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Data Explorer 
 

Accessing Data Explorer Queries 

1. Begin by navigating to your Reports workspace.  

 

2. Click on Data Explorer in the Favorites Menu. 
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3. Data Explorer gives the options to open a saved question or create a new question.  

Note the following tips:  

• Uncheck the box next to “Only show my questions” to show questions created by 

other users.  

• Use the Copy and Delete buttons carefully. Do not delete other users’ questions. 

o Copy duplicates a question to avoid having to start from scratch if 

creating a similar query to one that already exists.  

o Delete permanently removes the question from the system.  

• Use the New Question button to start from scratch on a new query. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Opening a saved question will display the data explorer for that question. Click the 

Show Me button to run the query. 

 

 

 

 

 

 

 

Note that any edits made on queries runnable by multiple users will display for those 

users. Use of the Copy feature is recommended if edits need to be made on a question 

created by another user. 
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Creating a New Question 

1. Click the New Question button and enter the following information. 

 

• Question Name 

• Runnable By: determines who can run this 

query 

o Me Only: only the user who creates 

the query 

o My Organization: everyone in your 

agency/org 

o Everyone: all HMIS users 

• Editable By: determines who can edit the 

query 

o Me Only: only the user who creates the query 

o My Organization: everyone in your agency/org 

o Everyone: all HMIS users 

 

2. Choose a domain to start with.  

 

The domain determines the set of data that the system will search through to answer 

the query. Starting with a larger domain, like Clients, requires the system to do more 

work to find the data and may result in the report timing out. Domains can be stacked 

so that the system filters through them.  

 

Some domains can only be accessed a subdomain. Other domains stand alone or can 

act as a subdomain to another. For examples, see below. 
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3. Click and drag the desired data elements into the “What do you want to know?” 

section. These will become the columns in your report. 

 

 

 

 

 

 

 

 

 

4. Click and drag the desired data elements to filter into the “Which records do you 

want to include?” section. These will filter the data in the database so that only data 

you have requested will display.  

 

 

 

 

 

 

 

 

 

 

 

Filter Functionality 

Edit the details of each filter to include only the desired information. The basic 

functionality of a filter includes the following components:  
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• And/Or Rule 

o AND – the system will include records with all these values 

o OR – the system will include records than contain any of these values 

• Can be used to search for data that is mutually exclusive 

• Data Element 

o This is the data you chose to create the filter. The system will use data from 

this category in the database to limit the number of records returned in the 

query. 

• Comparison 

o Determines how the system will use the value entered in the operand to 

filter 

• Operand (Value) 

o Value or data point the system will use to filter 

o This could be a date, a program name, a numerical value, etc. but it should 

match the type of data being requested. The system will provide value 

selections when appropriate.  

• For example, if Gender is being used to filter, the system will provide a 

list of genders to choose from. 

 

Filters can be stacked so that the rules are applied in the desired way. For example, in the 

query below, the system will return records for clients with a recorded gender of female or 

trans female who also have Hispanic/Latina ethnicity.  

 

• To add a sub filter, drag and drop the desired data element next to an existing 

filter. 

 

 

And/Or Rule Data Element Comparison Operand (Value) 
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5. Continue dragging and dropping data elements into the desired positions as columns 

or filters.  

You can pull data from multiple domains and subdomains. Primary domains display on 

the data explorer page and as clouds that are linked together if you click Done. 

Subdomains display under “Add Related Information” on the right side of the page once 

you open a domain. 

 

6. Click Show Me in the top right corner to save and view your report. 

Clicking Start Over will clear all your selections and give you a blank slate to begin 

building again. 

 

 

 

 

Your data will display in the system. You may see duplicates unless you have used 

filters to deduplicate. You can download the data as a .csv file using the download 

button in the top right corner of the report. 

 


