The arrow on the right allows 
creation of a report based on sector

 search reset 

This report lists data according to periods in the columns.  Data for the current day is not available for this 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr

      

SMIS Report Details 
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(number of accepted referrals to other Programs within the  

ejected referrals to other Programs within the  

(number of client stays >= 1 day within the column date 
, note that this would include clients who were already 

staying in the Program at the beginning of the date range)  
(number of total bed nights of all clients  within the column 

selected the "Head Office" icon.  
does not 

The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard 

↓ 

The arrow on the right allows 
creation of a report based on 

↓ 

The arrow on the right allows 
creation of a report based on sector 

↓ 

 
This report lists data according to periods in the columns.  Data for the current day is not available for this 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 

 Includes all 
new intakes 
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Admissions    

Discharges    

Accepted 
Referrals 
from Other 
Shelters 

   

Rejected 
Referrals 
from Other 
Shelters 

   

Accepted 
Referrals to 
Other 
Shelters 

   

Rejected 
Referrals to 
Other 
Shelters 
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completed 
regardless 
of 
admission 
– 
represents 
"requests 
for service" 

 Includes all 
new 
admissions 
to shelters,  

 Includes 
number of 
all 
completed 
discharges 

 Includes all 
referrals 
made to 
and 
accepted 
by other 
shelters.  
Includes 
referrals 
from CI and 
SHARC 

 Includes all 
referrals 
from other 
shelters 
(including 
CI or 
SHARC) 
that were 
not 
admitted 

 Includes all 
referrals to 
other 
shelters 
that were 
admitted 

 Includes all 
referrals to 
other 
shelters 
that were 
not 
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Stay (≥ 1 
Day) 

   

Bednights    

 

 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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Statistics – Head Office 

SMIS Report Details 
April 2014      

admitted 

 Includes 
the number 
of people or 
family 
heads that 
stayed in a 
shelter for 
one day or 
more in the 
identified 
period 

 Includes 
the total of 
all occupied 
beds in the 
given 
period 
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Report Sample Screen: 
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61.  Head Office Occupancy 
 
Report Category:  Head Office 
 
Access Via:  Head Office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This System level based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other 
stays >= 1 day and  total bed nights for any or selected (filtered) Sh
ranges.  For example, if a client has 2 "new" intakes during the column period, then it is counted as 1 
unique client intake only.  These stats can also be exported to Microsoft Excel format.  
families, every member of the family is counted as a unique individual and therefore contributes to the 
total count(s). 
 
On this Screen, for a family, each Intake, Admission, Discharge, Referral and Stay, each unique family 
member is counted individually when pr
part of two different family intakes, admission or other actions during 1 single reporting date range, then 
he/she is counted as 1 unique individual on this screen.
 
(Note that all Occupancy stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. a
update any occupancy changes timely into SMIS.
 
All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For exampl
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 
stay passed the 4 a.m. threshold. 
 
 
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program results by a particular Program in combination with the Shelter parameter 

above or filter by just this Program parameter criteria
Age filter results by any 1 of the 5 distinct 
Gender filter by any 1 of the 3 genders
Sector filter by any 1 of the standard 5 sectors
 
Note that results can be filtered by a combination of any of these 5 parameters.
 
 
Report Detail (Fields): 
 
Intakes   
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Occupancy – Unique Clients Screen 

Navigator  

Supervisor & Manager roles at Head Office only 

based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other 

y and  total bed nights for any or selected (filtered) Shelter or Program for the various date 
ranges.  For example, if a client has 2 "new" intakes during the column period, then it is counted as 1 
unique client intake only.  These stats can also be exported to Microsoft Excel format.  Note also that for 

es, every member of the family is counted as a unique individual and therefore contributes to the 

, each Intake, Admission, Discharge, Referral and Stay, each unique family 
member is counted individually when present at the time of the action.  However, if a family member is 

, admission or other actions during 1 single reporting date range, then 
he/she is counted as 1 unique individual on this screen. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.  
This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. a
update any occupancy changes timely into SMIS.) 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For exampl
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

filter results by a particular Shelter 
results by a particular Program in combination with the Shelter parameter 
above or filter by just this Program parameter criteria 

filter results by any 1 of the 5 distinct pre-determined standard age groups
filter by any 1 of the 3 genders 

filter by any 1 of the standard 5 sectors 

ote that results can be filtered by a combination of any of these 5 parameters. 

number of unique clients with new intakes within the column 
date range) 

SMIS Report Details 
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based Occupancy screen shows statistics for total number of unique clients with new 
intakes, new admissions, discharges, accepted and rejected referrals to and from other Shelters, any 

Program for the various date 
ranges.  For example, if a client has 2 "new" intakes during the column period, then it is counted as 1 

Note also that for 
es, every member of the family is counted as a unique individual and therefore contributes to the 

, each Intake, Admission, Discharge, Referral and Stay, each unique family 
esent at the time of the action.  However, if a family member is 

, admission or other actions during 1 single reporting date range, then 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.  

This allows for all shelter programs to do their mandatory two bed checks before 4.a.m. and 

All Stays are based upon the 4 a.m. threshold and are counted only if the client stays pass this time.  
However, Admissions stats does not require the client to stay pass the 4 a.m. threshold.  For example, if a 
client is admitted at 11 p.m. and is discharged few hours later at 1 a.m., the new Intake, Admission and 
Discharge stats will increase its count by 1 respectively, but NOT the Stays count since the client did not 

results by a particular Program in combination with the Shelter parameter 

determined standard age groups 

new intakes within the column 
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Admissions   

Discharges 

Accepted Referrals From Other Programs

Rejected Referrals From Other Programs

Accepted Referrals To Other Programs    

Rejected Referrals To Other Programs    

Stays (>=1 day)     

 
 
 
Report Layout:  
 

 
This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real
clients.  This information includes aggregate data
Only Head Office has the ability to view this screen
 
Shelter: The arrow on the right will list all 

shelters in the system.  Leaving 
this section blank produces a 
system-wide report, including 
data from all shelters 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

  

  

This report lists data according to periods in the columns.  Data for the current day is not available for this 
report 
 
 
Occupancy 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr
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(number of unique clients with new admissions within the 
column date range) 
(number of unique clients with discharges within the column 
date range) 

From Other Programs (number of unique clients with accepted referrals
 Programs within the column date range) 

Rejected Referrals From Other Programs (number of unique clients with rejected referrals from other 
Programs within the column date range) 

Accepted Referrals To Other Programs     (number of unique clients with accepted referrals to other 
Programs within the column date range) 

Rejected Referrals To Other Programs     (number of unique clients with rejected referrals to other
 Programs within the column date range) 
(number of unique client stays >= 1 day within the column 
date range, note that this would include unique clients who 
were already staying in the Shelter Program at the beginning 
of the date range)  

Statistics – Head Office 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real-time data that represent unique 

This information includes aggregate data 
Only Head Office has the ability to view this screen 

The arrow on the right will list all 
shelters in the system.  Leaving 
this section blank produces a 

wide report, including 

↓ Age The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 

Leaving this blank will 
include data from all programs 

↓  Gender The arrow on the right allows 
creation of a report based on 
gender 

 Sector The arrow on the right allows 
creation of a report based on sector

 search reset 

according to periods in the columns.  Data for the current day is not available for this 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr

SMIS Report Details 
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new admissions within the 

discharges within the column 

accepted referrals from other 

rejected referrals from other  

accepted referrals to other  

rejected referrals to other 

client stays >= 1 day within the column 
, note that this would include unique clients who 

were already staying in the Shelter Program at the beginning 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
represent unique 

The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard 

↓ 

The arrow on the right allows 
creation of a report based on 

↓ 

The arrow on the right allows 
creation of a report based on sector 

↓ 

 
according to periods in the columns.  Data for the current day is not available for this 

Prev 
Yr 

Unique 
clients = 
clients with 
1 or 
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Intakes    

Admissions    

Discharges    

Accepted 
Referrals 
from Other 
Shelters 

   

Rejected 
Referrals 

   

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

      

      

      

      

      

SMIS Report Details 
April 2014      

multiple 
entries are 
counted as 
1 only, 
families 
members 
are all 
counted as 
unique 
individuals 
as well 

 Includes all 
new intakes 
completed 
regardless 
of 
admission 
– 
represents 
"requests 
for service" 

 Includes all 
new 
admissions 
to shelters, 
but will not 
include 
multiple 
admissions 
of one 
client in 
one day 

 Includes 
number of 
all 
completed 
discharges 

 Includes all 
referrals 
made to 
and 
accepted 
from other 
shelters.  
Includes 
referrals 
from CI and 
SHARC 

 Includes all 
referrals 
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from Other 
Shelters 

Accepted 
Referrals to 
Other 
Shelters 

   

Rejected 
Referrals to 
Other 
Shelters 

   

Stay (≥ 1 
Day) 

   

Bednights    

 

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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Statistics – Head Office 
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from other 
shelters 
(including 
CI or 
SHARC) 
that were 
not 
admitted 

 Includes all 
referrals to 
other 
shelters 
that were 
admitted 

 Includes all 
referrals to 
other 
shelters 
that were 
not 
admitted 

 Includes 
the unique 
number of 
people and 
all family 
members 
that stayed 
in a shelter 
for one day 
or more in 
the 
identified 
period 

 Includes 
the total 
number of 
occupied 
beds in the 
given 
period 
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Report Sample Screen: 
 

SMIS Report Details
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62.  Head Office Client Services Screen 
 
Report Category:  Head Office 
 
Access Via:  Head Office Navigator
 
User Access Group:  Supervisor & Manager roles at Head Office only
 
Description: 
This System level based Client Services screen shows counts of new incidents, new service restrictions, 
new complaints and new case notes for the System or selected criteria or filter(s) for various time frames.  
These stats can also be exported to Microsoft Excel format.  
 
(Note that all Client Services stats
meaning a business day is considered to start at 4 a.m. of the day 
 
For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
at 2 a.m. early today, they are both counted as for yesterday's business day. 
 
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program filter results by a particular Program in combination with the Shelter 

parameter above or by just this Program parameter criteria
Program Type filter by 
Age filter results by any 1 of the 5 distinct pre
Gender filter by any 1 of the 3 genders
Sector filter by any 1 of the standard 5 sectors
 
Note that results can be filtered by a combination of any of these 
 
 
Report Detail (Fields): 
 
New Incidents    (total number of new incidents recorded during the column date period)
New Service Restrictions (total number of new service restrictions created during the column date 

period)
New Complaints    total number of new complaints records dur
New Case Notes   (total number of new case notes created during the column date period)

 
 
 
 
Screen Layout:  
 

 
This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real
represent unique clients.  This information includes 

SMIS Report Details
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.  Head Office Client Services Screen  

Navigator  

Supervisor & Manager roles at Head Office only 

This System level based Client Services screen shows counts of new incidents, new service restrictions, 
new complaints and new case notes for the System or selected criteria or filter(s) for various time frames.  

ed to Microsoft Excel format.   

stats on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
at 2 a.m. early today, they are both counted as for yesterday's business day.  

filter results by a particular Shelter 
filter results by a particular Program in combination with the Shelter 
parameter above or by just this Program parameter criteria
filter by Bed programs or Service programs 

filter results by any 1 of the 5 distinct pre-determined standard age groups
filter by any 1 of the 3 genders 

filter by any 1 of the standard 5 sectors 

Note that results can be filtered by a combination of any of these 6 parameters.  Default is no filters.

(total number of new incidents recorded during the column date period)
(total number of new service restrictions created during the column date 
period) 
total number of new complaints records during the column date period)
(total number of new case notes created during the column date period)

Client Services – Head Office 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real-time data that does not 

This information includes aggregate data 

SMIS Report Details 
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This System level based Client Services screen shows counts of new incidents, new service restrictions, 
new complaints and new case notes for the System or selected criteria or filter(s) for various time frames.  

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 

filter results by a particular Program in combination with the Shelter 
 

standard age groups 

Default is no filters. 

(total number of new incidents recorded during the column date period) 
(total number of new service restrictions created during the column date 

ing the column date period) 
(total number of new case notes created during the column date period) 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
does not 
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Only Head Office has the ability to view this screen.
 
Shelter: The arrow on the right will list all 

shelters in the system.  Leaving 
this section blank produces a 
system-wide report, including 
data from all shelters 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

  

  

This report lists data according to periods in the columns. 
report 
 
 
Client Services 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

New 
Incidents 

   

New 
Service 
Restrictions 

   

SMIS Report Details
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view this screen. 

The arrow on the right will list all 
shelters in the system.  Leaving 
this section blank produces a 

wide report, including 

↓ Age The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 

from all programs 

↓  Gender The arrow on the right allows 
creation of a report based on 
gender 

 Sector The arrow on the right allows 
creation of a report based on sector

 search reset 

This report lists data according to periods in the columns.  Data for the current day is not available for this 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr

      

      

SMIS Report Details 
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ight allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard 

↓ 

The arrow on the right allows 
creation of a report based on 

↓ 

The arrow on the right allows 
creation of a report based on sector 

↓ 

 
Data for the current day is not available for this 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 

 Includes all 
new 
incidents 
that 
occurred in 
the 
identified 
period.  It 
does not 
include 
open 
incidents 
initiated in 
a previous 
period 

 Includes all 
new service 
restrictions 
entered in 
the 
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New 
Complaints 

   

New Case 
Notes 

   

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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Client Services – Head Office 
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identified 
period. It 
does not 
include all 
restrictions 
"active" in 
that period 
as some 
may have 
been 
initiated in 
a previous 
period. 

 Includes all 
new 
complaints 
initiated by 
head office 
ONLY  in 
the 
identified 
period.  It 
does not 
include all 
open 
complaints 
in this 
period. 

 Includes all 
new case 
notes 
entered in 
the 
identified 
period.  It 
does not 
include all 
open notes, 
or new 
notes 
added to 
existing 
notes. 
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Report Sample Screen: 
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63.  Head Office Client Services 
 
Report Category:  Head Office 
 
Access Via:  Head Office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This System level based Client Services screen shows total number of unique clients involved in new 
incidents, new service restrictions, new complaints and new case notes for the System or select
or filter(s) for various time frames.  These stats can also be exported to Microsoft Excel format.  
 
(Note that all Client Services stats
meaning a business day is considered to start at 
 
For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
for a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  
However, if the 2

nd
 Note was written for the same Client, then yesterday's count will only increase by 1 as 

this screen shows Unique Client counts during a 
 
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program filter results by a particular Program in combination with the Shelter 

parameter above or by just this Program parameter criteria
Program Type filter by 
Age filter results by any 1 of the 5 distinct pre
Gender filter by any 1 of the 3 genders
Sector filter by any 1 of the standard 5 sectors
 
Note that results can be filtered by a combination of any of these 
 
 
Report Detail (Fields): 
 
New Incidents    (total number of unique clients involved in new incidents during the column 

date period)
New Service Restrictions (total number of unique clients given new service restrictions created during 

the column date period)
New Complaints    (total number of unique clients relating to new complaints records during the

 column date period)
New Case Notes    (total number of 

 the column date period)
 
 
  

SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

63.  Head Office Client Services – Unique Clients Screen 

Navigator  

Supervisor & Manager roles 

This System level based Client Services screen shows total number of unique clients involved in new 
incidents, new service restrictions, new complaints and new case notes for the System or select
or filter(s) for various time frames.  These stats can also be exported to Microsoft Excel format.  

stats on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at  4 a.m. of the day till 4 a.m. early next morning.)

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
r a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  

Note was written for the same Client, then yesterday's count will only increase by 1 as 
this screen shows Unique Client counts during a date period. 

filter results by a particular Shelter 
filter results by a particular Program in combination with the Shelter 
parameter above or by just this Program parameter criteria
filter by Bed programs or Service programs 

filter results by any 1 of the 5 distinct pre-determined standard age groups
filter by any 1 of the 3 genders 

filter by any 1 of the standard 5 sectors 

Note that results can be filtered by a combination of any of these 6 parameters.  Default is no filters.

(total number of unique clients involved in new incidents during the column 
date period) 
(total number of unique clients given new service restrictions created during 
the column date period) 
(total number of unique clients relating to new complaints records during the
column date period) 
(total number of unique clients for which new case notes were created during
the column date period) 
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This System level based Client Services screen shows total number of unique clients involved in new 
incidents, new service restrictions, new complaints and new case notes for the System or selected criteria  
or filter(s) for various time frames.  These stats can also be exported to Microsoft Excel format.   

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

For example, if a new Case Note is written for a Client at 3 p.m. yesterday and another new Note written 
r a different Client at 2 a.m. early today, they are both counted as for yesterday's business day.  

Note was written for the same Client, then yesterday's count will only increase by 1 as 

filter results by a particular Program in combination with the Shelter 
parameter above or by just this Program parameter criteria 

determined standard age groups 

Default is no filters. 

(total number of unique clients involved in new incidents during the column  

(total number of unique clients given new service restrictions created during  

(total number of unique clients relating to new complaints records during the 

clients for which new case notes were created during 
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 Screen Layout: 
 

 
This screen is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This screen is accessible to managers and supervisors and provides real
represent unique clients.  This information includes ag
Only Head Office has the ability to view this screen.
 
Shelter: The arrow on the right will list all 

shelters in the system.  Leaving 
this section blank produces a 
system-wide report, including 
data from all shelters 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

  

  

This report lists data according to periods in the columns. 
report 
 
 
Client Services 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

New 
Incidents 
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Client Services – Head Office 

This screen is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This screen is accessible to managers and supervisors and provides real-time data that 

This information includes aggregate data 
Only Head Office has the ability to view this screen. 

The arrow on the right will list all 
shelters in the system.  Leaving 
this section blank produces a 

wide report, including 

↓ Age The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 

from all programs 

↓  Gender The arrow on the right allows 
creation of a report based on 
gender 

 Sector The arrow on the right allows 
creation of a report based on sector

 search reset 

This report lists data according to periods in the columns.  Data for the current day is not available for this 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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This screen is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
time data that does not 

right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard 

↓ 

The arrow on the right allows 
creation of a report based on 

↓ 

The arrow on the right allows 
creation of a report based on sector 

↓ 

 
Data for the current day is not available for this 

Prev 
Yr 

Unique 
clients = 
same client 
could have 
multiple 
entries, all 
families 
members 
are counted 

 Includes all 
new 
incidents 
occurred in 
the 
identified 
period.  It 
does not 
include 
open 
incidents 
initiated in 
a previous 
period 
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New 
Service 
Restrictions 

   

New 
Complaints 

   

New Case 
Notes 
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Client Services – Head Office 

SMIS Report Details 
April 2014      

 Includes all 
new service 
restrictions 
entered in 
the 
identified 
period. It 
does not 
include all 
restrictions 
"active" in 
that period 
as some 
may have 
been 
initiated in 
a previous 
period. 

 Includes all 
new 
complaints 
initiated by 
head office 
ONLY in 
the 
identified 
period.  It 
does not 
include all 
open 
complaints 
in this 
period. 

 Includes all 
new case 
notes 
entered in 
the 
identified 
period.  It 
does not 
include all 
open notes, 
or new 
notes 
added to 
existing 
notes. 
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Print Options:  Browser Print 
 
Export Options:  MS Excel 
 
 
 
Report Sample Screen: 
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64.  Head Office Discharge Screen 
 
Report Category:  Head Office 
 
Access Via:  Head Office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This System level based Discharge screen shows counts of various discharge dispositions for the System 
or selected criteria or filter(s) for various time frames.  These stats can also be exported to Microsoft 
Excel format.   
 
On this Screen, for a family Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is count
same or different disposition or reason.  
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 
counted once for each of the two different monthly count of discharge reasons.
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program filter results by a particular 

parameter above or by just this Program parameter criteria
Age filter results by any 1 of the 5 distinct pre
Gender filter by any 1 of the 3 genders
Sector filter by any 1 of the sta
 
Note that results can be filtered by a combination of any of these 5 parameters.
 
 
Report Detail (Fields): 
 
Custody    (total number of client (single or family) discharges to custody within the 

column date period)
Detox      (total number of client discharges to detox within the column date period)
Escorted off premises (total number of clients escorted off premises upon discharge within the 

column date period)
Hospital     (total number of client discharges to 
Housing     (total number of client discharges to housing within the column date period)
Other     (total number of client discharges to other dispositions within the column date 

period)
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64.  Head Office Discharge Screen  

Navigator  

Supervisor & Manager roles 

This System level based Discharge screen shows counts of various discharge dispositions for the System 
or selected criteria or filter(s) for various time frames.  These stats can also be exported to Microsoft 

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 
than once during any column date period, each discharge occurrence is counted regardless if it’s the 
same or different disposition or reason.   

For example, if a single client was discharge on the 2nd day of the month, and re-admitted and 
discharged in the middle of the same month and for the same discharge disposition but diffe
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

filter results by a particular Shelter 
filter results by a particular Program in combination with the Shelter 
parameter above or by just this Program parameter criteria
filter results by any 1 of the 5 distinct pre-determined standard age groups
filter by any 1 of the 3 genders 

filter by any 1 of the standard 5 sectors 

results can be filtered by a combination of any of these 5 parameters.  Default is no filters.

(total number of client (single or family) discharges to custody within the 
column date period) 
(total number of client discharges to detox within the column date period)
(total number of clients escorted off premises upon discharge within the 
column date period) 
(total number of client discharges to hospital within the column date period)
(total number of client discharges to housing within the column date period)
(total number of client discharges to other dispositions within the column date 
period) 
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This System level based Discharge screen shows counts of various discharge dispositions for the System 
or selected criteria or filter(s) for various time frames.  These stats can also be exported to Microsoft 

Discharge, it is counted as 1 occurrence regardless of the number of family 
members present at the time of the discharge.  However, if a single client or family is discharged more 

ed regardless if it’s the 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted twice for that month's discharge disposition count, and 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

Program in combination with the Shelter 
parameter above or by just this Program parameter criteria 

determined standard age groups 

Default is no filters. 

(total number of client (single or family) discharges to custody within the 

(total number of client discharges to detox within the column date period) 
(total number of clients escorted off premises upon discharge within the 

hospital within the column date period) 
(total number of client discharges to housing within the column date period) 
(total number of client discharges to other dispositions within the column date 
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Other Hostels     (total number of client discharges to other hostels within the column date 
period)

Unknown    (total number of client discharges to unknown dispositions within the column 
date period)

 
 
And ALL Discharge Reason fields liste
 
Screen Layout:  
 

 
This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real
represent unique clients.  This information inc
Only Head Office has the ability to view this screen.
 
Shelter: The arrow on the right will list all 

shelters in the system.  Leaving 
this section blank produces a 
system-wide report, including 
data from all shelters 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

  

  

This report lists data according to periods in the 
report 
 
 
Discharge Dispositions 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

Custody    
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umber of client discharges to other hostels within the column date 
period) 
(total number of client discharges to unknown dispositions within the column 
date period) 

And ALL Discharge Reason fields listed. 

Statistics – Head Office 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real-time data that does not 

This information includes aggregate data 
view this screen. 

The arrow on the right will list all 
shelters in the system.  Leaving 
this section blank produces a 

wide report, including 

↓ Age The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 

data from all programs 

↓  Gender The arrow on the right allows 
creation of a report based on 
gender 

 Sector The arrow on the right allows 
creation of a report based on sector
 

 search reset 

This report lists data according to periods in the columns.  Data for the current day is not available for this 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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umber of client discharges to other hostels within the column date 

(total number of client discharges to unknown dispositions within the column 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
does not 

the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard 

↓ 

The arrow on the right allows 
creation of a report based on 

↓ 

The arrow on the right allows 
creation of a report based on sector 

↓ 

 
columns.  Data for the current day is not available for this 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 

 Includes all 
discharges 
to custody 
entered in 
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Detox    

Escorted off 
premises 

   

Hospital    

Housing    

Other    

Other 
Hostel 
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SMIS Report Details 
April 2014      

the 
identified 
period 
regardless 
of the 
individual – 
i.e. one 
person may 
be 
discharged 
more than 
once to 
"custody"   

 Includes all 
discharges 
to custody 
regardless 
of the 
individual.   

 Includes all 
discharges 
escorted off 
premises 
regardless 
of the 
individual.   

 Includes all 
discharges 
to the 
hospital 
regardless 
of the 
individual.   

 Includes all 
discharges 
to housing 
regardless 
of the 
individual.   

 Includes all 
discharges 
for 
unidentified 
dispositions 
regardless 
of the 
individual.   

 Includes all 
discharges 
to another 
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Unknown    

This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or differen
according to discharge reason that is entered into SMIS.
The last three underlined reasons are new.  
 
Discharge Reasons 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

New Address 
– Private 
Housing 

   

New Address 
– Transitional 
Housing 

   

New Address 
– Subsidized 
Housing 
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This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS. 
The last three underlined reasons are new.   

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr

       

       

       

SMIS Report Details 
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shelter 
regardless 
of the 
individual.  
This would 
include all 
automatic 
discharges 
as a result 
of the 
individual 
being 
admitted to 
another 
shelter   

 Includes all 
discharges 
to unknown 
disposition 
(usually a 
fail-to-
return) 
regardless 
of the 
individual.   

This section includes aggregate data for each discharge reason, and may include the same individual 
s each individual discharge 

Prev 
Yr 

Not unique 
clients = 
same client 
could have 
multiple 
entries, 
families are 
counted as 
one family 
head 
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Returned to 
Previous 
Address 

   

Reunited 
with family/ 
friends 

   

Detox    
Residential 
Treatment 
Program 

   

Long-Term 
Care Facility 

   

Left the City    
Hospitalized    
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
residents, 
volunteers or 
staff 

  

Assault of 
residents, 
volunteers or 
staff 

  

Wielding 
weapons or 
dangerous 
objects 
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Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking in 
illegal drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 

  

Death   

 
 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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 This 
reason 
unique to 
only a few 
shelters 
that are 
closed 
during 
certain 
hours and 
require all 
individuals 
to leave 
the shelter 
at that 
time. 
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Report Sample Screen: 
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SMIS Report Details
 

Shelter, Support & Housing Administration  

04-08)                        

SMIS Report Details 
April 2014      
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65.  Head Office Discharge –
 
Report Category:  Head Office 
 
Access Via:   Head Office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This System level based Discharge screen shows counts unique clients for various discharge dispositions 
for the System or selected criteria or filter(s) during the various time frames.  For example, if a client is 
discharge twice from two admissions during
discharge. These stats can also be exported to Microsoft Excel format.  
 
On this Screen, for a family Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 
same reporting date period (i.e. column cell), then he/she is counted a
screen.  Also, if a single client is discharged more than once during any column date period, the count 
only increments by 1.    
 
For example, if a single client was discharge on the 2nd day of the month, and re
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 
counted once for each of the two different monthly 
 
(Note that all Discharge stats on this screen
meaning a business day is considered to start at 4 a.m. of the day 
 
 
 
Report Parameters: 

Shelter filter results by a particular Shelter
Program filter results by a particular Program in combination with the Shelter 

parameter above or by just this Program parameter criteria
Age filter results by any 1 of the 5 distinct pre
Gender filter by any 1 of the 3 genders
Sector filter by any 1 of the standard 5 sectors
 
Note that results can be filtered by a combination of any of these 5 parameters.
 
 
Report Detail (Fields): 
 
Custody      (total number of 

date period)
Detox       (total number of unique client discharges to detox within the column date 

period)
Escorted off premises (total number of unique clients escorted off premises upon discharge 

with
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– Unique Clients Screen 

Navigator  

Supervisor & Manager roles 

This System level based Discharge screen shows counts unique clients for various discharge dispositions 
for the System or selected criteria or filter(s) during the various time frames.  For example, if a client is 
discharge twice from two admissions during a column date period, then it is counted as 1 unique client 
discharge. These stats can also be exported to Microsoft Excel format.   

Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 
same reporting date period (i.e. column cell), then he/she is counted as only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, the count 

For example, if a single client was discharge on the 2nd day of the month, and re-admitted 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 
counted once for each of the two different monthly count of discharge reasons. 

on this screen are based upon the 4 a.m. threshold each day, 
meaning a business day is considered to start at 4 a.m. of the day till 4 a.m. early next morning.)

r results by a particular Shelter 
filter results by a particular Program in combination with the Shelter 
parameter above or by just this Program parameter criteria
filter results by any 1 of the 5 distinct pre-determined standard age groups
filter by any 1 of the 3 genders 

filter by any 1 of the standard 5 sectors 

Note that results can be filtered by a combination of any of these 5 parameters. Default is no filters.

(total number of unique client discharges to custody within the column 
date period) 
(total number of unique client discharges to detox within the column date 
period) 
(total number of unique clients escorted off premises upon discharge 
within the column date period) 

SMIS Report Details 
April 2014      

This System level based Discharge screen shows counts unique clients for various discharge dispositions 
for the System or selected criteria or filter(s) during the various time frames.  For example, if a client is 

a column date period, then it is counted as 1 unique client 

Discharge, each unique family member is counted individually when present 
at the time of the action.  However, if a family member is part of two different family discharges during the 

s only 1 unique individual on this 
screen.  Also, if a single client is discharged more than once during any column date period, the count 

admitted and 
discharged in the middle of the same month and for the same discharge disposition but different 
discharge reasons, then he/she is counted only once for that month's discharge disposition count, but is 

are based upon the 4 a.m. threshold each day, 
4 a.m. early next morning.) 

filter results by a particular Program in combination with the Shelter 
parameter above or by just this Program parameter criteria 

determined standard age groups 

Default is no filters. 

unique client discharges to custody within the column 

(total number of unique client discharges to detox within the column date 

(total number of unique clients escorted off premises upon discharge 
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Hospital      (total number of unique client discharges to hospital within the column 
date period)

Housing      (total number of unique client discharges to housing within the column 
date period)

Other      (total number of 
column date period)

Other Hostels      (total number of unique client discharges to other hostels within the 
column date period)

Unknown    (total number of unique client discharges to unknown dispo
the column date period)

 
And ALL Discharge Reason fields listed.
 
 
Path to the Report: Head office, General Icon in the Navigator option
 
 

 
This report is accessed through the left side Navigator, once you have selec
This report is accessible to managers and supervisors and provides real
clients.  This information includes aggregate data
Only Head Office has the ability to view this screen.
 
Shelter: The arrow on the right will list all 

shelters in the system.  Leaving 
this section blank produces a 
system-wide report, including 
data from all shelters 

Program: The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs

  

  

This report lists data according to periods in the columns.  Data for the current day is not available for this 
report 
 
 
Discharge Dispositions 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr
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(total number of unique client discharges to hospital within the column 
date period) 
(total number of unique client discharges to housing within the column 
date period) 
(total number of unique client discharges to other dispositions within the 
column date period) 
(total number of unique client discharges to other hostels within the 
column date period) 
(total number of unique client discharges to unknown dispo
the column date period) 

And ALL Discharge Reason fields listed. 

Path to the Report: Head office, General Icon in the Navigator option 

Statistics – Head Office 

This report is accessed through the left side Navigator, once you have selected the "Head Office" icon.  
This report is accessible to managers and supervisors and provides real-time data that represent 

This information includes aggregate data 
Only Head Office has the ability to view this screen. 

arrow on the right will list all 
shelters in the system.  Leaving 
this section blank produces a 

wide report, including 

↓ Age The arrow on the right allows 
creation of a report based on age 
categories defined in the 
Occupancy Report and Dashboard

The arrow on the right will list all 
bedded, service and shelter 
specific programs within the 
system.  Leaving this blank will 
include data from all programs 

↓  Gender The arrow on the right allows 
creation of a report based
gender 

 Sector The arrow on the right allows 
creation of a report based on sector

 search reset 

This report lists data according to periods in the columns.  Data for the current day is not available for this 

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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(total number of unique client discharges to hospital within the column 

(total number of unique client discharges to housing within the column 

unique client discharges to other dispositions within the 

(total number of unique client discharges to other hostels within the 

(total number of unique client discharges to unknown dispositions within 

ted the "Head Office" icon.  
represent unique 

The arrow on the right allows 
creation of a report based on age 
categories defined in the 

eport and Dashboard 

↓ 

The arrow on the right allows 
creation of a report based on 

↓ 

The arrow on the right allows 
creation of a report based on sector 

↓ 

 
This report lists data according to periods in the columns.  Data for the current day is not available for this 

Prev 
Yr 

Unique 
clients = 
same client 
is counted 
only once, 
families 
members 
are counted 



 

 

 

 

 

249    Shelter, Support & Housing Administration

   Version 1.3  (2014-04

 

Custody    

Detox    

Escorted off 
premises 

   

Hospital    

Housing    

Other    
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as 
individuals 
also 

 Includes all 
discharges 
to custody 
entered in 
the 
identified 
period 
regardless 
of the 
individual – 
i.e. one 
person may 
be 
discharged 
more than 
once to 
"custody"   

 Includes all 
unique 
client 
discharges 
to Detox.   

 Includes all 
unique 
client 
discharges 
escorted off 
premises.   

 Includes all 
unique 
client 
discharges 
to the 
hospital  

 Includes all 
unique 
client 
discharges 
to housing. 

 Includes all 
unique 
client 
discharges 
for 
unidentified 
dispositions
.   
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Other 
Hostel 

   

Unknown    

 
This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list 
according to discharge reason that is entered in
The last three underlined reasons are new.  
 
Discharge Reasons 

 Yester 
day 

Curr 
Mth 

Same 
Mth 
Last 
Yr

New Address 
– Private 
Housing 

   

New Address 
– Transitional 
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This section includes aggregate data for each discharge reason, and may include the same individual 
discharged various times for the same or different reasons.  This list represents each individual discharge 
according to discharge reason that is entered into SMIS. 
The last three underlined reasons are new.   

Same 
Mth 
Last 
Yr 

Prev 
Mth 

Curr 
Qtr 

Same 
Qtr 
Last 
Yr 

Prev 
Qtr 

Curr 
Yr 

Prev 
Yr
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 Includes all 
unique 
client 
discharges 
to another 
shelter.  
This would 
include all 
automatic 
discharges 
as a result 
of the 
individual 
being 
admitted to 
another 
shelter   

 Includes all 
unique 
client 
discharges 
to unknown 
disposition 
(usually a 
fail-to-
return).   

This section includes aggregate data for each discharge reason, and may include the same individual 
each individual discharge 

Prev 
Yr 

Unique 
clients = 
same client 
is counted 
only once, 
families 
members 
are counted 
as 
individuals 
also 
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Housing 

New Address 
– Subsidized 
Housing 

   

Returned to 
Previous 
Address 

   

Reunited 
with family/ 
friends 

   

Detox    
Residential 
Treatment 
Program 

   

Long-Term 
Care Facility 

   

Left the City    
Hospitalized    
Incarcerated   

Decided to 
leave 

  

Failed to 
return 

  

Not following 
case plan 

  

Not 
participating 
in case 
planning 

  

Repeated 
rule 
violations 

  

Disruptive 
rule 
violations 

  

Disruptive 
behaviour 

  

Violent or 
threatening 
behaviour 

  

Health & 
Safety of 
residents, 
volunteers or 
staff 

  

Assault of 
residents, 
volunteers or 
staff 
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Wielding 
weapons or 
dangerous 
objects 

  

Possession 
of firearms 

  

Possession 
of illegal 
substances/ 
contraband 

  

Trafficking in 
illegal drugs 

  

Other   

Automatic 
discharge – 
client 
admitted to 
another 
program 

  

Daily 
discharge 

  

Death   

 
Print Options:  Browser Print 
 
Export Options:  MS Excel 
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 This 
reason 
unique to 
only a few 
shelters 
that are 
closed 
during 
certain 
hours and 
require all 
unique 
individuals 
to leave 
the shelter 
at that 
time. 
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66.  Head Office Occupancy Summary Report
 
Report Category:  Head Office 
 
Access Via:   Head Office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This System level based Occupancy Summary Report shows actual and approved Occupancy, Capacity 
and Vacancy counts at 4:00 am for any day in the past.  The results are separated by Bedded
Types (Regular, Extreme Weather & Special Circumstance)
Report can be printed or exported to PDF format.
 
Report Parameters: 

As of Date the reporting business date
 
 
Report Detail (Columns): 
 
CURRENT Occupancy (A) Occupancy as of the Report Parameter Date @ 4am
CURRENT Capacity (B) Space Capacity as of the Report Parameter Date @ 4am
CURRENT Vacancy (B-A) Space Capacity minus the current Occupancy
CURRENT % Occ.  Current Occupancy divided by current Space Capacity times 100
APPROVED Capacity (C) Funding Capacity as of the Report Parameter Date @ 4am
APPROVED Vacancy (C-A) Funding Capacity minus the current Occupancy
APPROVED % Occ. Current Occupancy divided by a
 
 
Report Layout: 

Only Head Office has the ability to create this report, which includes real
The most recent data this report can include is the day before 
be available until 4:00 the following morning.
 
Reporting 
Period 

Lists the date identified below

Date Calendar icon appears by 
clicking the arrow on the right

 
 
                                                              
 
    This column represents
    occupancy and vacancy of
    total space capacity 
     

(A)                 
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66.  Head Office Occupancy Summary Report 

Navigator  

Supervisor & Manager roles 

This System level based Occupancy Summary Report shows actual and approved Occupancy, Capacity 
and Vacancy counts at 4:00 am for any day in the past.  The results are separated by Bedded
Types (Regular, Extreme Weather & Special Circumstance), and then further divided by Sectors. The 
Report can be printed or exported to PDF format. 

the reporting business date (based upon 4am of the next calendar date)

Occupancy as of the Report Parameter Date @ 4am 
Space Capacity as of the Report Parameter Date @ 4am
Space Capacity minus the current Occupancy 
Current Occupancy divided by current Space Capacity times 100
Funding Capacity as of the Report Parameter Date @ 4am
Funding Capacity minus the current Occupancy 
Current Occupancy divided by approved  (funding) Capacity times 100

 
Occupancy Summary Report 

Only Head Office has the ability to create this report, which includes real-time data for the specified date.  
The most recent data this report can include is the day before the report is run.  The current day will not 
be available until 4:00 the following morning. 

Lists the date identified below 

Calendar icon appears by 
clicking the arrow on the right 

↓ Search This report can only be exported to:
 

                                                                  CURRENT               APPROVED/FUNDED       

This column represents   this column represented the 
occupancy and vacancy of  number of beds as specified
total space capacity beds.    In the Operating Agreements

                (B)           (B-A)                  (C)            (C-A) 

SMIS Report Details 
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This System level based Occupancy Summary Report shows actual and approved Occupancy, Capacity 
and Vacancy counts at 4:00 am for any day in the past.  The results are separated by Bedded-Program 

, and then further divided by Sectors. The 

(based upon 4am of the next calendar date) 

Space Capacity as of the Report Parameter Date @ 4am 

Current Occupancy divided by current Space Capacity times 100 
Funding Capacity as of the Report Parameter Date @ 4am 

Capacity times 100 

time data for the specified date.  
the report is run.  The current day will not 

This report can only be exported to:   PDF 

APPROVED/FUNDED            

this column represented the  
number of beds as specified 
In the Operating Agreements 
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   Occupancy     Capacity     Vacancy   %     Capacity     Vacancy     %
     
Regular Beds 
Co-ed 
Families* 
Men 
Women 
Youth 
  Total: 
*Family shelter bed numbers cannot accurately be represented in SMIS because of the need to inflate the 
capacities in order to accommodate different family configurations.  Families are admitted to rooms, not 
specific beds.  For example, each room will hav
of people that can fit in that room, even though the room will often hold fewer occupants.  Each room 
must list the maximum occupancy in order to allow shelters to accommodate the needs of specific 
families.  In addition, the number of motel rooms varies according to need.
 
Extreme Weather/Emergency Beds
Co-ed 
Families* 
Men 
Women 
  Total: 
Youth 
These beds are listed within a separate program from "Regular Beds" and will only be paid a per diem 
when an extreme weather alert is called.
 
Special Circumstance Beds 
Co-ed 
Men 
Women 
 
 Grand Total: 
 
Special Circumstance Beds 
Youth 
  Total: 
These beds are listed within a separate program "Regular Beds" and will only be paid a per diem when 
the admission is approved by SHARC
 
 
 
Print Options:  Report Print action button
 
Export Options:  PDF 
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Occupancy     Capacity     Vacancy   %     Capacity     Vacancy     %
        Occ                                       

*Family shelter bed numbers cannot accurately be represented in SMIS because of the need to inflate the 
capacities in order to accommodate different family configurations.  Families are admitted to rooms, not 
specific beds.  For example, each room will have identified approved occupancy as the maximum number 
of people that can fit in that room, even though the room will often hold fewer occupants.  Each room 
must list the maximum occupancy in order to allow shelters to accommodate the needs of specific 

lies.  In addition, the number of motel rooms varies according to need. 

Extreme Weather/Emergency Beds 

These beds are listed within a separate program from "Regular Beds" and will only be paid a per diem 
treme weather alert is called. 

These beds are listed within a separate program "Regular Beds" and will only be paid a per diem when 
approved by SHARC 

Report Print action button 
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Occupancy     Capacity     Vacancy   %     Capacity     Vacancy     % 
         Occ 

*Family shelter bed numbers cannot accurately be represented in SMIS because of the need to inflate the 
capacities in order to accommodate different family configurations.  Families are admitted to rooms, not 

approved occupancy as the maximum number 
of people that can fit in that room, even though the room will often hold fewer occupants.  Each room 
must list the maximum occupancy in order to allow shelters to accommodate the needs of specific 

These beds are listed within a separate program from "Regular Beds" and will only be paid a per diem 

These beds are listed within a separate program "Regular Beds" and will only be paid a per diem when 
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Report Sample Screen: 
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67.  Head Office Point In Time Occupancy 
 
Report Category:  Head Office 
 
Access Via:   Head Office Navigator
 
User Access Group:  Supervisor & Manager roles
 
Description: 
This is a Point-in-time Occupancy Summary Report shows 
Funding Capacity for all Bed Programs in the System on 
be printed or exported to Excel and 
 
Report Parameters: 
 

Reporting Datetime (Reporting Date

. 
 
Report Detail (Fields): 
 
Program Name of Program
Queue This number represents the actual number of individuals in the queue for this 

Program at the specified time and date
for more than one 

Occupancy This number represents the actual
time and date 

Vacancy This number represents the actu
time and date.  Authorized Leaves With Permission will not constitute vacant beds

Actual Capacity This number represents the 
been entered into SMIS
beds taken off line due to bed bugs, etc.

Funding Capacity This number represents the funded capacity for each prog
Operating Agreement as of the specified time and date
equal to or greater than the Actual Capacity
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Point In Time Occupancy Report 

Navigator  

Supervisor & Manager roles 

Occupancy Summary Report shows Queue, Occupancy, Vacancy, A
for all Bed Programs in the System on any particular Hour in the past.  The Report can 

Excel and PDF formats. 

Date and the Hour of the reporting time) 

Name of Program 
This number represents the actual number of individuals in the queue for this 

at the specified time and date. Note that one individual may be in the 
for more than one program. 

This number represents the actual occupied beds for each program at the specified 

This number represents the actual vacant beds for each program at the specified 
time and date.  Authorized Leaves With Permission will not constitute vacant beds

This number represents the actual capacity for each program according to what has 
d into SMIS at the specified time and date.  This number will not includ

beds taken off line due to bed bugs, etc. 
This number represents the funded capacity for each program acco
Operating Agreement as of the specified time and date.  This number 
equal to or greater than the Actual Capacity 

SMIS Report Details 
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Queue, Occupancy, Vacancy, Actual and 
.  The Report can 

This number represents the actual number of individuals in the queue for this 
ne individual may be in the queue 

program at the specified 

program at the specified 
time and date.  Authorized Leaves With Permission will not constitute vacant beds 

ccording to what has 
.  This number will not include 

ram according to the 
.  This number should be 
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Report Layout: 

Only Head Office has the ability to create this report, 
and time.  The time can only be entered by the hour and will register the data according to that time, 
rather than the 4:00 occupancy data.
 
Reporting 
Period 

Lists the date and time identified below

Reporting 
Datetime 

Calendar icon appears by 
clicking the arrow on the 
right 

 
Program Queue Occupancy

   

 
 
 
Print Options:  Report Print action button
 
Export Options:  Excel ,  PDF 
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Point In Time Occupancy 

Report 
Only Head Office has the ability to create this report, which includes real-time data for the specified date 
and time.  The time can only be entered by the hour and will register the data according to that time, 
rather than the 4:00 occupancy data. 

Lists the date and time identified below 

Calendar icon appears by 
clicking the arrow on the 

↓ ↓ the hour icon 
appears by clicking 
on the arrow on the 
left 

● am    

Occupancy Vacancy Actual Capacity 

  

Report Print action button 
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time data for the specified date 
and time.  The time can only be entered by the hour and will register the data according to that time, 

    ○   pm Search 

 Funding 
Capacity 
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Report Sample Screen:
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REVISION HISTORY
 
 

Version Description

1.1 Modifications to original draft in table formatting
1.2 Reformat Report Layout tables and
1.3 Reformat Report Parameters to tables 
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REVISION HISTORY 

Description Page 

Modifications to original draft in table formatting various September 5, 2013
Reformat Report Layout tables and grammar checks various March 19, 2014
Reformat Report Parameters to tables  various April 8, 2014
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Date 

September 5, 2013 
March 19, 2014 
April 8, 2014 


